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Legal Information

Proprietary Statement
Copyright (C) 2011 AAkonsult Pty Ltd

This document contains confidential and proprietary information and is the property of AAkonsult Pty
Ltd. This document was prepared for the requesting party for the sole purpose of evaluating the
products and services proposed. It is submitted to you in confidence, on the condition that you and
your representatives have, by receiving it, agreed not to reproduce or copy it, in whole or in part, or
to furnish such information to others, or to make any other use of it except for the evaluation
purposes stated above, and to return it to AAkonsult Pty Ltd upon request. The previous statement
shall not apply to the extent that such statement violates any federal or state laws requiring such
information to be made available to the public. In the event this document results in a contract, you
may retain this document for use, including making any necessary copies related to the products and
services covered by such contract. The offerings and prices presented in this document, excluding
any leasing quotes or rates, shall remain valid for a period of 120 days from the document date
unless AAkonsult Pty Ltd authorizes an extension.

Limitation of Liability

To the fullest extent permitted by law, and not withstanding any other provision of this Agreement,
the total liability, in the aggregate, of the AAkonsult Pty Ltd and the AAkonsult Pty Ltd’s officers,
directors, partners, employees and sub-contractors, and any of them, to the Client and anyone
claiming by or through the Client, for any and all claims, losses, costs or damages, including
attorneys’ fees and costs and expert-witness fees and costs of any nature whatsoever or claims
expenses resulting from or in any way related to the Project or the Agreement from any cause or
causes shall not exceed the total compensation received by the AAkonsult Pty Ltd under this
Agreement. It is intended that this limitation apply to any and all liability or cause of action however
alleged or arising, unless otherwise prohibited by law.
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How to get AAkonsult Payments Installed and Running

The steps below provide an overview of how you can evaluate and then later get AAkonsult
Payments up and running for your organisation

1. Install AAkonsult Payments from the AppExchange

2. Create a demo facility so you can take test transactions (go to About AAkonsult Payments
Tab, Create Samples button)

3. Apply for a Merchant Facility (This can take upto a few weeks, so best to start early)

4. Complete the post install instructions

5. Work through a day in the life of your organisation using AAkonsult Payments - configure
workflows, receipts, email templates to meet your needs (see User Manual)

6. When the bank provides Merchant Details (Step 3), order and sign up for AAkonsult
Payments and we will start the payment gateway provisioning

7. Once provisioning is complete, you will be given a username and will need to call in for a
password. Enter these details into Salesforce Merchant Facility and do a test live
transaction.
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How to order AAkonsult Payments

To obtain an AAkonsult Payments Account, you will need to:

To have an eCommerce Merchant Facility
Send AAkonsult (info@aakonsult.com) your company details. These include: Organisation
Legal Name, Trading as Name, Company No/ABN/ACN, Postal Address, Delivery Address,

website Finance or Executive Persons Name (including Saluation), Phone, Fax, Email, Title.

Pay for first years subscription at aakonsultpayments.com/pricing
You will receive a Direct Payment Solutions (DPS) username/password from AAkonsult -

these will be entered into the Merchant Facility in Salesforce and your account will be live.

Contact AAkonsult at info@aakonsult.com or phone +61 (3) 9020 7067 if you have any further
questions

NOTE: Contact AAkonsult if you require a Test/demo Facility.
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What is required beforehand?

You will need:

A Merchant Facility from your Bank

One of the following versions of Saleforce:
» Enterprise Edition (EE)
» Performance Edition

* Unlimited Edition (UE)
» Developer Edition (DE)

AAkonsult Payments application

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 8



http://www.salesforce.com/au/?ir=1

Installation Manual konsult
[ PAYMENTS

What are the steps to for a complete install?

Thank you for using AAkonsult Payments.

This guide will step you through the installation process and initial setup of AAkonsult Payment. The
installation requires a moderate level of salesforce.com administration experience. If you prefer, you
can engage an AAkonsult consultant to assist.

Steps

The steps required for installation are:

Set up an eCommerce Merchant Facility

Install AAkonsult Payments from the AppExchange

Activate Force.com Sites

Set up security for users

Customise to your requirements (workflows, page layout, buttons etc)
Publish payment forms on your website (User Manual)

oakwn -~
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How to obtain a eCommerce Merchant Facility

Your bank can provide you with Visa/MasterCard Merchant Facilities.

1. Contact your bank for an eCommerce Merchant Facility for Direct
Payment Solutions (DPS)

In order or use AAkonsult Payments, you need to have both a Payment Gateway (Included with
AAkonsult Payments) and a Merchant Facility.

Please note the following in regards to getting a Merchant Facility:

» This is a key requirement before you are able to go live with AAkonsult Payments.
* It can take a few weeks.

If you are planning on using Authorize.Net, then please see How to obtain an eCommerce Merchant
Facility for Authorize.Net

When contacting your bank, you need to ask for an "eCommerce Merchant Facility for Payment
Express by Direct Payment Solutions (DPS)".

If you are with the Commonwealth Bank of Australia, you will also need to specific that you need and
internet merchant account via CommWeb and that you would like to have the following transactions
Purchase/Refund/Authorisation/Complete

If you are in North America, please contact AAkonsult at info@aakonsult.com and we can provide a
contact.

If you are unsure if your bank is supported, please check the Payment Express website at:

http://paymentexpress.com.au/Knowledge_Base/Bank_Guides If your bank is not listed, there is
often options available, so please contact AAkonsult at info@aakonsult.com

2. Ensure you have the following policies on your website:

2.1 Contact Information

Your website will be checked items such as:
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* The domain name matches the domain name on the registration form
* Your trading name (eg. Logo) is clearly visible

* Your organisation is the owner of the domain

* Your address, including country code are on the site

» Contact email and contact phone number

2.2 Privacy policy

Names/addresses are stored securely in Salesforce. We also store IP address and browser
information for diagnostics and fraud prevention. Credit Card No's and CCV's are NOT stored in
Salesforce, but tokens for recurring billing might.

You should check with your legal advisor when creating the Privacy Policy. In addition, there are

many organisations that provide generators of privacy policies on the web to provide you with a
starting point, plus organisations such as LawLive that can assist.

2.3 Refund policy

You will need to include a details on your policy for refunds. These should comply with local laws.
An example (please contact your legal advisor before basing your policy on this):

Refund Policy:

Please choose carefully. We do not normally give refunds if you simply change your mind or make a
wrong decision. You can choose between a refund, exchange or credit where goods are faulty, have

been wrongly described, are different to the product purchased on the website or don’t perform as
advertised.

3. Check your PCI DSS compliance

Your bank may insist on PCI DSS compliance scans. Check the organisation is currently approved
for PCI compliance checking. Some scanning vendors are:

* McAfee PCI Security service: http://www.mcafeesecure.com/us/products/pci.jsp
* Trust Guard: http://www.trust-quard.com/PCl-Compliance-s/65.htm

4. Notify your bank that the payment form is hosted by Salesforce
(SaaS)

It is the Salesforce website that is capturing and transmitting the details and not your own. This
means the solution you are are using is known as Software as a Service (SaaS) or cloud based.

Salesforce has all the security accreditation levels required. You can see these are:

 https://trust.salesforce.com/trust/learn
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« Salesforce PCI Level 1 compliance as announced at: http://blogs.salesforce.com/product/
2012/01/announcing-pci-certification.html

5. Other notes:

5.1 Contact AAkonsult if your bank is not one of the major banks

We'll check compatibility and will provide guidance for moving forward.

5.2 Contact credit card organizations if you require American Express, Diners
Club or other card types.

Contact these organisations separately and ask for a Merchant Account to be setup. AAkonsult
Payments includes the first Merchant Facility free of charge. The second and subsequent ones incur
a one off fee.

6. Activate the Merchant Facility by signing up with AAkonsult
Payments.

See How to order AAkonsult Payments
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How to obtain an eCommerce Merchant Facility for
Authorize.Net

AAkonsult Payments licensing is for use with Authorize.net Accounts that have signed up through.
Payment Gateway by using the following link: AAkonsult Authorize.Net

Should you already have an Authorize.Net account, please contact info@aakonsult.com for pricing
information as our published rates are for those accounts that are linked to AAkonsult Authorize.Net

1. Setting up a demol/test Authorize.Net Facility

You can request an Authorize.net test account from Authorize.Net at: https://developer.authorize.net/
sandbox/ This is known as a sandbox account.

Once you have your login details, please proceed to step How to setup Authorize.Net making sure
you select "Sandbox" as the environment.

Authorize.net includes a number of test cards that can be used. There are a number of scenarios
that you can be tested, including both successful and failed transactions. Please see

http://developer.authorize.net/tools/errorgenerationguide/ for more details.
2. Requesting a production Authorize.Net Facility

To use AAkonsult Payments with Authorize.Net, you need to register for Authorize.net Payment
Gateway by using the following link: AAkonsult Authorize.Net

In order or use AAkonsult Payments, you need to have both a Payment Gateway and a Merchant
Facility.

If your location is in the US/Cananda then you can sign up for both the Payment Gateway and
Merchant Facility using the link: AAkonsult Authorize.Net

If your location is in UK/Europe or Australia, then you can sign up for the Payment Gateway using
the link: AAkonsult Authorize.Net and obtain the Merchant Facility from your local bank. Please see

How to obtain a eCommerce Merchant Facility for details on getting a Merchant Facility from your
bank.

Once you have your Authorize.Net credentials, please see How to setup Authorize.Net
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How to download from the AppExchange
The AppExchange holds extra applications that can be downloaded for Salesforce.
1. Check prerequisites

Before installing AAkonsult Payments from the AppExchange, check you have the following -
Developer Edition (DE), Enterprise Edition (EE) or Unlimited Edition (UE) of Salesforce

More information about Salesforce can be found at www.salesforce.com
2. Navigate to the AppExchange - www.appexchange.com
Or you can go to the AppExhange within Saleforce (see 2.1)

2.1 Find the AppExchange within Salesforce by using the drop down menu at
the top RHS of the screen.

AAkonsult Payments -

Sales

Call Center

= Marketing m
Force.com '
Community

. Content L
Salesforce Chatter

— Site.com -
ScreenSteps for Salesforce

\ppExchange

Developer Community
Success Community
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2.2 Search for our application 'AAkonsult Payments’

&R ppexchange

Filters +* Al Prices +  All Editions * AllRatings =  All Languages -
Home

S e Capture
New Process

Free Mﬂl‘lﬂg'ﬂ

AAkonsult @

Categories =

— * %k k& (16)

Customer Sernvice

L.

3. Install AAkonsult Payments

3.1 Double click to open the AAkonsult Payments app

AAkonsult Payments Q

* Al Editions =~ AlRatings =~ Al Languages ~ O Apply £ Clear

Capture
Process
Manage

AAkonsuli@

*rdedrdedk (16)
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3.2 Click on the 'Get It Now' button

PROCESS

AAkonsult @

Payments, Memberships, Events & Receipting B Email
ship, recurring. donations & receipting

\ W Tuweet (1]

L

3.3 Enter your Salesforce login details
To get this app, select one of the below options

Log in to the AppExchange | don't have a login
Use your Salesforce credentials Continue as a guest

Ewven if you plan fo install into your sandbox, first login to the AppExchange wsing your production credentials.

L ey
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3.4 Choose either Production (live) or Sandbox (test) version of Salesforce

How would you like to continue?

&7 Install in production

Includes active, trial or developer orgs

Install in sandbox

Test in a copy of your production org
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3.5 Confirm and install your choice

Almost there!

o Before installing, please review the customization guide to familianze yourself with the installation and

configuration steps for this application.

WHAT YO ARE INSTALLING WHEREYOU ARE INSTALLING
PACKAGE ORGANIZATION
AAkonsult Payments : Online Payments, AAKonsult
Memberships, Events & Receiptin

P PR EDITION
VERSION Developer
AAkPayments (3.14 140503 [ 3.14.0)

USER NAME

SUBSCRIPTION carol@f4demo.com
Free Trial
DURATION
45 Days
NUMBER OF SUBSCRIBERS
Site-wide

"0’ LJ 1 have read and agree to the terms and conditions .

Cancel Install | Back to previous step o Wl e
. -

* Read and tick the Terms and Conditions box
» Salesforce will redirect you into an Installation Wizard

"

4. Follow the Salesforce Installation Wizard

Installation Manual
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4.1 Select the user(s) that will receive the AAkonsult Payments application

saleg‘f)rcc“

Select a user name: Edit

E carol@74demo.com -

Login with a different user name

After clicking on the user, please wait while Salesforce loads the Installation Wizard.

4.2 Click on 'Continue’

e —
MY
Home SwrtHers 4
pesislicmse s Package Installation Details e fo 1 Fage 1)
), Gusck Frd
Package Hamea  AAKPETRRNIE
Perscnal Setup VersicnMame Bt
oy B Version Member 10
¢ Emadl Publistar  AAkonsul Pty Lid
+| impart [0
| (=
App Setup Package Companents
+| Cusiomize * Flolds [154)
v Creste
) Dwweicy Astion Componesd Rame  Parant Oiject Comp Type tion Rates
£l Duploy Craale Dirawer Opporiunity Cusiom Flskd This &5 @ rand new
Installed Packages CRMpGnie
AppExchanpe Uarstplace Hew! Craste :ﬂn«ummu Paymen_Tn_e Cuslom Fisd Thish k8 & Beand nw
Suisg crgbisn Lisngh A ——
3 AN
Fraae [MaAm) Fayment_Optans__c Cusiem Figld B,
Administration Setup
Cradis Payment Galeway  Paymerd_Seling_c Cuslom Fiekd This 15 a rand new
v Uanage Users component
et ol Create Grigeal Papmest Paymend_Tan_g P— Tris i 4 brandnew
| Security Coatrols component.
+ Communicabion Templates Creals Eruale Mamcarship Pasmenl_Typs_c [ This b5 3 Brama new
+ Translaton Workbench Sanch LHMpORIL
k] Duch Banagempnt Craate Rishipt Tt Puayriedl_Tioe_¢ F—— This i3 a brand new
& Monforing component
¢ Mobds Adminsorabon Create Dl Paymen_Opeans__c Cuslom Fiskd Thiss k5 5 Beansd new
» Deskiop Admnisiration component
| Ernadl Admisisiration Creale Appeals Latel Paymend_Tipe__c Cusiom Eiskd This is a brand new
+ Googhe Apps companeel
Thish 5 & Sedned new
Craste Mambarshi i Paymin_Tan__e Curiem Flsld por
This k5 & braned niew
Create Scheduls Time Payment_Tan__c Cuslom Flekd
- -

This step lists the components that are being brought into your Saleforce version.
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4.3 Grant Third-Party Access to all websites shown

Approve Third-Party Access

e This package may send or receive data from third-party

websites. Make sure you trust these websites. What if you
are unsure?
Website SSL Encrypted
api.authorize.net
apitest.authorize.net
kleber.datatoolscloud.netau
ssl.geoplugin.net
maps.qoogleapis.com
wWww.google.com
secure.geonames.net
api-3t.paypal.com
api-3t.sandbox.paypal.com

sec.paymentexpress.com

v
v
v
'd
v
v
v
v
v
v
v

ga.paymentexpress.com

Yes, grant access to these third-party web sites

[Continue] [ Cancel ]

AAkonsult uses the web service provided by third party Direct Payment Solutions, PayPal,
Geonames.org and Google.

These 3rd party integrations are mainly used on the checkout forms, refund forms, tokenisation and
token charge forms.

+ ssl.geoplugin.net - obtains the users city and country by IP address. This enables the forms
to be prefilled

» www.google.com - is used for the CAPTCHA on checkout form

* maps.google.com - Google Places API. Used for autocomplete on address fields in checkout
and manual payments

* secure.geonames.org - provides auto-complete for suburb and post codes

» ...paypal.com - allow for paypal transactions - purchase/refund/authorisation/auth-complete

* ...paymentexpress.com - allow for credit card transactions - purchase/refund/authorisation/
auth-complete/expiry date updates and recurring charges

* api.authorize.net - Authorize.net production

» apitest.authorize.net - Authorize.net Sandbox/testing environment
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» kleber.datatoolscloud.net.au - DataTools Kleber - used for autocomplete on address fields in
checkout and manual payments

4.4 Select 'Next'

Package Installer Help for this Page: o

AAkPayments

Step 1. Approve Package APl Access Step1o0f3

These settings contral the access that s-controls and other components in this package have to standard objects via the API. The access will still be constrained by the users
profile. You can view and edit the package APl access to standard objects after the package is installed from the package detail page. Tell me more

Package Custom Objects
This Package will have the user's access (via the API) to all Custom Objects in your Organization.

Extended Object Permissions

Read Create Edit Delete Read Create Edit Delete
Accounts Wess o v o v
Assets o o o Leads o ' o ¥
Campaigns Opportunities
Cases f f f ‘f Price Books f ‘f f ‘f
Contacts f ‘f f ‘f Products f ‘f f ‘f
Contracts v v v Push Topics i S
I Documents v Solutions v v

General User Permissions
This Package will be able to use all ofthe General User Permissions from the user's Profile.

Administrative Permissions
This Package will be able to use all of the Administrative Privileges from the user's Profile.

Can ce'

These settings can be changed after installation
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4.5 Choose your security settings

Package Installer Help for thiz Page o

AAkPayments

Step 2. Choose security level Step20f3

Select security settings:

(@ Grantaccess to admins only  Users with your profile getfull access (best for limited deployments)
() Grantaccess to all users All internal custom profiles getfull access
(0 Select security settings User access set by profile (recommended for most packages)

srovous (T

Granting access to admins only (System Administrators) allows for internal testing before the the
application is fully deployed to all users.

4.6 Click 'Install' to continue

Package Installer Help for thiz Page o

AAkPayments

Step 3. Install Package Step3of 3

The package is ready to be installed. Click Install to continue.

Previous | | Install| Cancel

4.7 Await email notification when install is complete

AAI(DIISI.I“I E .FSearch... Search

FAYMENTS

About AAkonsult Payments  Merchant Facilities Payment Txn's Manual Payments Recurring

Create New...

w
¥ Processing
Your request is in progress. You will be notified by email when it completes.

Hrinht Snarkc A

This should take between 3 to 5 minutes.

You can test out AAkonsult Payment's capabilities with our Quick Start templates
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How to preview your new AAkonsult Payments product

Select the 'About AAkonsult Payments' tab

AAkonsult @

FAYMENTS

Search.. Search

Home

E Carol Chalis

Wednesday 14 May 2014

About AAkonsult Payments | Merchant Facilities Payment Txn's Manual Payments Recurring Payments 5

Recent tems #_ Show Feed

L Carol Challis

4 Issue 003 Calendar New Event
B |ssue 002

Select 'View' on one of our sample payment forms

AAkonsult Payments

~ About AAkonsult Payments

Getting Started | = Required Information
AAkonsult Pty Ltd provides a sample DEMC account for evaluation and test purposes only.
Please review the installation and user manual links provided in the "CQuick Links' Section below for details on setting up your production Merchant Facilities.
Setup View Payment Type Notes

Capture payments for goods, supplies, donations, products & services either online, or from Accounts/Contact/Opportunities/Any Object

Setuy _w 1. Online Payment in salesforce.com.

Memberships can be setup at Contact level and/or Account level. Time based workflows are used for renewal reminders. Members Id +

Setup View 2. Wembershi Lastname can be used for quick entry when making payment.
Setup View 3. Subscription Su_bscrlptlons can be setup with varying terms and payment frequencies. In addition, they can optionally be auto-renewed and have
Selup vlew 2 sugscriplion freight amounts added.

- Appeals are linked to Campaigns. Setup Rich Text Appeal specificinformation and receipt details in the Campaign Tab.
Setup View 4 Appeal Multiple Appeals can be running atthe same time.

5. Donation with . ) ; ; _—

Setup View aphion of reqular Regular giving is easy to setup. Updating of Card details, end dates and card expiry dates are all managed within salesforce.com.
SEWp sew M_ivin Tokens are used for added security and REMOVING the need to store card numbers.
Setup View 6. EventTraining EventsiTraining courses is an optional module that allows a for calendar of events to be published for online registration. Avariety of
SElp vew Course ticket types are catered for, including free events, requiring all attendees details to be registered etc.

There are six quick-start templates to choose from that can be used by your organisation
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Fill in the test form (Step 1 of 3)

© Information:
Payments in test mode. Only test cards accepted.

AAkonsult Payments DEMO payment page.

Adkonsult Payments allows to quickly setup a looking
and secure online or internal salesforce.com payments form to capture donations,
membershipsisubscriptions and recurting payments. Automated receipting,
contacaccount matching and pre-built workflow processes remave wasted office
administration time and allow you to spend more time on donor care and customer
relationships.

Use the following demo cards:

Visa-4111111111111111
MasterCard - 5431111111111111
Amex-371111111111114
Diners - 36000000000008

For Visa/MasterCard, any 3 digit CCV will work and for Amex/Diners and
4 digit CCV.
Expiry dates can be any date that is in the future.

step 1 of 3

My Contact Details

+ danotes 2 computsory fied. Plsas Fll l of thase fiskis in balow and then press the Continus button.
Title Mr +
First Name*® Jeff
Last Name* Challis
Phone 61393970443
Mobile Phone 0419944444
Email info@aakonsult.com
RSN ruUBUX 173
4
Suburb/Town* Williamstown
State Victoria
Postcode 3016
Country Australia *

Transaction Details

Payment Amount 1000
Payment By [*) Individual © Company
Total Amount Charged $1,000.00
Credit Card Type O visa © MasterCard
Cardholder Name® Jeff Challis
Credit Card Number® EARRRRRRRRARRARE}
Expiry Date* @ 06 s f 2014 N
ccv® 123 What's this
comments ® Donation to a worthy cause|
y
Step 1 Dlé
Continue

Use the following demo cards:

* Visa - 4111111111111

* MasterCard - 5431111111111111
Amex - 371111111111114

* Diners - 36000000000008

For Visa/MasterCard, any 3 digit CCV will work and for Amex/Diners and 4 digit CCV.

Installation Manual
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Expiry dates can be any date that is in the future.

Check test form and select 'Pay Now' (Step 2 of 3)

My Payment Details

Total Amount Charged 51,000.00
ShE B(E THEE Visa MasterCard
Cardholder Name* Jeff Challis
Credit Card Number* S R BB |
Expiry Date* @ 06 / 2014
ccv@ 123 What's this
Comments @ Donation to a worthy cause
P
Step 2 of 3

© Information:
Your details have been verified, please click Pay Mow to finalise the payment

¢) dps paymentexpress

Privacy Policy
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Receive test confirmation details (Step 3 of 3)

Step3of3

Payment Confirmation Details

Thank you for your payment.

Cardholder Name Jeff Challis
Total Amount Charged £1.000.00
Receipt No. 0000003

Payment Response Desc The Transaction was approved

Set-up an eCommerce Merchant Account
Click here to find out more about eCommerce Merchant Accounts
Contact AAkonsult if you have any questions

Email: info@aakonsult.com

Phone: +61 (3) 9397 0443

Website: http://www.aakonsult.com/AAKPayments.html

Installation Manual

(c) AAkonsult Pty Ltd 2014 Page 28



http://www.aakonsult.com/AAKPayments.html

Installation Manual

Force.com Sites

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 29




Installation Manual konsult
[ PAYMENTS

How to enable Force.com Sites

Force.com Sites enables the public facing web pages to be made visible to internet users and/or
internal intranet users.

If you haven't already enabled Force.com Sites or are unsure if it's already enabled, this step
through will guide your progress.

1. Navigate to the Site Detail page (Setup > Develop > Sites)

1.1 Select 'Setup’ on the RHS of your Salesforce home screen

L ]

Carol Challis *  Help AAkonsult Payments -

My Profile

Sul
20 setup ]

Ceveloper Console

unt Subscriptions + ¥

Logout

L =

1.2 Select 'Develop’ from the App Setup section on the LHS

App Setup

[»] Customize
[¢+| Create

Schema Builder

Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates
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1.3 Select 'Sites’

App Setup

[+| Customize
[+ Create
B Develop
Apex Classes
Apex Triggers
Apex Test Execution
AP
Components
Custom Settings
Email Services
Fages

mEesSources

Tools

Femauote Access
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2. Create a Force.com domain name

Home  Abowt Akonsull Payments  Werchant Accoumts  Payment Txn's  Mamual Poyments  FRecurring Payments  Subscriptions  Chomer  Accounts  Comlacts  Oppe
Lxpand & | Colspye &1 5“&5

2, Gusck Find
What i3 & Sive?
Perscnal Setup
+ Wy Personal Informaton Force.oom sites enables you ko creabe public websies and applicalions that are direclly inbegrabed with your ithout uss o lo
& Emall ?mmmwd;mnmmmmammhﬁt“mmm“ﬁumwmmm-nmﬁmm
- faadnack, randaed 1npen and regisiraion pages for your porals, Wb iems for capluring leads, and 50 on.
* mport
+ Deskiop Maegration Becauss sies am hosted on Forcs 0om Serasrs, are are no daka integralion issuss. And because sies ane buill on nath Horoe pages, data on colled
Jh.r aadomaicaly You cin low UBens 10 SEORS your il Mrough your unigus Foncs oom Seenain 3nd URLL of you &30 regisier your own brandsd demain of Sulasnain i
* lmsﬂ.‘l
Creale muBiple sites Tial appeal fo Giffwren! audences and salisly your pany’s vanous nepds, For a o could crmate one Sile B
customens, and a tird for marketing.
¥ Wowr Sites
] Castmios Your Forca.com Domain oo -
| Create PTY BTl COMIThE i
e MyCompany. force.com J—E MyCompany force
Apax Classes L ]
fpan Tnggers Register Your Foree.com Domain
Apax Test Execubion Few!
. To gl stanted, st register pour company's Foroe. com domain. Four Fonte com domain masl be unique and must consist of only alphanumeric charaders. Salesforcs.
Compunents COMEANyY'S N of 3 vanabion of Four COMPAnT's NBMa, Such &8 mycompanyportal "
Custom SeBngs
mmm!mmmwwulwmn
-th-l.ﬁrn“ mm:m o
L Succss Thi Torce Coim domum nams “askonsulpaypmonts Seploper gdingn™ i avalabbe.
. raad and accepled tha Foroscom Stes Terms of Use  Regeiter My Fores.com Dasmain
lrstallod Packages
AppEnchange Uarkeiplace Mew!
Critical Updates

Administration Setuo

Create a unique name that matches your organisation
Check availability

Agree to the 'Site Terms of Use'

Register your Force.com site

LN =
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2.1 Confirm your domain name

e you negishir, you will not ke abée 10 modify your Fafoe com domain name. fe you surm?

(aow ) (ome ]

L "y

Note: You can only create a domain once so choose its name wisely.

It is not possible to amend the domain once it has been registered.
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How to create a new Force.com Site
1. Navigate to the Site Detail page (Setup > Develop > Sites)

1.1 Select 'Setup’ on the RHS of your Salesforce home screen

s

Carol Challis *  Help AAkonsult Payments v

My Profile

Sul
20 sewp

Ceveloper Console

wnt Subscriptions -

Logout

L =

1.2 Select 'Develop’ from the App Setup section on the LHS

App Setup

[»] Customize
[»| Create

Schema Builder

Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates
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1.3 Select 'Sites’

App Setup

[+| Customize
[+ Create
B Develop
Apex Classes
Apex Triggers
Apex Test Execution
AP
Components
Custom Settings
Email Services
Fages

mEesSources

Tools

Femauote Access
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2. Select 'New'

Sites

What is a Site?

Force.com sites enables you to create public websites and applications that are directly integrated with your Salesforce.com organization—
ausername and password. You can publicly expose any information stored in your organization through pages that match the look and fee
to create public community sites to gather customer feedback, branded login and registration pages for your portals, Web forms for capturi

Because sites are hosted on Force.com servers, there are no data integration issues. And because sites are built on native Visualforce pa
information is performed automatically. You can allow users to access your site through your unigue Force.com domain and URL, oryou c
or subdomain to redirect to your site.

Create multiple sites that appeal to different audiences and satisfy your company’s various business needs. For example, a software comg
developers, another for customers, and a third for marketing.

Your Sites
Your Force.com Domain
( MyCompany force comidevelopers |
+” MyCompany.force.com ( MyCompany foree comicustomers |

[ MyCompany foree com/marketing |

L

Create Your Force.com Sites

Your Force.com domain name is aakpaytest-developer-edition.ap1.force.com

Faorce.com Sites Terms and Conditions

Sites (aakpaytest-developer- e
edition.ap1.force.com)
Action Site Label + Site URL Site Description Active Site Type
j m

-
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2.1 Fill in the details for your site

1. Create a meaningful Site Label for visitors to your site

Create a Site Name for referencing the site in the Force.com API (This will default to the Site
Label)

Write a short Site Description (optional)

Tick the box to set your site as 'Active’

Type 'checkout' into the Active Site Home Page

Type 'URLRewriter' into the URL Rewriter Class

Keep the default settings for other fields

Select 'Save'

A

©NOOhW

Site Edit

New Site save | | Cancel
Site Label I|F‘ayment \o./
Site Name I|F‘ayment g

=

Site Description This is the Force.com site for our special payment o
page.
:
site Contact | (Carol Challis | &y (4]
Default Web Address  hitpufaakpaytest-developer-edition.ap force.com/ (4]

Active (i Lo,.'
Active Site Home Page I|check0ut o,ﬂiﬂ

Inactive Site Home Page |InMaintenance | Q.| [Preview]
Site Template |SiteTempIate | Q| 4]
Site Robots.txt | | @
Site Favorite lcon | | @,
Analytics Tracking Code | [i]

URL Rewriter Class |URLRewriter @_j‘ﬂ (1]

Enable Feeds |

Clickjack Protection Level I| Allow framing by the same origin only (recommended) ¥ |h°

©) e (el
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How to set up error checking for Force.com Sites

This is an optional step but provides more detailed error logging should there be a problem with the
web page.

Note: This step should only be carried out if this site is only used for AAkonsult Payments.
1. Navigate to the Site Detail page (Setup > Develop > Sites)

1.1 Select 'Setup’' on the RHS of your Salesforce home screen

]

Carol Challis *  Help AAkonsult Payments ~

My Prafile
Sul wunt Subscriptions + -
=4 -

Developer Console

Logout

P, -

1.2 Select 'Develop’ from the App Setup section on the LHS

App Setup

[»| Customize
[»| Create

Schema Builder

Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates
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1.3 Select 'Sites’

App Setup

[+| Customize
[+ Create
B Develop
Apex Classes
Apex Triggers
Apex Test Execution
AP
Components
Custom Settings
Email Services
Fages

mEesSources

Tools

Femauote Access
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1.4 Select the Site from the list

Sites

What is a Site?

Force.com sites enables you to create public websites and applications that are directly integrate
ausername and password. You can publicly expose any information stored in your organization t
to create public community sites to gather customer feedback, branded login and registration pac

Because sites are hosted on Force.com servers, there are no data integration issues. And becau
information is performed automatically. You can allow users to access your site through your unic
ar subdomain to redirect to your site.

Create multiple sites that appeal to different audiences and satisfy your company’s various busin
developers, another for customers, and a third for marketing.

Your Force.com Domain

4’ MyCompany.force.com

(£)[=1(=)

Your Force.com domain name is aakpaytest-developer-edition.ap1.force.com

Force.com Sites Terms and Conditions

Sites (aakpaytest-developer- s
edition.ap1.force.com) @J

Action Site URL

Edit | Deactivate hitp:ifaakpaytest-developer-edition.ap1 . force.com/

Installation Manual
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2. Scroll down the Site Details screen to the ‘Error Pages'

Installation Manual

Site Details

Payments

« Back to List: Sites

Site Detail

Site Label

Site Description

Active

Active Site Home Page
Inactive Site Home Page
Site Template

Public Access Settings

Payments

[Cd)

InMaintenance [Preview’
Inlaintenance [Preview
SiteTemplate [Preview’

Analytics Tracking Code
Clickjack Protection Level  Allow framing by any page (no protection)
Created By  Jeff Challis, 10/05/2013 5:24 PI

Public Access Settings

Custom URLs

Action Domain Hame

Edit| Del | View | Preview as Admin aakpaviest-developer-edition.ap1.force.com

Site Visualforce Pages
Visualforce Page Name AppE»
BandwidthExceeded
Exception

EileMotFound

EorgotPassword

ForgotPasswardConfirm

InMaintenance
. f—
Visualforce Page Name AppE»
BandwidthExceeded
Exception

EileMotFound
EorgotPassword
ForgotPasswordConfirm
Iniaintenance

SiteLogin

SiteReqister
SiteRegisterConfirm
SiteTemplate
Unauthorized

Site Standard Pages

Mo standard pages are allowed

Page Assignment

Action Error Condition Site Page Name
Preview Authorization Required Page (401} Unautharized
Preview Limit Exceaded Page (509) BandwidthExcee
Preview Maintenance Page(500/503) InMaintenance
Preview Page Mot Found Page (404) FileMotFound
Preview Generic Error Page Exception

24-Hour Usage History

Metric Current Usage

(c) AAkonsult Pty Ltd 2014
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2.1 Select the 'Page Assignment' button

Error Pages Error Pages Help (2)
Action Error Condition Site Page Name Site Page Description
Preview Authorization Required Page (401) Unauthorized Default Force.com Authorization Required page
Preview Limit Exceeded Page (509) BandwidthExceedad Drefault Force.com Limit Exceeded page
Preview Maintenance Page(500/503) InMaintenance Default Force.com In Maintenance page
Preview Page Mot Found Page (404) FiletMotFound Drefault Force.com Page/Data Mot Found page
Preview Generic Erar Page Exception Eﬁzﬁglt Force.com page for post-authentication

2.2 Type ‘checkoutError' for the two fields shown below

Assign Error Pages

Payments

By default, standard Force.com-branded error pages appear. Replace them with yo

Assign Error Pages

Authorization Required Page |Unauth0riZEd | gﬂ
(401)

Limit Exceeded Page (50%)  BangwidthExceeded | G

Maintenance Page(500/503) | |opgintenance Al

SETELTEFTITILATE L |EheckuutErrur

Sl A |CheckuutErrur|

2.3 Select 'Save'
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How to test your site

Enough details have now been setup to enable your site to run in a test mode. You won’t be able to
do make transactions until you have completed the Merchant Account facility.

1. Navigate to the Site Detail page (Setup > Develop > Sites)

1.1 Select 'Setup’ on the RHS of your Salesforce home screen

L ]

Carol Challis *  Help AAkonsult Payments -

My Profile

Sul
20 setup ]

Ceveloper Console

unt Subscriptions + ¥

Logout

L =

1.2 Select 'Develop’ from the App Setup section on the LHS

App Setup

[»] Customize
[¢+| Create

Schema Builder

Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates
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1.3 Select 'Sites’

App Setup

[+| Customize
[+ Create
B Develop
Apex Classes
Apex Triggers
Apex Test Execution
AP
Components
Custom Settings
Email Services
Fages

mEesSources

Tools

Femauote Access
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2. Click on the Site URL from the list

You may have more than one URL to choose from.

Select the URL that provides a secure service. For example: https

Sites

What is a Site?

Force.com sites enables you to create public websites and applications that are directly integrate
ausername and password. You can publicly expose any information stored in your organization t
to create public community sites to gather customer feedback, branded login and registration pac

Because sites are hosted on Force.com servers, there are no data integration issues. And becau
information is performed automatically. You can allow users to access your site through your unic
ar subdomain to redirect to your site.

Create multiple sites that appeal to different audiences and satisfy your company's various busin
developers, another for customers, and a third for marketing.

Your Force.com Domain

(ay
" MyCompany.force.com (wy
(Cay

C

Your Force.com domain name is aakpaytest-developer-edition.ap1.force.com

Force.com Sites Terms and Conditions

Sites (aakpaytest-developer- e
edition.ap1.force.com) @J

Action Site Label +

Edit | Deactivate Payments hitp:ifaakpaytest-developer-edition.ap1 . force.com/

Installation Manual
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3. Confirm that your site is in operation.

O Information:
Payments in test mode. Only test cards accepted.

Adkonsult Payments DEMO payment page.

Abkonsult Payments allows organisations to quickly setup a professional looking
and secure online orinternal salesforce.com payments form to capture donations,
memberships/subscriptions and recurring payments. Automated receipting,
contact’account matching and pre-built waorkflow processes remove wasted office
administration time and allow you to spend mare time on donor care and customer
relationships.

Use the following demo cards:

« Visa-4111111111111111
« MasterCard - 5431111111111111
« Amex-371111111111114
+« Diners - 36000000000008

For Visa/MasterCard, any 3 digit CCV will work and for Amex/Diners and
4 digit CCV.

Expiry dates can be any date that is in the future.

Step 1 of 3

My Contact Details

t denotes a compulsory field. Please fill all of these fields in below and then press the Continue button.

Title —~None--

L L]

First Name*

Last Name®

Phone®
Mobile Phone

Email*

Street®

Installation Manual
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Installation Manual

3.1 Check the steps in this manual if your site does not load or you receive an
error message.

If you do not see a similar screenshot to above, then your package may not have been deployed.
Check the AppExchange section earlier in this manual.
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How to connect your new site to your Merchant Facility
To obtain an eCommerce Merchant Facility, follow 'How to set up a Merchant Facility'.
NOTE: This may take a few weeks.

1. Navigate to the Site Detail page (Setup > Develop > Sites)

1.1 Select 'Setup’ on the RHS of your Salesforce home screen

Carol Challis *  Help AAkonsult Payments -

My Profile

Sul
0 sewp

Developer Consale

sunt Subscriptions + ¥

Logout

"y, -

1.2 Select 'Develop’ from the App Setup section on the LHS

App Setup

[»] Customize
[¥] Create

Schama Builder

Canvas App Previewer
Installed Packages
AppEBxchange Marketplace
Critical Updates
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1.3 Select 'Sites’

App Setup

[+| Customize
[+ Create
B Develop
Apex Classes
Apex Triggers
Apex Test Execution
AP
Components
Custom Settings
Email Services
Fages

mEesSources

Tools

Femauote Access
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2. Copy the secure URL of your site

Copy shortcut - Highlight & Cntr C

Make sure you choose the SECURE URL (not shown below). A secure URL will begin with https//

Sites

What is a Site?

Force.com sites enables you to create public websites and applications that are directly integrate
ausername and password. You can publicly expose any information stored in your organization t
to create public community sites to gather customer feedback, branded login and registration pac

Because sites are hosted on Force.com servers, there are no data integration issues. And becau
information is performed automatically. You can allow users to access your site through your unic
ar subdomain to redirect to your site.

Create multiple sites that appeal to different audiences and satisfy your company's various busin
developers, another for customers, and a third for marketing.

Your Force.com Domain

(ay
" MyCompany.force.com (wy
(Cay

C

Your Force.com domain name is aakpaytest-developer-edition.ap1.force.com

Force.com Sites Terms and Conditions

Sites (aakpaytest-developer- e
edition.ap1.force.com) @J

Action Site Label + Site URL

Edit | Deactivate Payments hitp:ifaakpaytest-developer-edition.ap1 . force.com/

Installation Manual
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3. Navigate to the 'Merchant Facilities' tab

‘ Home  About Afkonsult Payments § Merchant Facilities § Payment Txn's Manual Payments ‘
“ Quick Find Q.,J Sites J
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4. Select the Merchant Facility you wish to use

mts PG BRSNS Payment Txn's  Manual Payments Recurring Payments x

Merchant Facilities Help for thiz Page 0

Q Home

View: | All Merchant Facilities v || Got | Edit| Create New View

Recent Merchant Facilities | Recently Viewsd ¥ |

Payment Setting Hame Active Primary Bank Deposit Account Matching Rules Payment Gateway Userld Theme

Account + First Mame + Last
Mame; First Mame + Last Mame

DEMO Savings + Phone; Last Mame + Email;

DEMO FACILITY v v Account Last Name + First Name + SalesforceComdey redmond
Suburk; Last Mame + Mobile;
Membership Id + Last Mame

5. Select 'Edit’

6. Paste the site URL into the field 'Site URL'
Paste shortcut - Ctrl V

Merchant Facility

&Y DEMO FACILITY

Payment Types [8] | MNotes & Attachments [0] | Payment Txn's [1] | Becurring

Merchant Facility Detail [ Edit l [Deletel [ Clone l [Suhmit for Approval

Payment Setting Name  DEMQ FACILITY
Active v
Primary v

Merchant Fee

Events Calendar URL  hitps:/aakpayiest-developer-
edition.api.force.comiddkPay  EventsCalendar

Payment Method  Credit Card

7. Select 'Save'
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How to add a custom URL - Optional

Should you wish to make the URL shown to payees more custom to match your domain or branding,
then you can add a custom domain.

It can use useful to use custom domains/URL's when sending out emails or SMS/Text's with links in
them. For SMS/Text's, this is particularly important as this provides a way of having a shorter URL.

An example of a custom URL is pay.aakonsultpayments.com (vs. the default of
https://aakonsultpayments.secure.force.com

Before starting this section, you will need to ensure you have access to your website domain
management

Quick Steps:

Setup > domain management - add a new domain

From step 1, note details and login to your domain management and apply
Enter domain in domain management - add a new domain - Save

Link domain to your site - setup > domain management > custom URL
Optionally, add a new formula field to URL Token. Formula is based on:
"https://pay.mydomain.com/U/"&AAkPay__ Tiny_Token__c

aObrwN -~
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1. Setup > Administration > Domain Management

| Search All Setup. . Q | Domain
Expand All | Collapse All

You can view,

Salesforce1 Setup New!

Force.com Home

Domains
Administer

Action D
[+ Manage Users Edit | Del a8

Ma
'+ Manage Apps Edit| Del as
[¢| Manage Territories )
dE

e p——— Edit| Del ag

Edit | Del Dg

[¥| Security Controls
B Domain Management

[¥| Communication Templates
(¥ Tran=zlatinn Warkhanrh

2. Add Domain

Home Chatter Campaigns Leads Accounts Contacts Opportunities Projects Timesheets Invoices Reports Dashboards Content Libraries + +

Search All Setup... Q ] Domain Help for this Page &)

Expand All | Collapse All
Enter your domain name. If you already have ceriificates defined in your organization, you can attach them to the domain for user authentication.

Salesforce! Setup New!

A new or renamed domain will be permitted if any of teg following criteria is true. Note that 00d3ﬂ(ll)l](l- is your organization’s unique AP identifier in lower-case
characters. o

Force.com Home

« Your domain name is a CNAME record that poinfs to [domain].00d 30000 (EEEEEE./ive.siteforce.com.

= As an example, if you are addin
Administer www.Example.wm.UUdSDﬂhve.sﬂefurce.cum.
= Note that your domain will ne g be LLALIE tacocdio esforce to serve your domain.
[+ Manage Users = Your domain name has a TXT record ks 00d 3000 h§ with no punctuation.
[*] Manage Apps = Your domain name is a subdomain of other doma your organization.
[+ Manage Territories
[+ Company Profile Domain Edit
[+ Security Controls .
Domain Management pomenMame ]
Domains
Custom URLs
My Domain

[+ Communication Templates

Please note and read the instructions as detailed here. You will need to copy these details and use
them in the next step. Keep this screen in Salesforce open as you will need to come back to here in

step 3.
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3. Add CNAME and Text records

To do these steps, you will need to be an administrator of your domain. As each providers is
different, please check with your provider for exact instructions

3.1 Add CNAME record

[ | pay pay.aakonsultpayments.com.00g .. 1 Hour

For our example domain, we are choosing to use pay.aakonsultpayments.com. We have copied the
sample given is step 2, point (1) and replaced [domain] with the one we wish to use.

3.2 Add text record

TXT (Text) (O
3 Records (0 Selected)
Vg Host THT Value TTL Actions
O @ oo 1 Hour 7 =
g m
[l salesforceid 00d30( 1 Hour 7 B
[ ]

Copy the id as shown is step 2, point (2) and paste into the text value.

4. Add the domain to Salesforce

o e e
[+ Manage Apps
[* Manage Territories

- Your domain name is a subdomain of an another domain in yuur‘organi'zaiiun.

[ Company Profile Domain Edit | Save | | Save & New | Cancel|
[*| Security Controls )
Domain Management Domain Name § § aakonsultpayments.com
Domains
Custom URLS [ Save | | Save & New| |Cancel|
My Domain

[*| Communication Templates

Navigate back to the tab that was opened in step 2, enter your domain name and press save.
Please note, the CNAME records in step 3 make take upto 24 hours before they become available.
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5. Setup > Domain management > Custom URL: Link domain to
custom URL and site

(sechalsew.© o] Custom URL

Expand All | Collapse All
Once you select your domain and site relationship, add a unique path to create a custom URL. The same path value may be used on more than one

Salesforce1 Setup New! used more than once within the same domain.

Force.com Home Custom URL Edit [ Save | [ Save & New| [Cancel|

J— () o
@ LU a

[*| Manage Users o I aymen oy

[»| Manage Apps

[») Manage Territories | save | [save & New| [Cancel

[»] Company Profile

[*| Security Controls

B Domain Management
Domains

Custom URLs

My Domain

[»/ Communication Templates

Link the domain created in step 4 to the Site that was created when setting up Force.com sites.

Your new URL is now ready to use.
6. URL Token - Short URL

Optional step:

It is useful to have a URL field created on the URL Token for use with email merges or SMS/Text
Message merge.
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6.1 Setup > Create > Custom Objects. URL Tokens

L e A
[»| Email Administration
[»| Google Apps

Build

[¢] Customize
B Create

Apps
Custom Labels

dLhdl]to

Report Types
Tabs
[+ Global Actions
[*| Workflow & Approvals

[»| Develop
Schema Builder
Canvas App Previewer

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit
Edit

¥[8 0 [B 0 | Be B B0 BB B

konsult
| PAYMENTS

After navigating to setup > Create > Custom Objects. Click on the "URL Token" object.

Installation Manual
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6.2 Add a new field

Package Information
Installed Package  AAkPayments Available in Versions  1.12 - Current
Standard Fields
Action Field Label Field Name Data Type Contr
Created By CreatedBy Lookup(User)
Last Modified By LastModifiedBy Lookup(User)
Edit Owner Owner LookupiUser,Queue)
URL parameter Name Mame Auto Number
Custom Fields & Relationships l New Fl?d Dependencies Custa
Action Field Label API Name Installed Package Data Type Controlling Fiel
Edit . Account AAkPay__ Account__c AAkPayments  Lookup(Account)
) - - Lookup(Account
- [ | AAKFaYmMeants .
Edit ﬁ Account Subscription AfkPay_ Account_Subscription__c AAkPayments Subscription)
Edit ﬁ Amount __Amount__c AAkPayments Currency(7, 2)
Edit é Campaign ' Campaign__c AlkPayments Lookup(Campaign)
Edit é City _MailingCity__c AlkPayments Text(40)

Scroll down to the Custom Fields & Relationships section. Then press the New button

6.3 Select Type formula

URL Token Help for this Page o

New Custom Field

Step 1. Choose the field type Step 1

Specify the type of infermation that the custom field will contain.

Data Type

ONone selected Select one of the data types below.

A system-generated sequence number that uses a display format you define. The number is automatically incremented for each new record.

A read-only field that derives its value from a formula expression you define. The formula field is updated when any of the source fields

) Roll-Up Summary [ A TEa eld tha \ X e elated lis 8 a sted in a

Creates a relationship that links this object to another object. The relationship fisld allows users to click on a lookup icon to select a value

O Lookup Relationship ! s 12 1=
from a popup list. The other object is the source of the values in the list.
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6.4 Add name and select type text

URL Token Help for this Page o

New Custom Field

Step 2. Choose output type

\o;' Field Label Iln""' URL | Field Name ||Tiny_URL | [

Formula Return Type

O None Selected Select one of the data types below.

(") Checkbox Calculate a boolean value
Example: | TODAY() = CloseDate
O Currency Calculate a dollar or other currency amount and automatically format the field as a currency amount.
Example: | Gross Margin = Amount - Cost__c
(:) Date Calculate a date, for example, by adding or subtracting days to other dates.
Example: Reminder Date = CloseDate - 7
O Date/Time Calculate a datefime, for example, by adding a number of hours or days to another datefime.
Example
(_) Number Calculate a numeric value.
Example: Fahrenheit = 1.8 * Celsius__c + 32
O Percent Calculate a nt and automatically add the percent sign to the number.
3 = izra) i [jzy e A o

Example: | Full Name = LastName & ", " & FirstName

6.5 Add formula

URL Token Help for this Page o
New Custom Field ’

Step 3. Enter formula Step3 of 5

cance

Quick Tips
Enter your formula and click Check Syntax to check for errors. Click the Advanced Formula subtab to use additional fields, operators, and

functions. » Getting Started

. - g + Operators & Functions
Example: |Full MName = LastMame & ", " & FirstName | More Examples ... Operators & Functions
Simple Formula I Advanced Formula [

Insert Field Insert Operator v Gunchons

Tiny URL (Text) =
"https://pay.mydomain. com/U/" &FxhkPay_T iny Token c

|—AII Function Categories -- v

Inzert Selected Function

Add the formula "https://pay.mydomain.com/U/"&AAkPay__Tiny_Token__ ¢
Make sure you replace "pay.mydomain.com" with your domain as setup in steps 2 through 5 above.

Press NEXT
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Continue through the new field wizard keeping the defaults shown upto and including the SAVE step.
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Security
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How to set up external site security (older version)

How you set up security will depend on the needs of your organisation.
1. Navigate to the Site Detail page (Setup > Develop > Sites)

1.1 Select 'Setup’ on the RHS of your Salesforce home screen

]

Carol Challis *  Help AAkonsult Payments -

My Prafile

Sul
20 setup |

Developer Console

yunt Subscriptions + ¥

Logout

1.2 Select 'Sites' from the 'Develop’ menu

App Setup

[¢| Customize

[v| Create

B Develop
Apex Classes
Apex Triggers
Apex Test Execution
APl
Components
Custom Settings
Email Services

Fages
Sites
Afic Resources

Taools
Femote Access

Installation Manual
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1.3 Select the Site from the list

Sites

What is a Site?

Force.com sites enables you to create public websites and applications that are directly integrate
ausername and password. You can publicly expose any information stored in your organization t
to create public community sites to gather customer feedback, branded login and registration pac

Because sites are hosted on Force.com servers, there are no data integration issues. And becau
information is performed automatically. You can allow users to access your site through your unic
ar subdomain to redirect to your site.

Create multiple sites that appeal to different audiences and satisfy your company’s various busin
developers, another for customers, and a third for marketing.

Your Force.com Domain

4’ MyCompany.force.com

(£)[=1(=)

Your Force.com domain name is aakpaytest-developer-edition.ap1.force.com

Force.com Sites Terms and Conditions

Sites (aakpaytest-developer- s
edition.ap1.force.com) @J

Action Site URL

Edit | Deactivate hitp:ifaakpaytest-developer-edition.ap1 . force.com/

Installation Manual
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2. Select the 'Public Access Settings' button

Site Details

Payments

« Back to List: Sites

Site Detail

Site Label

Site Description

Active

Active Site Home Page
Inactive Site Home Page
Site Template

Analytics Tracking Code
Clickjack Protection Level
Created By

[ Public Access Settings

ogin Seﬂings] [URL Redirec‘tsl [Deac‘tiva‘lel

Fayments
d
InMaintenance [Preview]

InMaintenance [Preview]

SiteTemplate [Preview]

Allow framing by any page (no protection)
Jeff Challis, 10/05/2013 6:24 PM

Site Name

Site Contact

Login

Site Favorite lcon
Site Robots.txt
Enable Feeds

URL Rewriter Class

Last Modified By

Fayments
Jeff Challis
Mot Allowed

Jeff Challis, 3/10/2013 5:49 PM

[ Public Access Settings ] [Login Setlings] [URL Redire{:tsl [Deactivatel

Installation Manual
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3. Check the diagram below. If it looks the same, follow these steps:

These instructions are for older versions of Salesforce.

If the diagram does not match below, follow these instructions (enhanced version of Salesforce) to

revert Salesforce back to the older version.

Profile

Payments Profile

Profile Detail

Users with this profile have the permissions and page layouts listed below. Administrators can change a user's profile by editing that user's personal information.

If your organization uses Record Types, use the Edit links in the Record Type Settings section below to make one or more record types available to users with this profile.

Login IP Ranges [0] | Enabled Apex Class Access[0] | Enabled Visualferce Page Access [11]

Hame  Payments Profile
User License  Guest Custom Profile v
Description
Created By  Jeff Challis, 10/05/2013 6:24 PM Modified By  Jeff Challis, 3/10/2013 6:01 PM
Page Layouts
Standard Object Layouts
Home Page Layout Home Page Default Idea  VYaries by Record Type
[View Assignment] [View Assignment]
Account  Account L ayout Lead LeadLayout
[View Assignment ] [ View Assignment ]
Asset  Assetlayout Oppertunity  Opportunity Lavout
[View Assignment] [View Assignment ]
Campaign  Campaign Lavout Opportunity Product  Opportunity Product Lavout
[ Wiew Assignment ] [View Assignment |
Campaign Member  Campaign Member Page Layout Price Book  Price Book Layout
[ View Assignment ] [ View Assignment ]
Case  Case Layout Product  Product Layout
[View Assignment ] [View Assignment ]
Case Close  Close Case Layout Solution  Solution Layout
[View Assignment] [ View Assignment ]
L Contact  Contact Layout Task  Tasklayout

4. Set ‘Record Types'.

(c) AAkonsult Pty Ltd 2014
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4.1 Scroll down to 'Record Type Settings' heading

Record Type Settings

Standard Record Type Settings
Accounts

Announcements
Campaigns
Campaign Members
Cases

Contacts

Content

Contracts

Custom Record Type Settings
Account Subscriptions

Account Subscription
Payment

Direct Debit Batches
Error Logs

Impaort Files
Import File Line Htems

Import File Line tem Payment
Txn's

Merchant Facilities

Payment (Default)

[Edit]

Events

Inbound Social Posts
Leads

Opportunities

Price Books
Products

Solutions

Tazks

Payment Options

Payment Txn's

Payment Types
Recurring Payments

Subscription Groups
Subscriptions

Subscription Issues

Subscription lssue tems

Event, Subs
[Edit]

Direct Debit,
[Edit]

Credit Card
[Edit]
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4.2 Select 'Edit' on the Payment Txn's label

Record Type Settings

Standard Record Type Settings
Accounts

Announcements
Campaigns
Campaign Members
Cases

Contacts

Content

Contracts

Custom Record Type Settings
Account Subscriptions

Account Subscription
Payment

Direct Debit Batches
Error Logs

Impaort Files
Import File Line Htems

Import File Line tem Payment
Txn's

Merchant Facilities

Payment (Default)

[Edit]

Events

Inbound Social Posts
Leads

Opportunities

Price Books
Products

Solutions

Tazks

Payment Options

Payment Txn's

Recurring Payments

Subscription Groups
Subscriptions

Subscription Issues

Subscription lssue tems

Event, Subs
4

Direct Debi

[Edit]

Credit Card
[Edit]
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4.3 Select all 'Available Record Types' to add them to 'Selected Record Types'

Edit Record Type Settings

Payment Txn

Record Type Settings Edit

User Profile  Payments Profile
Record Type  Payment Txn

Selected Record Types

Selectthe record types for this user profile. You need to add the record type field to the page layout associated with this profile to display it on record detail and edit pages.

Available Record Types Selected Record Types
Direct Debit =
Events
Payment Manual

Refund Shopping Cart

Remove
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4.4 Set the '‘Default Record Type' to Payment and Save.

Selected Record Types

Selectthe record types for this user profile. You need to add the record type field tc

Available Record Types Selected Record Types
—-Master— = Auth a
Direct Debit
Events
Manual

Add Payment

E] Refund

E Shopping Cart
Remaove

Default Record Type

Selectthe default record type for this user profile. The default record type is usedwv

Default IIManual v o
0 )

5. Allocate Permissions.

Installation Manual
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5.1 Scroll down to 'Standard Object Permissions' on the Payment Profile screen.

Standard Object Permissions

Read Create Edit Delete  View All  Modify All Read Create Edit Delete  View All  Modify All
Accounts Ideas f
Assets Leads
Campaigns Opportunities
Cases Price Books
Contacts Products
Contracts Solutions
Documents
Custom Object Permissions
Read Create Edit Delete  View All  Modify All Read  Create Edit Delete  View All  Modify All
Account Subscriptions Payment Options

Account Subscription Payment Payment Txn's

Direct Debit Batches Payment Types
Error Logs Recurring Payments
Import Files Subscription Groups

Import File Line Items Subscriptions

Import File Line Item Payment Txn's Subscription Issues

Merchant Facilities Subscription Issue tems

Payment ltems Subscription Payments

Payment ltem Group URL Tokens

5.2 Select 'Edit'".
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5.3 Match the permissions shown below.

You may need to scroll across to see all the diagram.

Data Administration
Read Create Edit

Delete  View All ;| Modify All
o (1)

Accounts

Assets 0 0
Cases O 0O
Coaching D D
Contacts
Contracts
Documents
Feedback

Feedback Questions

Feedback Question Sets

Oooo0ooogao
Ooooodao

Feedback Requests

Custom Object Permissions

Read Create Edit Delete  View All |  Modify All
o (4]
Direct Debit Batches 0 0 0 ] ] O
Error Logs O O O O O U
Import Files 0O 0 O O O O
Import File Line ltems 0O 0 O O O O
Import File Line ltem Payment Txn's O O O O O O
Merchant Facilities 0O 0O O O O O
Payment Forms O O O O O O
Payment ltems O O O O O O
Payment ltem Group 0 0 0 1 ] ]

Subscription Payments

Data Administration
Read Create Edit

Delete  View All ;  Modify All
- 1]

Goals

O |

Goal Collaborators 0 0

Goal Links O 0O
Ideas O

Leads O O

Orders O O

Performance Cycles D D
Price Books
| Products )

Solutions O O

Read Create Edit

Delete  View All ;  Modify All
- 1]

Payment Options

O
|

Payment Txn's

Recurring Payments
Recurring Payment Txn's
Subscription Groups

Subscriptions

Subscription Issues

Oooooad
Oooooad
Ooo0oo0ooad

Subscription Issue ltems

0o d
0o d
O d

<
[«
&

URL Tokens

[

[&]

[
Ooooooooogaoao

Ooo0ooOoooooaoaao
Ooooooooaogo

|
O
O

5.4 Select 'Save'.

6. Assign users.

6.1 Select 'View Users' on the Payments Profile screen.

Profile

Payments Profile

Users with this profile have the permissions and page layouts listed below. Administrators can change a user's profile by editing that user's personal infarmation.
If your organization uses Record Types, use the Edit links in the Record Type Settings section below to make one or more record types available to users with this profile.

Login IP Ranges [0] | Enabled Apex Clags Access[0] | Enabled Visualforce Page Access [111

= e

Profile Detail

Name  Payments Profile

User License  Guest Custom Profile v
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6.2 Select user to be assigned AAkonsult Payments access.

Payments Profile

A|B|C | DI|E
Action Full Hame + Alias Username
Edit guest payments@aakpaytesi-developer-edition.api.force.com

A|B|C | DI|E

6.3 Check 'Name' and 'Time Zone'

You may wish to edit the name of the Sites Payment User as this is the one the payment receipts will
come from by default. Also, check the timezone to make sure it is your local time zone so that
payment creation dates reflect the right date.

User
Payments Site Guest User
Permission Set Assignments [01 | Permission Set License Assignments [0] | Public Group Membership[0l | Queue Membership [01
User Detail Edit
User License  Guest
Alias  guest Profile  Payments Profile
Email  jeff.challis@aakonsult.com Active v
Username  payments(@aakpaytest-developer-edition.apt.force.com Mabile Push Registrations  View
Nickname  Payments |i| Salesforce CRM Content User
Division Email Encoding  General US & Western Europe (1S0-
ocale nalish (Australia Used Data Space 0B [View]
Language  English Used File Space 0B [View]
Time-Based Token  |i|
Created By  Jeff Challis, 10/05/2013 6:24 PM Modified By  Jeff Challis, 10/05/2013 6:29 PM
Edit
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6.4 Select 'Edit Assignments’

User

Payments Site Guest User

Permizsion Set Assignments [0] | Permission Set License Assignm

User Detail Edit

Hame  Payments Site Guest User
Alias  guest
Email  jeff.challisi@aakonsult.com
Username  payments@aakpaytest-developer-edition.api.force.com
Nickname  Payments|i|
Division
Time Zone  (GMT+00:00) Greenwich Mean Time (GMT)
Locale  Englizh (Australia)
Language  English
Time-Based Token i |
Created By  Jeff Challis, 10/05/2013 6:24 PM

Edit

Permission Set Assignments

Mo records to display
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6.5 Add 'AAkonsult Payment Sites' to the Enabled Permission Sets.

Permission Set Assignments

Payments Site Guest User

Available Permission Sets Enabled Permission Sets
AAkonsult Payments Sites #’ =
Add
Remaove

Save ) cancel

L. -

6.6 Select 'Save'

7. Review fields visible to website.
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7.1 Scroll down to 'Field-Level Security’ on the Payments Profile screen

Field-Level Security

Standard Field-Level Security

Account  [View] Lead [View]

Asset  [View] Opportunity [ View]

Campaign  [View] Opportunity Product  [View]
Campaign Member  [VWiew] Price Book  [View]
Case  [View] Product  [View]

Contact  [View] Solution  [Wiew]

Contract [ View] Task  [View]

Event [Wiew] User [View]

ldea [View]

Custom Field-Level Security

Account Subscription [ View ] Payment Option  [View]

Account Subscription [ View] Fayment Txn  [View]
Payment

Direct Debit Batch [ View ] Payment Type  [Yiew]

Error Log [ View] Recurring Payment  [View ]

Import File  [Wiew] Subscriber Group  [View]

Import File Line ltem [ View] Subscription  [View]

Impaort File Line ltem [ Wiew ] Subscription Issue  [Yiew]
Payment Txn

Merchant Facility [Wiew] Subscription Issue ltem [View]

Payment ltem [Wiew] Subscription Payment [View]

Payment ltem Group [ View] URL Token  [Wiew]

i r
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7.2 Click into each area shown.

Check the fields held in Account, Campaign, Campaign Member, Contact and Opportunity.

Field-Level Security

Standard Field-Level Securi

Opportunity Produ =
Price Book  [View]
Product [ View]

[ Contact _ [View]] Solution  [View]
Contract [ View] Task  [View]
Event [View] User [Wiew]
X ldea  [View] J

7.3 Check that the individual fields relevant to you are visible

As a minimum, Name, Address and Amount fields should be ticked at 'Visible'.

Account Field-Level Security for profile Help for this Page d
Payments Profile
[ Edit l [Bﬂck to Profile

Field Hame Field Type Visible Read-Only

Account Name Mame v

Account Number Text v

Account Qwner Lookup v

Account Search Mame Text

Account Site Text v

Account Source Picklist v

Active Picklist v

Annual Revenue Currency v

Billing Address Address v

Created By Lookup v v

L. e et LI s e Pl TN S -
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8. Revert Salesforce to the enhanced version (if originally unticked for

security set up)

Only follow this step if you originally unticked the Enhanced Version of Salesforce for a simpler set

up.

8.1 Navigate to Setup > App Setup > Customize and Select ‘Customize your

User Interface’

Home About AAkonsult Payments Merchant Facilities Payment Txn's

Manual Payments Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions

Quick Find Q ]

Expand All | Collapse All

Customize

Force.com Home

System Overview

Customize

= Customize application tab names and field labels
= Customize your Home tab

+ Customize your Products tab
= Customize your User fields

Formula Fields Quick Reference Guide

(c) AAkonsult Pty Ltd 2014

= Customize your Activities = Customize list views for the console
= Customize your Campaigns tab
R E S = Customize your Leads tab
[¥| My Personal Information - Customize your Accounts tab
(¥ Email - Customize your Contacts tab
[+ Import = Customize your Opportunities tab = Customize Social Accounts and Contacts
(| Desktop Integration = Customize your Cases tab = Customize Chatter Answers
(¥ My Chatter Settings = Customize your Contracts tab » Customize Communities
» Customize your Solutions tab
Getting Started
P« and Labels - Tips & Hints for Page Layouts and Field-Level Security
= Tips & Hints for Multiple Business Processes
e « Tips & Hints for Record Types
[ Activities
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8.2 Tick the boxes shown below and 'Save'

User Interface

Modify your organization's user interface with the following settings:

User Interface

[/] Enable Collapsible Sections

[+ Show Quick Create

[+/] Enable Hover Details

[+ Enable Related List Hover Links
[ ]Enable Separate Loading of Related Lists
| Enable Inline Editing
| Enable anced Lists

Enable New User Interface Theme

400 1al DAl Uinjanize
Enable Printable List Views
Enable Spell Checker

[ ] Enable Spell Checker on Tasks and Events
Enable Customization of Chatter User Profile Pages | ¢

Sidebar

[ ]Enable Collapsible Sidebar
[ | Show Custom Sidebar Components on All Pages
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How to set up external site security (enhanced version)

It is simpler to revert Salesforce back to the older version while adjusting Security settings. Be sure
to reset back to enhanced version.

1. Navigate to Setup > App Setup > Customize and Select '‘Customize
your User Interface’

Home About AAkonsult Payments Merchant Facilities Payment Txn's Manual Payments Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions |

cuie g %] Customize

Expand All | Collapse All

Installation Manual

Force.com Home

[ Import

8 Custo
'/ Tab Names and Labels
(*/ Home
[* Activities

Customize

= Customize application tab names and field labels

= Customize your Opportunities tab

+ Customize your Products tab

System Overview - Customize your Home tab « Customize your User fields
= Customize your Activities + Customize list views for the console
= Customize your Campaigns tab - Customize your Reports tab
Personal Setup - Customize your Leads tab » Customize your User Interface
[*| My Personal Information « Customize your Accounts tab R — = - rvice portal
[* Email » Customize your Contacts tab Customize your feeds

+ Customize Social Accounts and Contacts

= Tips & Hints for Page Layouts and Field-Level Security
= Tips & Hints for Multiple Business Processes

= Tips & Hints for Record Types

= Formula Fields Quick Reference Guide

(c) AAkonsult Pty Ltd 2014

[»| Desktop Integration » Customize your Cases tab + Customize Chatter Answers
[/ My Chatter Settings = Customize your Contracts tab « Customize Communities
= Customize your Solutions tab
App Setu
. o Getting Started
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2. Untick the boxes shown below and '‘Save'

Remember to return to this screen and tick enhanced version when you have completed setting up
your security.

User Interface

Modify your organization's user interface with the following settings:

User Interface

[+/] Enable Collapsible Sections

[/ Show Quick Create

[+#] Enable Hover Details

[+ Enable Related List Hover Links

/1, Some Salesforce features like Chatter need the new user interface theme. Disabling the theme disables Chatter.

Enable Tab Bar Organizer
Enable Printable List Views
Enable Spell Checker
[ ] Enable Spell Checker on Tasks and Events
Enable Customization of Chatter User Profile Pages | ¢

Sidebar

[ |Enable Collapsible Sidebar
[ |Show Custom Sidebar Components on All Pages

3. Refer to the 'How to set up external site security (older version)’
procedure

How to set up external site security (older version
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How to set up internal security (Salesforce users)

The below suggestions for security should also be used in conjunction with security best practices.
For details on security best practices, visit trust.salesforce.com, then click on the security tab,
followed by the best practices link.

1. Read the Salesforce Security Implementation Guide

Security Implementation Guide

2. Select which users should have access to AAkonsult Payments
Only users that need access to AAkonsult Payments should be given access

3. Select which users will have access to the Merchant Facilities tab
Only a few select and trusted users should have access to the Merchant Facilities tab

4. Check approvals

Review which users have access to the Object “Payment Txn”, Field “Approved” button
(AAkPay__Payment_Txn__c. AAkPay__Approved__c). For profiles that have users that should not
be able to approve refunds then this field should be made read only for them and an Approval
Workflow process setup so they can request a refund.
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5. Set up profile object security as a maximum per user as shown

Showe Cowiom Sidebar Gn Al 7]
Piges

Standard Object Permisslons
This parsiiaiond Selesd Nide conliol SECid 51 B S5HIct Mol ASSidd 0 IFeSii il RSO0 Withis Ial sbjed b £ 41 o B G il Gl BEShid bl Bl 20 b Roriclianal
requirements. for e profile. For ecample . creade dflerend proups of p Howw do | chooge? T
Aesd Creste Eaf Delebs  View AN Modely AN Besd Creale Edf Delete  Vew AN Wodiy AR
L] L] L] L]
st B R - n
Anpatn [al sl Leadn al n
e [ ] L " B a
Comen E D Price Boska E
et mo® o B
et B B e D B
hemeis B B
Cmtom Object Permissices
| Banic Accena [ Duts Admanistration | | Banec Accena | Dt Aciminintraton |
Resd Creste Dot Delsts  View AN Moy A8 Epad Cresie  Fdn Delets Ve AE Rlodiy AR
i i ] i
Wrrifelle: o B B B al ] farmfrms: B B B2 B ] ]
el B3 B B B a] ] fheetstl B OE B B ]
PomniTe’s B B B D a] a Marpienfemert B OB OB 0O i L}
fomesiiess B B B B sl a
— -

» Profiles will need to have Apex Pages with “AAkPay_...” added and also Apex Classes of
“AAkPay__ ...” added.
» Encrypted fields should not be visible for any profile unless absolutely necessary.

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 82




Installation Manual konsult
[ PAYMENTS

6. Assigning permission sets to users

Permission Set Assignments

jeff challis

Enabled Permission Sets

A e Case Feeds A

Abkonsult Payments Admin Users

l Ablkonsult Payments Standard Users

Remove

There are two permission sets that are applicable to internal (Salesforce CRM Users). These need
to be allocated to the users that will be using AAkonsult Payments.

The Permission Sets to use are:

1. AAkonsult Payments Admin Users - Assign this to users that need to update AAkonsult
Payments Payment Forms, Text or are able to approve Refunds.

2. AAkonsult Payments Standard Users - Use this for non approvers and persons that don't
need to change any of the AAkonsult Payments Forms or text.

To assign permission sets, locate the user, click into view the details of the user, scroll down to the
related "Permissions Set" list. Click the Edit Assignment button and assign.
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How to set up Payment Express - standard

1. Obtain your Payment Express username from AAkonsult
An email will provide instructions on how to obtain your password.

2. Navigate to the Merchant Facilities tab

3. Select 'Payment Express’' from the Payment Gateway drop down
menu

Owner |-} Carol Challis [Change]
Payment Gateway Userld  SalesforceComdey
Payment Gateway Password R

PxPay/PxFusion Userld  AAkonsultPxF Dev

PxPay/PxFusion Password = 5%

Force S5L v
Credit Card Masking Policy  2X__2X
Organisation Id  00D90000000XdEAI

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 85




Installation Manual konsult
[ PAYMENTS

4. Enter your Payment Express UserlD and password

Owner E Carol Challis [Change]
Payment Gateway  Payment Express
Payment Gateway Userld  SalesforceComdev

Payment Gateway Password =55
PxPay/PxFusion Userld

PxPay/PxFusion Password ™=

Force S5L v
Credit Card Masking Policy  2%__2X
Organisation Id  00D90000000IXdEAI

5. Save
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How to set up Payment Express - PxPay

Payment Express provides a DPS hosted payment gateway called PxPay. Some banks may prefer
this option over the standard Payment Express offering.

1. Obtain your PxPay username from AAkonsult
An email will provide instructions on how to obtain your password.

2. Navigate to the Merchant Facilities tab

3. Select 'Payment Express PxPay' from the Payment Gateway drop
down menu

Merchant Facility Edit | save | | save & llew| | cancel

Information

Payment Setting Name I|DEMO FACILITY | Owner  Carol Challis

Acive & @ Payment Gateway || payment Express PxPay ¥
Primary & (& Payment Gateway USerld™ " e asforce Comdey
Merchant Fee | | Pay t G y F d i |
el |https:Haakpaytest—develoﬂ ExbaviExbusioniizerid |AAk0nsuIthF_Dev |
Payment Method PxPay/PxFusion Password  [ssexesss
o Available - E] Chosen - o | |
Invaice Me . Credit Card
Send By Post
Pledge & E] &7

Force SSL Il

Credit Card Masking Policy

Organisation ld  g9ngQ000000iKdEAI |
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4. Enter both passwords

Merchant Facility Edit | save | | save & New| | Cancel

Information

Payment Setting Name I|DEMO FACILITY Owner  Carol Challis

Active LavmeatCateway Il Payment Express PxPay 7|
Primary Payment Gateway Userld SalasforceComdey
Merchant Fee | | Payment Gateway Password _l
Site URL |https:ﬂaakpaytest—d evelo;| PxPay/PxFusion Userld  [apponsultPxF_Dev

PaymentMethod |———F ———— [ ———— Q| PxPay/PxFuszion Paszsword = [sxessesxs

Available - E] Chosen -
Invoice Me [ | Credit Card
Send By Post
Pledge 4 E] ~

Force 551 )

Credit Card Masking Policy

Organisationld  lgopgoapo00oitdEAl |

5. Link form screens back to AAkonsult Payment

It is STRONGLY recommended to ensure that nothing stops the processing of a transaction (eg
closing a screen before the transaction is complete).

5.1 Login to your Payment Express account and select 'Custom Hosted'

) paymentexpress

PAYMENT MAMNAGER

Billing

Other

Custormn Hosted

Reports

Transactions

User Accounts

Exit
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5.2 Scroll down to the 'Hide Page 2' field and select 'Skip Page2, HTTP Redirect'

L1

Merchant Logo Top

Link 1 Text
Link 1 URL
Link 2 Text
Link 2 URL
Link 3 Text

Link 3 URL

Merchant Logo Bottom:
Baclkground Image:
Fage 1 Continue Button:

Show Back Button:

Back Button Image:

Show Cancel Button:

Cancel Button Image:
Fage 2 Button Image:

Fage 2 Retry Button:

: |aakun5ultpavment52.jpg

O

v

Hide Fage 2: | Skip Page 2, HTTP Redirect ¥ | (See note below.)

This will ensure that the payment form will return to AAkonsult Payments when the transaction is

complete.
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How to set up Payment Express - PxFusion

Obtain your PxFusion username from AAkonsult
An email will provide instructions on how to obtain your password.

Navigate to the Merchant Facilities tab

Select 'Payment Express PxFusion’ from the Payment Gateway drop
down menu

Owner - Carol Challis [Change]

Payment Gateway  Payment Express PxFusion g

Payment Gateway Password R
PxPay/PxFusion Userld ) AlkonsultPxF_Dev

PxPay/PxFusion Password R

Force S5L =

Credit Card Masking Policy () 2X__2X
Organization Id  00D90000000XdEAI
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Enter both passwords

Owner E Carol Challis [Change]
Payment Gateway  Payment Express PxFusion &

Payment Gateway Userld = SalesforceComdev

Payment Gateway Password R

PxPay/PxFusion Userld ) AfkonsultPxF_Dev
PxPay/PxFusion Password = **%%

Force S5L =

Credit Card Masking Policy () 2X__2X
Organisation Id  00D90000000XdEAI

Save
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How to set up PayPal

You can configure AAkonsult Payments to work with a PayPal Sandbox (Test) account or Production
account. AAkonsult supports PayPal offerings that support the PayPal Express Checkout option.

1. Sign up to PayPal

1.1 Go to http://developer.paypal.com

PayPal o.cloper ——

Documentation Applicatons. Dashboard Support

Select 'Sign Up'
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1.2 Enter details for your organisation

P pPayPal

Choose
Account sign-up
Business account
Business information
Business Type: _Choose one - v Areyouach

What's this?
Full Legal Business Name: |

Category: |- Choose a category -

Subcategory: - Choose a category -

Customer Service Email: | |

Customer Service Phone: I:I ext
(optional)

Primary Currency:  australian Dollars

You will need to select your country for the relevant sign up form.
2. Set up a test (sandbox) version of PayPal
2.1 Login from the confirmation URL

2.2 Select 'Test Accounts' in the left menu

2.3 Set up some of the pre-configured accounts

Select 'Buyer', 'Seller' and 'Website Seller Pro' and set some amounts in each.

Installation Manual

(c) AAkonsult Pty Ltd 2014 Page 93



Installation Manual konsult
[ PAYMENTS S

2.4 Select the 'API' and '‘Payment Card Credentials' on the top left side of screen

GO (o FE\"ITIEE“ ﬁia Eﬁl‘lﬂ:‘lls
Test Account Date Created
Test Account:  jeff.c_13405¢ I @ aakonsult.oom Oct 6, 2012 23:24:38 PDT

APl Password: 134959 -l

Signature: astezzvyETmacon31ug7UAUS [

oo 1 2n
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2.5 Copy the APl Username, APl Password and API Signature to the fields with
the same name on the Merchant Facility tab

PayPal

PayPal APl Username

|sdkthree_apil.sdk.com | R

PayPal APl Password | xxxxxxxxxxxx BGTQ |

PayPal APl Signature i |

Ensure you select the correct PayPal Environment
3. Set up a live (production) version of PayPal

3.1 Login to your production version of PayPal

P PayPal

Online peace of mind
With PayPal, you're protected up to $20,000 if your
eligible purchase doesn't arrive or match its description.

Log in to your account

Email address
g  Bu | "
You're in control

Password You don't need a balance in your PayPal account as

._ | we'll automatically deduct purchases from whichever
payment method you choose — your bank account, credit

or debit card.
Log In

Forgotten your email address or password?

Sign Up for Free
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3.2 Select More from the tools section

——u @
[Smm] — —
Welcome Invaicing Fequest

Money
= D S
Send Developer Site Fesolution
Money/Make a Centre
Fayment

On your home screen, there should be a Tools Pallet Visible. Select the More option.
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3.3 APl Access

Tools

Accept payments wherever you do business

& |
e

Email an Invoice

a |E
%
Express Mass Payments Get Paid on Your Get Paid in
Checkout Website

Rect
Person Store
Grow your business

Get Paid in Your

Payn

v

——

Integrate PayPal

Logo Centre

Manage your business

My Business Set-
up

Send money

=

Resolution Shig
Centre Calcu

GST Set-up and PayPal APl Access
Management Developer Site

Select API Access from the "Manage your business" section.

Press the GO TO API access area when prompted.
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3.4 Select the 'Option 2 - Request API credentials to create your own API
username and password’

APl Access Back to My Profile
An APl (Application Programming Interface) allows PayPal software to communicate with your online shop or shopping cart.
Setting up API permissions and credentials

Choose one of the following options to integrate your PayPal payment solution with your online shop or shopping cart.

Option 1 - Grant API permissions to a third party to use certain Option 2 - Request APl credentials to create your own API
FayPal APls on your behalf. username and password.
Choose this option if; This option applies to:
« Youare using a pre-integrated shopping cart, hosted by a s« Custom websites and online shops
third party

« Pre-integrated shopping cars running on your own server
+ Yourwebsite is hosted and managed by a third-party

service provider Request AP| credentials

Grant APl permission

Accept payments from your online shops before setting up APIs

Enable PayPal Express Checkout to accept payments from your online shops right away. You can set up API permissions or credentials
later.

Questions?

Ifyou're not sure about setting up APIs, ask your shopping cart provider or website developer. Learn more about PayFPal AF| concepts and
terminology.
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3.5 Select the 'Request API Signature' option and 'Agree and Submit' button

Request AP| Credentials Back to Wy Profile

AP credentials consist of three elements:

« An APlusername
+ An APl password

« Either an APl signature or an API S5L client-side certificate

If you're using a shopping cart or solution provider, ask whether you need an APl signature or a certificate.

(@ Request APl signature if your shopping cart or solution (") Request API certificate if your shopping cart or solution
provider has asked for an APl username, password, and provider requires a file-hased cerificate.
signature, or if you're developing a custom shopping
cart.

Meed help deciding which credential is right for your needs? Learn more

By clicking Agree and Submit | | agree to the AP Licence Agreement and Terms of Use.

_Agree and Submit | Cancel

You will be shown a screen that has;

* APl Username
« API Password
+ Signature

3.6 Copy these values to PayPal fields on the Merchant Facility tab

PayPal

sdk-three_api1.sdk.com R

BGTQ |

PayPal AP1 P d

PayPal APl Signature

3.7 Set the PayPal Environment to 'Production’

PayPal

RavialZiilisemans |sdk—three_api1_sdk_com | e

PayPal APl Password sesesceseses QT |

PayPal APl Signature | i
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How to setup Authorize.Net
1. Obtain your Authorize.net Payment Gateway Details

Please refer to the How to obtain an eCommerce Merchant Facility for Authorize.Net if you do not
already have your Authorize.net credentials.

2. Setup AAkonsult Payments for Authorize.Net

ments | EL A0 Payment Txn's  Manual Payments  Recurring Payments  Subscription Groups ipti ipti iption Issues % ¥

I Merchant Facility Customize Page | Edit Layout | Printable View | Help fc
& DEMO FACILITY

I « Back to List: Custom Object Definitions

Payment Forms [5+] | Notes & Aftachments [0] | Payment Txn's [2] | Recurring Payments [0] | Direct Debit Batches [0] | Import Files [0]

Merchant Facility Detail

I Payment Setting Name ~ DEMO FACILITY Owner ] Jeff Challis [Change

Active v o @Pﬂymemﬁat&my Authorize Net [

Primary v Payment Gateway Userld = asdf3 2scsq ()
Merchant Fee @ Payment Gateway Password  239jq9fj032 &
Site URL  htips.//paym-developer-edition.na7 force.com/ PxPay/PxFusion Userld  AAkonsultPxF_Dev
Events Calendar URL  https.//paym-developer-edition.na7 force.com/AAkPay__EventsCalendar PxPayiPxFusion Password  343c738a
Upcoming Events URL https://paym-developer- Force SSL ‘f
edition.na7 force com/AAkPay__EventsUpcoming
Payment Method  Credit Card Credit Card Masking Policy ~ 2X.._4X

Organisationld  00DA0000000CCzeMAG

¥ Payment Instructions
Postal Instructions  Send all payments to:

I Care of finance
PO Box xxxx
Melbourne VIC 3000
Australia

Bank Transfer Instructions  Our bank details are:
Westpac Bank
BSB 111-222
| Account: 1234567

w PayPal
PayPal APIUsername  sdk-three_apil.sdk.com \9/’ Environment = Sandbox
PayPal APl Password ~ QFZCWN5HZMBVBGTQ
PayPal API Signature  A-

Once you your login details (APl Login Id and Transaction Key), then you need to enter these into
the Merchant Facility.

Navigate to the Merchant Facility Tab, press [GO] to see all facilities and click into the one you wish
to use or press NEW button to create a new one.

On the Merchant Facility, make sure the following details are entered/updated

Payment Gateway is set to "Authorize.Net"

Payment Gateway userld is set to the API Login Id provided
Payment Gateway Password is set to the Transaction Id provided
Environment is set to Sandbox or Production

LN =
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Which address tool?

AAkonsult currently Supports the following address autocomplete tools:

1. Google Places
2. DataTools Kleber

The following provides some notes on which option to consider for each of the above.

1. Google Places

Laal Nalne

Phone™
Maobile Phone
Email™

Subscribe to Email Updates

i ]
Street* 109 f|
P

Suburb/Town* 109 Flinders Lane, Melbourne, Victoria

109 Flinders Street, Melbourne, Victoria
State”

109 Forest Road, Hurstville, New South Wales
Postcode™ . .

109 Ferntree Cully Road, Mount Waverley, Victoria
Country® 109 Fitzroy Street, Saint Kilda, Victoria

powered by

Transaction Details

Payment Amount 0

Payment By E] Individual o Company

My Payment Details

Google Places is powered by the same information used by Google in Google Maps and Google+
Local
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Google may charge for this service at some stage, but at the time of writing, this offering is currently
free. All you need to do is sign up for a Google Places API Key.

The Google Places option is fast.
The Google Places option is not as good as Kleber for its completeness of addresses. For example
levels of buildings and unit numbers. In addition, this option does not return post identifiers such as

Delivery Point ID (DPID) in Australia or the equivalent in other countries.

To setup and use Goolge Places, please see How to setup Google Places Address Validation

2. DataTools Kleber

Last Name®

Fhone®
Maobile Phone
Email™

Subscribe to Email Updartes

Street® PO Box 175, Willial J
S

Suburb/Town* PO Box 175, WILLIAMS WA 6391
PO Box 175, WILLIAMSTOWN SA 5351

PO Box 175, WILLIAMSTOWN VIC 3016
Postcode™ oo :

State®

Country* Australia

Transaction Details

Payment Amount 0

Payment By |E| Individual - Company

Kleber by Datatools provides a very complete world wide address database.

AAkonsult Payments will not charge any fee for the Kleber integration, providing organisations sign
up to Kleber through the AAkonsult Kleber Link. You will need a AAkonsult Kleber license key that is
provided after signing up for Kleber.

Kleber is a paid product and in our opinion the prices are very competitive.
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Kleber has a more complete address listing than Google Places and includes details such as Unit
No, building level etc.

It is AAkonsult's current intention to expand the functionality of AAkonsult Payments to take more
advantage of other API's and data validation provided by DataTools over time.

To setup and use DataTools Kleber, please see How to setup DataTools Kleber
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How to setup Google Places Address Validation

Quick Steps:

1. Sign up for a Google Places API Key
2. Enter key into Merchant Facility and select Google Places as the Address Helper

1. Login to the Google API Console

Navigate to the Google API Console. This is located at: https://code.google.com/apis/console

You will be asked to login. If you do not already have an account then sign up for a free account.

2. Create or using an existing project

Start using the Google APIls console

to manage your APl usage

Creating an APls project will let you:

s Use Google APls beyond anonymous limits.
+ Monitor APl usage and control APl access.
* Share APl management with a team.

Create project...

Code Home - Privacy Puolicy
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3. Locate Places API and Start

Google Developers Cansole Signup for afreetrial.  +Jeff .

Welcome to the new Google Developers Console! Prefer the old console? Go back | Dismiss
< Projects

API Project Browse APls

x
ARIZE au“‘

AFIE NAME ~ QUOTA STATUS

Credentials

Consent screen Places APl The Google Places AP is a service that returns information about a “place” - defined within this API as an 100,000 requests/day OFF
Push establishment, a geographic location, or prominent point of interest.

Monitoring
Source Code
Compute
Networking
Storage

Big Data

Support
Need help?

Type "Places" in the browse APIs selection.

Once you have located the "Places API", press the "OFF" button to activate the API

4. Agree to Terms and Conditions

Enable the Places API

[+ I have read and agree to Google Maps/Earth APIs Terms of Service.

Cancel
fined

m

Read, understand and agree to the Terms and Conditions
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5. Create Credentials

Google Developers Console

Welcome to the new Google Developers Console! Prefer

< Projects 0Auth No client IUs found.
OAuth 2.0 allows users to share specific data
API| Project with you (for example, contact lists) while

keeping their usernames, passwords, and other

e
erview information private.

Permissions
) Learn more
Billing & settings

APIs & auth Create new Client ID

APIs
' Credentials '
Public APl access No keys found.
Push
Use of this key does not require any user action
Monitoring or consent, does not grant access to any
Source Code account information, and is not used for
authorization.
Compute
Learn more
Networking
-
Big Data
Support

Click on the "Credentials" link under the APls & Auth menu option.

Then click on the "Create New Key" button

6. Create a new Server Key

| Welcome to the new Google Developers Console! Prefer the old console? Go back | Dismiss
OAuth No client U5 found:

OAuth 2.0 allows users to share speci
with you (for example, contact lists) w

X

Create a new ki
keeping their usernames, passwords, it

information private. The APIs represented in the Google Developers Console require that
requests include a unique project identifier. This enables the Consocle to tie a
request to a specific project in order to monitor traffic, enforce quotas, and

Learn more

handle billing.
Server key Browser key Android key i0S key
Public APl access No keys found.

Use of this key does not require any user action
or consent, does not grant access to any
account information, and is not used for
authorization.

Learn more

Create new Key
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7. Assign Salesforce Server IP addresss

- Welcome to the new Google Developers Console! Prefer the old console? Go back | Dismiss
NG chent 10s Tound

Create a server key and configure allowed IPs

This key should be kept secret on your server.

Every API request is generated by software running on a machine that you control. Per-user limits will be
enforced using the address found in each request's userIp parameter, (if specified). If the userIp
parameter is missing, your machine’s IP address will be used instead. Learn more

ACCEPT REQUESTS FROM THESE SERVER IP ADDRESSES
One IP address or subnet per line. Example: 192.168.0.1, 172.16.0.0/16, 2001:db8::1 or 2001:db8::/64

13.108.0.0/15
Cesy 13.110.0.0/16
96.43.144.0/20
136.146.0.0/15
h82.50.76.0/22
185.79.140.0/22
202.129.242.0/23
204.14.232.0/21

Create Cancel

See the current Salesforce IP server IP Addresses in the following |P_addresses to whitelist article
(Please make sure you use the addresses in this article under the required for access section as
these addresses can vary from the ones shown above screenshot as Salesforce updates IP ranges)

Copy test values in and press Create button
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8. Copy your API Key

Key for server applications
ion
IPS 13.108.0.0M15
13.110.0.0/16
06.43.144.0/20
More ...
ACTIVATION DATE Feb 14, 2015, 9:10:00 AM

Edit allowed IPs Regenerate key Delete

Copy this API key as it needs to be entered into the Merchant Facility in Salesforce

9. Update Salesforce with your Google APl Key

Form Width 500 Theme  redmond
Mobile Responsive  Yes - iFrame Breakout Custom Theme Resource Name
Background Colour CAPTCHA Theme red
¥ Address Validation
\-/ Address Helper ~ Google Places Enable Geonames Autocomplete v
e Address Password/Token Alz—20E Default State
\-/ Address Helper URL Default Country  Australia

IP Defaulting v

¥ Account, Contact, Opportunity Matching

Account Matching Method - Create Using Contacts Name Override Target Contact Values . Yes
Automatic Matching  Match and Create New If Mo Match Found Create Opportunity v
Account Template Create Opportunity Line items

PP S A Fanl

Navigate to the "Merchant Facility" Tab in Salesforce. Press GO button and and for Merchant
Facility that you wish to have google Places/Auto complete enabled update the following:

1. Set the Address Helper to Google Places
2. Update the Address Password/Token to be your Google Places API code.

Press Save
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How to setup DataTools Kleber

Quick Steps:

1. Sign up for a Kleber AP| Key through AAkonsult Kleber
2. Enter key into Merchant Facility and select Google Places as the Address Helper

1. Sign up for Kleber

Data =] Klebes ore S Pricing  Support M oun Contact Us

= =)
°°|§g S — o 1" 45 Showease - DataTocks Kleber ‘ A Easy to Try
x Google - M serch - Morem  Signin A - Kleber allows you to try out all of the options - even before you become a

subscriber!

Our showcases not only describe real life examples of how you can
implement Kleber data methods - but they also allow you to enter your own
information into the showcase so that you can see it working in action.

Each individual data method also has a detailed method description accessed
Rraclitien Msnaha:'mcressffa roh showcase by clicking on the method itself in the method list. At this detailed level you

will find a working example at the top where you can enter data and see how

the results are returned.

If you then decide to trial the product ﬂM Er you can register here to
receive $50 free credit! Registering gives you full access to the Kleber

platform and all data methods so that you can implement them into your own

environment - and the $50 free credit allows you to test out any method or

methods you like!

Kleber currently includes a credit for organisations to trial their tool

AAkonsult will not be charging anything additional for the Kleber Integration, providing organisations
sing up through the AAkonsult Kleber link. If you are already a DataTools Kleber customer, then
please contact info@aakonsult.com for the Kleber pricing information.

After clicking on AAkonsult Kleber link, then select the Learn More Tab, followed by "you can
register here" link in the Easy to Try section.
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2. Register for the free trial

Pre-Register

‘ .t Usemame ‘ FREE T@I!

Register here, you will receive $50 of FREE credit and 90 days to use it in your
‘ & Email ‘ trial of Kleber.

This trial is the full version. So if you want to continue using Kleber once the

‘ E Password ‘ credit runs out all you need to do is purchase a plan!

‘ E Confirm Password ‘

[J 1 have read and accept the Kleber terms &
conditions and the Data tools privacy policy
1 would like to receive general communications

from Data Tools

Enter your details in this and the following screen.

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 111




Installation Manual konsult
[ PAYMENTS

3. Setup Kleber API

My Account

Setup Kleber Add Credit Balance & Usage My Profile
Start by setting up your product Need to add credit? Current Balance Edit your details?

Know someone else that could benefit from Kleber? Become a DataTools Affiliate and get rewarded in cash for your recommendations, Learn More or Start Now.
Already an affiliate? Click Here

Notifications

+ Scheduled Maintenance - Green Alert Status - Please note that the maintenance work on the DataTools [...]
-+ Scheduled Maintenance - Yellow Phase of Monitoring - Please note that the maintenance work on the DataTools [...]
Scheduled Maintenance - Server Upgrade - Please note that maintenance work on the DataTools Kleb [...]
Maintenance - Interruption to ABN Lockup service - We have been advised by our ABN Lookup data providerth [...]

Incident Report - High Latency Issue - Report Date/Time: 28th October 2014 10.55am Confidentia [...]

Click the "Start by Setting up your product link"

Installation Manual
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4. Copy the Kleber API

Getting Started

Detail information on all of the Kleber methods available and sample code on how to access these methods can be found in the online Kleber Developers Guide.

All the methods will require two important pieces of information that are referred to in the documents but not made available in the documents, these are the Kleber

Server Path and the Request Key.

Your Kleber Server Path

Below are two Kleber Server paths. The first address is for your live
production environment and the second is for development and testing.

Your Kleber Request Key

Interacting with both server addresses is identical. Transaction costs apply for

calls made to either server.

https://kleber.datatoolscloud.net.au
http://kleber-devuat.datatoolscloud.net.au

siilic

The Request Key is used by Kleber to identify your account when making calls
the Kleber server. Below is your Kleber Request Key.

Request Key: RK-E I -  0-

Copy the Request key as this needs to be entered into Salesforce Merchant Facility in the next step.

5. Update Salesforce with your Kleber Request Key

¥ User Interface

Form Width 500 Theme  redmond
Mobile Responsive  Yes - iFrame Breakout Custom Theme Resource Name
Background Colour CAPTCHA Theme red
¥ Address Va ° n
° Address Helper  DataTools Kleber Enable Geonames Autocomplete e
\'/Address Password/Token RK—_C Default State
@ Address Helper URL Default Country  Australia
IP Defaulting v
¥ Account, Contact, Opportunity Matching
Account Matching Method  Create Using Contacts Name Override Target ContactValues = Yes
Automatic Matching ~ Match and Create New If No Match Found Create Opportunity s

Account Template

Create Opportunity Line ltems

Navigate to the "Merchant Facility" Tab in Salesforce. Press GO button and and for Merchant Facility
that you wish to have google DataTools Kleber Auto complete enabled update the following:

1. Set the Address Helper to DataTools Kleber
2. Update the Address Password/Token to be your Kleber Request key.

Installation Manual
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3. Leave the Address Helper URL as blank

Press Save
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How to setup DataTools Kleber for Leads, Contacts and
Accounts
Address auto-complete and validation is available for the following objects in Salesforce CRM:
* Leads
+ Contacts
* Accounts
You must first have DataTools Kleber setup.
Quick Steps for installation:
* On the objects you wish to add validation, do the following:
+ Edit the Page Layout
» Make standard address fields read only

+ optionally add the Address Update Button
+ optionally at the Address Update link below address fields

1. Adding address autocomplete and validation for Leads

1.1 Edit the lead page layout

ments  Merchant Facilities Payment Txn’s Manual Payments Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions  Subscription Issues +

Customize Page§ Edit Layout [Printable View | Help for this Page 0

l Lead
i Ms Betty Bair

l M show Feed

« Back to List: Leads
Open Activities (0] | Activity History [0 | Campaign History[0] | HTML Email Status [o)

Lead Detail | Delete | | Convert | Clone || Find Duplicates
Lead Owner  [E] Jeff Challis [Change] Phone @ (510) 265-9100
Hame  Ws Betty Bair Mobile
Company  American Banking Corp. Fax
Title VP, Administration Email  bblain@abankingco.com
Lead Source  Purchased List Website
Industry Lead Status  Working - Contacted
Annual Revenue Rating
No. of Employees
Address
PA
usA
Product Interest  GC5000 series Current Generator(s)  All
SIC Code 2768 Primary  Yes
Humber of Locations 130
Created By  Jleff Challis, 9/03/2013 7:56 PM Last Modified By  Jeff Challis, 9/03/2013 7:56 PM
Description

[ Delete | Convert | [ﬁ” Find Duplicates |

Open Activities | New Task || Hew Event | | Hew Meeti ] Open Activities Help (%)

Locate a lead, click into the lead and press Edit Layout link.
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Alternatively, click on setup at the top to the screen, navigate to Customize > Leads > Page Layouts.
Click edit next to the page layout you wish to update

1.2 Make address fields read only

l save v | Quick Save | Preview As...¥ | Cancel | | £ Undo | Redo Layout Properties
~ @, Quick Find | Field Name x

Fields

Buttons [+58 section |[ Address update | campaign [Datacomkey | Email Industry Lead Source No. of Employees @
Actions +F]Blank Space Annual Revenue Company | Delivery Point 1d || Email opt out || Last Modified By Lead Status Number of Locations || Primary
Expanded Lookups Address. Barcode Humber Created By Description Fax Mobile Phone Product Inte
Related Lists | Address Id H Batch | Current Generator{s) | Do Mot Call H Fax Opt Qut | Lead Owner Hame Rating
Report Charts . a N

Uirnalfaran Damne

Post Link

Standard Buttons. Custom Buttons.

(cat] peite] | Gomver]Gioe] (sharng| [Find Dupicsts|

Lead Detail

i Lead Information (Header visible on edit only)

Lead Owner  Sample User Field Properties e * 8 1-415-655-1212
% ® Name Sarah Sample B 1-415-555-1212
% ® Company Sample Company Read-Only  Required 0 1-415-555-1212
Title  Sample Title Address O il sarah.sample@company.com
Lead Source  Sample Lead Sourc e www.salesforce.com
Campaign Sample Campaign @ s Sample Lead Status
Industry  Sample Industry Sample Rating
Annual Revenue  $123.45 No. of Employees 37 438

# Address Information (Header visible o .t only)
Address  Suite 300, mark e Market
San Franciscd™CA 941
us

i Additional Information (Header vigible on edit only)
Product Interest  Sample Product Interest
SIC Code  Sample SIC Code
Number of Locations 74

Current Generator(s) Sample Current Generator(s)

Primary Sample Primary

# System Information (Header visible on edit only)

5 CreatedBy Sample User 5 Last Modified By Sample User

| @ chat

1. Double click on the address field, or alternatively click on the spanner icon that appears when
you hover over the address

Select Read Only

Click OK to exit

w N
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1.3 Add address update link

¢ 7 Logins + § Bookmarks » | Auth Sttes jett.challis@aakonsu... [+4U3) | [ Jett.Challis | [} Save @ Generate [ Sync (g} Home

.m v | Quick Save | Preview As...™ | Cancel ||| 4 Undo | A Redo Layout Properties

T

Buttons [+E section || Address Update | Campaign [Datacomkey | Email Industry Lead Source No. of Employees. @
Actions +F]Blank Space Annual | Delivery Point 1 || Emait opt Out | Last modified By Lead Status Number of Locations | Primary
Expanded Lookups Address Created By Description Fax Mobile Phone Product Inte
Related Lists

Current Generator(s} |Dnl|olCal H Fax Opt Out

| Les Ouner name Rating

Report Charts

Wicualfaren Danne &

Lead Detail

+ Standard Buttons + Custom Buttons -

0] veet [convert clone] shamg] g ouptestes|

i Lead Information (Header visible on edit only)
Phone @) 1-415-555-1212
Mobile 8 1-415-555-1212

Fax @ 1-415-555-1212

Lead Owner  Sample User
% @ Name Sarah Sample
% ® Company Sample Compa

Title  Sample Title ® Email sarah.sample@company.com
Lead Source Website www.salesforce.com
Campaign % ® Lead Status Sample Lead Status
Industry Rating  Sample Rating

Annual Revenue No. of Employees 37 439

£ Address Information (Header visiigle on edit only)

Thel_mdmak@ One Market

# Additional Information (Header visible on edit only)
Product Interest  Sample Product Interest Current Generator(s) Sample Current Generator(s)
SIC Code  Sample SIC Code Primary  Sample Primary
Humber of Locations 74

£ System Information (Header visible on edit only)
&) Created By Sample User ) Last Modified By Sample User

Click on the Address Update field and drag this below the address details.

This will provide a link where users can edit the address. You can use this with or without the
Address Update button option
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1.4 Add Address Update button

save v | Quick save | Preview As...v | cancel || 4 undo | & redo Layout Properties
@, Quick Find| Bulion N=me ®

Fields "

=@
Expanded Lookups

Related Lists
Report Charts

Virnalfaren Danne

d Duplicates

Sharing

W

Actions in the Publisher i/

Post File Link Paoll

Lead Detail +- Standard Buttons.

[Detete| [Convert| [sharing | Find nuplimte;;

ustom Buttons -
Address llpdate]

# Lead Information (Header visible on edit only)

Lead Owner Sample User Phone & 1-415-555-1212
% ® name Sarah Sample Mobile 8 1-415-555-1212
% ® Company Sample Company Fax @ 1-415-555-1212
Title  Sample Title ® Email  sarah.sample@company.com
Lead Source  Sample Lead Source Website www salesforce com
Campaign  Sample Campaign % @ |ead Status Sample Lead Status
Industry  Sample Industry Rating  Sample Rating
Annual Revenue  $12345 No.of Employees 37 439

# Address Information (Header visible on edit only)

Address  Suite 300, The Landmark @ One Market
San Francisco, CA 94105
us

[ mddress Update Sample Address Update

i Additional Information (Header visible on edit only)

Product Interest  Sample Product Interest Current Generator(s)  Sample Current Generator(s)
SIC Code  Sample SIC Code Primary  Sample Primary
Humber of Locations 74 | @ cnat

1. Click on the Buttons selection object
2. Drag Address Update button from the available buttons to the Custom Buttons Section

You can use this with or without the Address Update link option
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1.5 Save the Page Layout

Lead Layout ~ Mini Page Layout Mini Console View | Video Tutorial Help for this Page @

[ save * | Buick Save | Preview As... ¥ | Cancel | | 8 undo | 4 #edo | B Layout Propertics

Pl N e T —
Buttons Address Update Edit

Actions Clone Find Duplicates
Expanded Lookups Convert Sharing

Related Lists Delete Submit for Approval
Report Charts

Vieialfaren Danne

Lead Sample

Highlights Panel

Customize the highlights panel for this page layout...
Actions in the Publisher| i/

Post File Link Poll

Lead Detail Standard Buttons Custom Buttons
Edit| |Delete | |Convert| |Clone | | Sharing | |Find Duplicates| | Address Update |

Make sure you press the Save button for closing the screen

You'll need to repeat this process for other layouts should they exist
2. Adding address autocomplete and validation for Contacts

2.1 Edit the contact page layout

ments  Merchant Facilities Payment Txn's Manual Payments Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions  Subscription Issues  + .

- Contact Customize Pﬁgnmanle View | Help for this
~4/ Quinten Coad

l M show Feed
« Back to List: Leads
Opportunities [1] | Organization Affiiations [11 | Relationships [01 | Cases[0] | Open Activities[0]1 | Activity History (0] | Campaign History [0] | Motes & Attachments [0] | HTWL Email Status [01

Contact Detail [ Delete | | Clone | | Request Update

Contact Owner  [E] Jeff Challis [Change] Phone & 089198 1991
Name  Quinten Coad Home Phone
Account Name  Q Corp Mobile
Title Other Phone
Department Fax

Birthdate Email  guinten.coad@mailinator.com

Reporis To  [View Org Chari] Assistant
Lead Source Asst. Phone

Automatically Renew

¥ NFP Info
Best Gift Year 2015 Last Gift Amount  $500.00
Best Gift Year Total ~ $500.00 Last Gift Date  3/04/2015

Last Transaction Date Largest Gift $500.00
Lifetime Transaction Total Smallest Gift ~ $500.00

Soft Credit This Year  $0.00 Total Gifts Last Year  $0.00
Soft Credit Last Year  $0.00 Total Gifts This Year  $500.00

Soft Credit Total ~ $0.00 Total Gifts Two Years Ago  $0.00

Soft Credit Two Years Ago $0.00

Locate a lead, click into the Contact and press Edit Layout link.
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Alternatively, click on setup at the top to the screen, navigate to Customize > Contacts > Page
Layouts. Click edit next to the page layout you wish to update

2.2 Make address fields read only

l save v | Quick Save | Preview As...¥ | Cancel | | £ Undo | Redo Layout Properties
o ~ @, Quick Find | Field Name ®

Buttons + Saction [_svstEm: isindivi.. || Address update Asst Phone Birthdate Current Address | Deceasea |[ Do ot can
Actions +E]Blank Space Account Name Address Verificat... Automatically Renew || Best Gift Year Contact Gumer Current Member/Su.. | Delivery Point Id | Do Hot Conta
Expanded Lookups _SYSTEM: ACCOUNT ... |Md.essu | Alternate Email |nmageeil | Best Gift Year Total Created By Current Member/Su... | Department Email
Related Lists _SYSTEM: HOtISEHOI_l Address Override | Assistant |Balnodel|u-hei H Biller Code || Create URL Token Data.com Key Description Email Opt Ot
Report Charts . a

Uirnalfaran Damne

# Membership

i Address Information (Header visible on edit only)

Mailing Address  Suite 300, The Landmark @ One Market Other Address  Suite 300, The Landmark @ One Market
San Francisco, CA 94105 San Francisco, CA 94105
us us

# Additional Information (Header visible on edit only)

Languages Sample Languages Field Properti

e x [El Sample Level

i System Information (Header visible on edit only) .
Read-Only  Required

& CreatedBy Sample User Sample User
Mailing Address [}

i Description Information (Header visible on edit on

Description  Sample Description \e,u

# Custom Links (Header visible on detail only)

Mobile Cards (Salesforce1 only) i
EL Account Name
Related Lists

8 o9
Opportunities [Hew |

1. Double click on the address field, or alternatively click on the spanner icon that appears when
you hover over the address

2. Select Read Only

3. Click OK to exit
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2.3 Add address update link

l Save VlQuick Save l Preview As...'lcamel ¥ Undo | ¥ Redo Layout Properties

Fields ~ | Qauickfind[FieiaName |

Buttons I +H Section | _SYSTEM: Isingivi.. || Address Update Asst. Phone Birthdate Current Address | Deceased | Do Hotcan
Actions +F]Blank Space Account Name Verificat... Automatically Renew | Best Gift Year Contact Owner Current Member/Su... || Delivery Point Id || Do Not Con
Expanded Lookups _SYSTEM: ACCOUNT ...|| Address id Alternate Email | Average Gint | Best Gir vear Total Created By Current Member/Su... | Department Email
Related Lists _SYSTEM: IIDUSEIIDLl Address Override Assistant |a-mdem-ha || Biller Code: H Create URL Token Data.com Key Description Email Opt ¢
Report Charts

\finiinltnren Banne

i Membership /
i Address Information (Header visible on edit onl
X Mailing Address  Suite 300, The @ One Market Other Address  Suite 300, The Landmark @ One Market
8an Francisco, 105 San Francisco, CA 94105
us us
i Additional Information (Header visible on edit only)
Languages Sample Languages Level Sample Level
i System Information (Header visible on edit only)
£ CreatedBy Sample User 5 Last Modified By Sample User

# Description Information {Header visible on edit anly)
Description  Sample Description

i Custom Links (Header visible on detail only)

Mobile Cards (Salesforce1 only) |

EL| Account Name

Related Lists

P ex

Opportunities | Hew|

Click on the Address Update field and drag this below the address details.

This will provide a link where users can edit the address. You can use this with or without the
Address Update button option
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2.4 Add Address Update button

save v | Quick save | Preview As...¥ | Cancel | 4 Undo | & kedo || [El Layout Properties
e —

| Credit Card Payment || Make Payment Sharing

v Manual Payment Submit for Approval
Relationships Viewer View Self-Service
Request Update

Expanded Lookups
Related Lists
Report Charts

Virnalfaren Danne

Actions in the Publisher i/

=tom Buttons

Contact Detail Standard Buttons
Update| |View Self-Service | |Enable Self Service| | Address Update |

ot [Dtte] (cioe] (shaing]|

i Contact Information (Header visible on edit only)

Contact Owner  Sample User Phone @ 1-415-555-1212
% ® Hame Sarah Sample Home Phone @ 1-415-555-1212

Transaction Total

1. Click on the Buttons selection object

2. Drag Address Update button from the available buttons to the Custom Buttons Section

You can use this with or without the Address Update link option
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® oys Account Hame  Sample Account Mobile 6 1-415-555-1212
Title  Sample Title Other Phone ) 1-415-555-1212
Department  Sample Department Fax @ 1-415-565-1212
Birthdate  25/05/2015 Email sarah.sample@company.com
Reports To  Sample Contact Assistant Sample Assistant
Lead Source  Sample Lead Source Asst. Phone € 1-415-555-1212
Automatically Renew
i NFP Info
Best Gift Year  Sample Best Gift Year Last Gift Amount  $123.45
Best Gift Year Total §$123.45 Last Gift Date  25/05/2015
£ Last Transaction  25/05/2015 Largest Gift  §123.45
Date
& Lifetime  $123.45 Smallest Gift  $123.45
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2.5 Save the Page Layout

"
[uick save | Preview As... v | Cancel || € Undo | A redo Layout Properties

- ~ | Qoukrmdloun e %

Buttons Address Update | Credit Card Payment | Take Payment Sharing

Actions Annual Statement Delete Manual Payment Submit for Approval
Expanded Lookups Clone Edit Relationships Viewer | View Self-Service
Related Lists Enable Self-Service | Request Updata

Report Charts

Uirnlfaren Danne

Actions in the Publisher i

Contact Detail Standard Buttons Custom Buttons.

[ sharing| | Upaate | View self-service| [Enable Self-service| | Address Update

i Contact Information (Header vigible on edit only)

Contact Owner  Sample User Phone 1§ 1-415-555-1212
* ® Name Sarah Sample Home Phone  § 1-415-535-1212
® o4 AccountName  Sample Account Mobile 8 1-415-555-1212

Make sure you press the Save button for closing the screen

You'll need to repeat this process for other layouts should they exist

3. Adding address autocomplete and validation for Accounts

3.1 Edit the Account page layout

ments Merchant Facilities Payment Txn's Manual Payments Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions  Subscription Issues  + .

| - Account Customize Pagef Edit Layout [Printable View | Help for this
Q Corp

I - show Feed

« Back to List: Leads
Contacts [1] | Opportunities [11 | Cases[0] | Open Activities [0] | Activity History [0] | MNotes & Attachments [01 | Partners [0]

AccountDeta

Account Owner  [E] Jeff Challis [Change] Rating
Account Hame  Q Corp [View Hierarchy] Phone @ 029198 1991

Parent Account Fax

Account Humber Website

Account Site Ticker Symbol

Type Ownership

Industry Employees

Annual Revenue SIC Code

Number of Gifts Two Years Ago 0 Total Number of Gifts 1
Total Gifts Last Year  $0.00 Average Gift  §500.00
Total Gifts This Year  $500.00 Best Gift Year 2015

Total Gifts ~ $500.00 Best Gift Year Total  $500.00

First Gift Date ~ 3/04/2015
First Donation Date  3/04/2015
Largest Gift  $500.00
Total Gifts Last N Days ~ $500.00
Total Gifts Two Years Ago  $0.00
Smallest Gift ~ $500.00
Billing Address 76 Brunswick Street Shipping Address 76 Brunswick Street

Locate a lead, click into the Contact and press Edit Layout link.
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Alternatively, click on setup at the top to the screen, navigate to Customize > Accounts > Page

Layouts. Click edit next to the page layout you wish to update

3.2 Make address fields read only

l Save v l Quick Save l Preview As... v l Cancel |||l 4" Undo || ¥ Redo Layout Properties

~ @, Quick Find | Field Name ®

Fields

Buttons +H section [_s¥sTEM: Isindivi.. | AccountRecord Type | Active Awverage Gift
Custom Links +F]Blank Space Account Name | Account Search Name || Address Id || Bareode Humber
Actions _SYSTEM: Accountype Account Number Account Site |M¢ess Update H Batch
Expanded Lookups _SYSTEM: CUSTOM N Account Owner Annual Revenue Best Gift Year
Related Lists

o <

Danart Mharke

® parent Account  Sample Account Fax

Account Number  Sample Account Number Website

Account Site  Sample Account Site Ticker Symbol

Type Sample Type Ownership

Industry  Sample Industry Employees

Annual Revenue  §123.45 SIC Code

Number of Gifts Two 58,061 Total Number of Gifts
Years Ago

Total Gifts Last Year §$123.45 Average Gift

Total Gifts This Year  $123.45 Field Properties e x B

Total Gifts $123.45 \ / I

Read-Only  Required e

Billing Address O e

:

() :

Ago

Smallest Gift

# Address Information (Header visible
Billing Address ~ Suite 300, The Landmark @ One Market

San Francisco, CA 94105
us

dit only)
Shipping Address

i Additional Information (Header visible on edit only)
Customer Priority  Sample Customer Priority
SLA Expiration Date  25/05/2015
Qa3

SLA
SLA Serial Number

Number of | ocations linzell Onnortunite

Best Gift Year Total | current Memberisu... || Delivery Point ld || First Donatio
|| Bitling Address. Current MemberiSu._. | Description First Gift Dat
|| created By Customer Priority Employees Formal Gree
| Create URL Token || Data.com Key | Fax @

B 1-415-555-1212
www.salesforce.com
Sample Ticker Symbol
Sample Ownership
73,451

Sample SIC Code
4634

$123.45

Sample Best Gift Year
$123.45

25/05/2015
25/05/2015

$123.45

$123.45

$123.45

$123.45

Suite 300, The Landmark @ One Market
San Francisco, CA 94105
us

Sample SLA
Sample SLA Serial Number

Ramnla | Insall Nnnnunite

1. Double click on the address field, or alternatively click on the spanner icon that appears when

you hover over the address
2. Select Read Only
3. Click OK to exit
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3.3 Add address update link

.swe v | Quick save | Preview As...v | Cancel ||| 4 Undo | & Redo Layout Properties
5 ~ @, Quick Find | Field Name ®

Buttons +H Section | _SYSTEM: Isindivi... | Account Record Type || Active Average Gift Best Gift Year Total \ Current Member/Su... || Delivery Point Id \ First Donati
Custom Links +E]Blank Space Account Hame | Acoount Search Name || Address Id || Barcode Humber || Billing Address Current Descripti First Gift D:
Actions _SYSTEM: Accountlype| Account Humber Account Site | Agdress update || Baten || created By Customer Priority Employees @
Expanded Lookups _SYSTEM: CUSTOM N... Account Owner Angllal Revenue Best Gift Year | Create URL Token | Data.com Key || Fax Household
Related Lists

<

Drnart Chnrte

® Parent Account  3ample Account Fax @ 1-415-555-1212
Account Number  Sample Account Mumber Website www.salesforce.com
Account Site  Sample Account Site Ticker Symbol  Sample Ticker Symbol
Type  Sample Type Ownership  Sample Ownership
Industry  Sample Industry Employees 73451
T Annual Revenue  $123.45 SIC Code  Sample SIC Code
Number of Gifts Two 58 061 Total Number of Gifts 4,634
Years Ago
Total Gifts Last Year §$123.45 Average Gift $123.45
Total Gifts This Year §123.45 Best Gift Year Sample Best Gift Year
Total Gifts  §123.45 Best Gift Year Total 512345

First Gift Date  25/05/2015

£\ First Donation Date  25/05/2015
Largest Gift $123.45
Total Gifts Last N Days ~ $123.45

Total Gifts Two Years 512345
Ago
Smallest Gift  $123.45

# Address Information (Header visible on edit only)

) Billing Address  Suite 300, The Landmark e Market Shipping Address  Suite 300, The Landmark @ One Market
San Francisco, CA 941 San Francisco, CA 94105
us us

# Additional Information (Header visible on edit only)

Customer Priority  Sample Customer Priority SLA  Sample SLA
SLA Expiration Date  25/05/2015 SLA Serial Number Sample SLA Serial Number
Humber of Locations 993 Upsell Opportunity  Sample Upsell Opportunity

Click on the Address Update field and drag this below the address details.

This will provide a link where users can edit the address. You can use this with or without the
Address Update button option
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3.4 Add Address Update button

Installation Manual

=20
Actions

Expanded Lookups
Related Lists

Danart Charke

Actions in the Publisher i/

Submit for Approval

save v | Quick save | Preview As...v | cancel || 4 undo | & redo Layout Properties
Q Quick Find ®
z o

Account Detail

. Standard Buttons -

] (oo [Sharig| it Offine

# Account Information (Header visible on edit only)

Account Owner

% @ AccountName
® parent Account
Account Humber
Account Site

Type

Industry

Annual Revenue

Number of Gifts Two
Years Ago
Total Gifts Last Year

Total Gifts This Year
Total Gifts

Sample User

Sample Account Mame
Sample Account

Sample Account Number
Sample Account Site
Sample Type

Sample Industry
$123.45

58,061

§123.45
$123.45
$123.45

1. Click on the Buttons selection object

2. Drag Address Update button from the available buttons to the Custom Buttons Section

Rating

Phone

Fax

Website

Ticker Symbol
Ownership
Employees

SIC Code

Total Number of Gifts

Average Gift

Best Gift Year

Best Gift Year Total
First Gift Date

£ First Donation Date
Largest Gift

You can use this with or without the Address Update link option

(c) AAkonsult Pty Ltd 2014

Sample Rating

B 1-415-555-1212
B 1-415-555-1212
www.salesforce.com
Sample Ticker Symbol
Sample Ownership
73,451

Sample SIC Code
4634

$123.45

Sample Best Gift Year
$123.45

25/08/2015
25/05/2015

$123.45
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3.5 Save the Page Layout

Quick Save | Preview As...¥ | Cancel | | 6\ Undo | /4 Redo Layout Properties

Fields ~ | QauickFind[Butontame |®

Buttons Address Update |GetContacts | sharing

Custom Links Credit Card Payment | Include Offline Submit for Approval
Actons oete

Expanded Lookups Edit

Related Lists

Dranart Mharte <

Actions in the Publisher i

Account Detail .- Standard Buttons -

[cot] etete] snaring] imcude ofine

Custom Buttong -
[Address llpdme]

i Account Information (Header vigible on edit only)
Account Owner  Sample User Rating Sample Rating
% @ AccountName Sample Account Name Phone & 1-415-555-1212
Fax @ 1-415-555-1212

® Parent Account  Sample Account

Make sure you press the Save button for closing the screen

You'll need to repeat this process for other layouts should they exist

Installation Manual
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How to adjust the Contacts Page layout

It can be useful to have extra information on a preferred screen

1. Navigate to Setup > App Setup > Customise > Contacts > Page
Layouts

Carol Challis -

Iy Profile

]
=
Developer Console

Logout

1.1 Select App Setup > Customise > Contacts > Page Layouts

App Setup

B Customize

[»] Tab Mames and Labels

(] Home

[»] Activities

[+] Campaigns

[»| Leads

[v] Accounts

£ Contacts
Fields
Related Lookup Filters
Walidation Rules

Triggers
Page Layouts
1eld =els

Compact Layouts

Search Layouts

Buttons, Links, and Actions
Record Types

Limits
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2. Select 'Edit’' on '‘Contact layout’

Contact Page Layouts

Action Page Layout Hame
Edit | Del Cantact (Marketing) Layout

Edit| Del Caontact (Sales) Layout
Edit| Del Caontact (Support) Layout

Edit| Del Cantact Layout

3. Drop and drag a field button onto the Contact Detail page

Contact Layout =

Field Name *®

Fields

Buttons +H Section Asst. Phone Created By Data.com Key Email Home Phone Last Stay-in-Touc.. || MembershipiSubser... | Mobile
Expanded Lookups +M]Blank Space Biller Code Create URL Token Department Email Opt Qut Languages Lead Source Membership/Subscr... | Mobile f
Related Lists Account Name Birthdate Current Descripti Fax Last Modified By Lewvel Membership No. Hame
Report Charts Assistant Contact Cwner Current Member/Su... || Do Not Call Fax Opt Qut Last Stay-in-Toue... Mailing Address Member Type Other At

Visualforce Pages

Highlights Panel

Customize the highlights panel for this page I§out.

Standard Buttons Custom Buttons

Delete [sharing| | Request Update | View Seif-service| [Enable Seit-service

Contact Detail

i Contact Information (Header visible on edit only)

Contact Owner  Sample User Phone  1-415-555-1212

% ® game Sarah Sample Home Phone  1-415-555-1212

® AccountHame  Sample Account Mobile  1-415-555-1212

Title  Sample Title Other Phone  1-415-555-1212

Department  Sample Department Fax  1-415-855-1212
Birthdate  28/05/2014 Email  sarah.sample@company.com

Reports To  Sample Contact Assistant  Sample Assistant
Lead Source  Sample Lead Source Asst Phone  1-415-555-1212

£ Address Information {Header visible on edit only)
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How to adjust the Accounts Page layout

1. Navigate to Setup > App Setup > Customise > Accounts > Page
Layouts

Carol Challis -

My Profile
bl
=

Ceveloper Console

Logout

1.1 Select App Setup > Customise > Accounts > Page Layouts

App Setup

B Customize

[+] Tab Mames and Labels

[* Home

[v] Activities

[*| Campaigns

(v Leads

B Accounts
Fields
Related Lookup Filters
Yalidation Rules
Triggers
FPartner Roles
Contact Roles

ield Sets

Compact Layouts
Search Layouts
Buttons, Links, and Actions
Record Types
Limits
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2. Select 'Edit’ on ‘Account Layout’

Account Page Layouts

Action Page Layout Hame
Edit | Del Account (Marketing) Layout

Edit | Del Account (Sales) Layout
Edit| Del Account (Support) Layout

Edit| Del Account Layout

3. Drop and drag a field button onto the Account Detail page

Account Layout ~

3

Fields

Buttons +H Section Account Cwner Active Create URL Token Data.com Key Industry Number of Locations | Rating SLA
Custom Links +E]Blank Space Account Search Name | Annual Revenue Current Member/Su... | Description Last Modified By Ownership Shipping Address SLA Exj
Expanded Lookups Account Hame Account Site Billing Address. Current MemberiSu... | Employees Membership/Subscr... | Parent Account SIC Code SLA Ser
Related Lists Account Number Account Source Created By Customer Priority Fax Membership No. Phone SIC Description Ticker §
Report Charts

fen Dannc

Uierin

Account Sample

Highlights Panel

Customize the highlights panel for this page I§out.

Standard Buttons Custom Buttons

Delete | | sharing| [Include Offline

Account Detail

i Account Information (Header visible on edit only)

Account Owner  Sample User Rating  Sample Rating
% @ AccountHame Sample Account Mame Phone  1-415-555-1212
® parent Account  Sample Account Fax  1-415-585-1212
Account Number  Sample Account Mumber Website  www.salesforce.com
Account Site  Sample Account Site Ticker Symbol  Sample Ticker Symbaol
Type Sample Type Ownership  Sample Ownership
Industry  Sample Industry Employees 10881
Annual Revenue 12345 5IC Code  Sample SIC Code

£ Address Information {Header visible on edit only)
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How to adjust settings for the Not-for-profit Starter Pack

AAkonsult Payments has been tested and works with the Nonprofit Starter Pack (available from
Salesforce) with the following notes.

Disclaimer: Salesforce Foundation is constantly updating the Nonprofit starter pack and we cannot
guarantee that this updates will never have an adverse affect on AAkonsult Payments. Please
ensure testing new options and updates in Sandbox before deploying to production.

1. Activate the Not-for-profit Starter

1.1 Navigate to the Merchant Facility tab

yments RIGGGELAEEINTEN Payment Txn's  Manual P

Merchant Facility

J
&J DEMO FACILITY

Pavment Fi
Merchant Facility Detail
: Payment Setting Hame  DEMO FACILITY
Active |
. Primary ¥

1.2 Scroll down to Account, Contact, Opportunity Matching heading

w Account, Contact, Opportunity Matching

Account Matching Method reate Using Contacts Mame
Automatic Matching Do Mot Match
Account Template

Contact Template

Matching Rules  Account + First Mame + Last Mame; First Mame + Last Mame + Phane;
Last Mame + Email; Last Mame + First Mame + Suburb; Last Mame +
Mobile; Membership I1d + Last Mame

Dizable Custom Indexing
Subscription Lapzed Grace Days 30

(c) AAkonsult Pty Ltd 2014
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1.3 Double click into the Account Matching Method field

¥ Account, Contact, Opportunity Matching

Account Matching Method I| Create Using Contacts Mame v | ;

Automatic Matching Do Mot Match

Account Template

1.4 Select 'Contacts and Organisations For Nonprofits' from the drop down
menu and SAVE

¥ Account, Contact, Opportunity Matching

Account Matching Method II Contacts and Organisations For Monprofits ¥ |[|¢)

Automatic Matching Do Mot Match

Account Template

2. Allow Household settings

For organisations using the NPSP version 2 or earlier, there is a requirement to disable the
Household Opportunity Rollup trigger. This will mean that contact and account roll-up summary
fields will only be recalculated once per day.

If you are using versino 3 of the NPSP or later then you do NOT need to disable this trigger.

Installation Manual
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2.1 Navigate to Setup > App Setup > Develop > Custom Settings

App Setup

[*»| Customize
[v] Create
B Develop
Apex Classes
Apex Triggers
Apex Test Execution
APl
Components
Custom Permizssions Mew!

Lustom Settings

ar o

2.2 Select Manage next to 'Household Settings'

2.3 Untick the checkbox for ‘DISABLE_Household_Opportunity_trigger' field

Advanced Household Naming [+]
Always Rollup to Primary Contact | []
Async Household Naming O

Batch Size ]
DMSABLE_HouseholdAfter_trigger O
DISABLE_HouseholdBefore_trigger | [ ]
(DISABLE_Household_Opportunity_trigger  [v]

il 4

HSABLE_OpportunityRollup_trigger © []
Roll Up Opps in Triggers 0

Enabde Soft Credit Rollups [+]

Enable Update Check . [

Opp Rectypes Excluded for Account [
Bollup

3. Schedule Roll-up processor to automatic

The Batch Payment Processor (started on the Merchant Facility Tab) is not compatible with this part
of the Nonprofit Starter pack for versions 2.0 or earlier.

The below steps enable the scheduling of the roll-ups so totals on Accounts and Contacts get re-
calculated daily.
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3.1 Navigate to Opportunity Roll-ups Tab

App Setup

[» Customize
[¥] Create
B Develop

Apex Classes

Lpex Triggers
Apex Test Execution

Click "+" at the end of the Tabs, the select Opportunity Rollups

3.2 All Tabs ~ salesforce.com - Developer Edition - Mozilla Firefox

AAkonsult €& JeffChatis ~ Help

PAYMENTS .

Home  About AAkonsult Payments Merchant Facilities Payment Txn's Manual Payments Recurring Payments n A

Al Tabe e ©

| Search Al v/

- se the links below to quickly navigate to a tab. Alternatively, you can add a tab to your display to better suit the way you
| 0

[ Limit to items | own

e View: Add Tabs to Your Default Display
SR — = B About Ankonsult Payments

Jt—'é About Nonprofit Starter Packages

Recent ltems
‘F Accounts
' Edge Communications
ﬂ Account Subscriptions
(&) test
&) DEMO FACILITY }3 Affiliations Settings
4! Jen Jones Recurring
Payment - Started 25/9/2014 @ Campaigns Tell me more!
%/ Jend
£/ JenJones @
&) PAY-0005113
W Issue 003 kil console &%) Payment Txn's
| 002 =
W i O 4> Contact Merge g Price Books
U Issue 004 h =
% DEMO Event .4/ Contacts \iill. Products
< | Contacts Settings &% Recurring Donations
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3.3 Select Apex Class 'SCHED_OppRollup’

() Batch Opportunity Rollup

| Continue |[ Cancel ]

Ise this page to roll up totals for all closed opportunities, saving the results in contact, household, and organization records. The
process may take some time; you can close this page and the process will continue in the background.

Batch Rollup Progress

Apex Class Created Date Created By Status Completion Date
BATCH_OppRollup g;{{:‘;“” Jeff Challis Queued 0%
BATCH_OppRollup g;{{:‘;“” Jeff Challis Queued 0%
BATCH_OppRollup g;{{:‘;“” Jeff Challis Queued 0%
BATCH_OppRollup g;{{:‘;“” Jeff Challis Queued 0%

Press the Continue button to start run now. This will run the calculation now and will schedule the
calculation to occur each day.
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How to setup Annual Statements

In order to use the Annual Statements, you need to setup a Remote Site setting that AAkonsult
Payment to mass generate the Annual Statement PDF documents.

Quick Steps:

1. Copy the salesforce.com domain from the URL
2. Add a new Remote Site setting for the salesforce domain

1. Copy the Salesforce URL from any screen

r.u_., Workflow Rule: Batch Pay: % \ || Howto set up arecurring % %, |

€« = https://na7 salesforce.com/0f QAO000000brs 1

:2% Apps __ Spot TicketImport: ..  [2] What is the Non-Pro...

AAkonsult €

FAYMENTS

Search... Search

Home About AAkonsult Payments Merchant Facilities PaymentTxn's N

| Search All Setup... Q | Workflow Rule
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2. Navigate to setup > Administration setup > Security Controls >
Remote Site Settings

ents Merchant Facilities Payment Txn's Manual Payments Recurring Payments  Subscription Groups Account S

Remote Site Edit

Enter the URL for the remote site. All s-controls, JavaScript OnClick commands in custom buttons, Apex, and AJAX proxy calls can ac

Remote Site Edit | Save | Save & New | | Cancel |

Remote Site Hame I|53|95fmc:e |

Remote Site URL ||hllps:,-',-'na?.salesfmce.{:ornf
Dizable Protocol Security Ol

Description |

Active

(e | [sove s | [cance

Add a new Remote Site.

Enter a name “Salesforce”, then paste the URL from step 1 into the Remote Site URL, select active
and Save.
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Which workflow will suit?

Workflow rules are actions happening behind the scenes in Salesforce that are triggered by an event
or time.

AAkonsult has a variety of workflow rules that can be activated for your organisation depending upon
its needs.

For receipting workflows, please check the Payment Form Send Receipt by Options first before
amending. More information is available in the user manual under Receipting section.

Memberships

If you are a membership based organisation, these workflows are recommended
* Renewal reminders to individuals - How to send out first automated reminders - contact level
and How to send out second automated reminders - contact level

* Renewal reminders to organisations - How to send out first automated reminders - account
level and How to send out second automated reminders - account level

Refunds

If your organisation is looking for some basic approval refunds, these workflows are recommended

» Refund Approvals

Notifications and Alerts

There are a number of pre-built notifications and alert workflows that are enabled by default.

The following are options that organisations can choose to enable should the need arise

* New Online Payment Notification
* New Online Membership Payment Notification

Recurring Payments

If your organisation relies on recurring payments, these workflows are recommended

* How to set up recurring payments
* How to set up a recurring payment restart reminder
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Batch Processing

If you use batch processing, it is very useful to have these workflow rules set up if the
processing is stopped.

+ If you need to deliberately stop the batch process, this workflow reminds you to restart it -

How to set up the batch payments process restart reminder

+ If the batch process stops unexpectedly, this workflow sends a notification to let you know -

How to set up the batch payments process not running notification

Page 142
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How to send out first automated reminders - contact
level

This workflow setup is required if you wish to send out a first automated reminder to Contact level
members/subscribers.

Quick Steps:

1. Clone Workflow rule "1st Renewal Reminder [ADD TIME BASED WORKFLOW]" and rename
to "1st Renewal Reminder"

2. Add Immediate Workflow Actions. Select Existing - Field Update "set 1st Reminder Due"

3. Add a Time-Dependant Action. Set it to fire 30 days before subscription end date (or time
period you would like).
Add Action - use existing workflow - "Email Alert: send 1st Renewal Reminder Email"
Add Action - use existing workflow - "Field Update: set 2nd Reminder Due"

4. Optionally review and update the renewal email templates

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis *  Help AAkonsult Payments

Iy Profile

‘)

Cieveloper Console

sportunities  Campaigns  +

Help for this Pa
Logout
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1.1 Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions
Tabs

Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings

Installation Manual
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2. Read about Workflows and select 'Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:
i Tasks—Assign a new taskto a user, role, orrecord owner.

2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.

Installation Manual
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3. Select '"1st Renewal Reminder [ADD TIME BASED WORKFLOWTY'

Configure your organization’s workflow by creating workflow rules. Each warkflow rule consists of:

+ (Criteria that cause the workflow rule to run.

+ |mmediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically
email that notifies the accountteam when a new high-value opportunity is created.

+ Time-dependent actions that queue when a record matches the criteria, and execute according to time triggers. For
example, salesforce.com can automatically send an email reminder to the account team if a high-value opportunity i

View: | All Workflow Rules ¥ | Create New View

A/BICIDIE/FGH|I|J/ KL M N O

Action

Edit | Activate

Edit | Activate

Edit | Activate

Rule Hame +

st Account Subscription Renewal
# Reminder [ADD TIME BASED

WORKFLOW]

Ii"l 1st Renewal Reminder [ADD TIME

BASED WORKFLOW]

2nd Account Subscription Benewal

I'i"l Eeminder [ADD TIME BASED
WORKFLOW]

Open the circled rule

Installation Manual
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New Rule

EmailAccount Subscription Contact a reminder that their su

Description

UPDATE:

Add timebase workflow, 30 days before subscription end dz
- Email Alert: send 1st Account Subs Renewal Reminder Er
- Field Update: set Znd Reminder Due

Email Contact a reminder that their subscription is now due

LUPDATE:

Add timebase workflow, 30 days before subscription end dz
- Email Alert: send 15t Renewal Reminder Email

- Field Update: set 2nd Reminder Due

Keepin mind Automatic Renewals

Email Account Subscription Cantact a reminder that their s

LUPDATE:

Add Time Based Workflow, 10 days after Subscription End [
- Email Alert: send 2nd Account Subscription Renewal Rem
Mote: Automatic Renewals

Email Mantart 2 ramindar that thair citherrintinn ic nnwse doa
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4. Select 'Clone’

Workflow Rule

1st Renewal Reminder [ADD TIME BASED WORKFLOW]
(Managed)

« Back to List: Workflow Rules

l # This Workflow Rule is managed, meaning that you may only edit certain attrisutes. Display More Information

Workflow Rule Detail —

Rule Hame 15t Renewal Reminder [ADD TIME BASED Object  Subscription
WORKFLOW]
Hamespace Prefix  AAKPay Evaluation Criteria  Evaluate the rule when a

time it's edited to subseq
Installed Package  AAkKPayments
Active
Description  Email Contact a reminder that their subscription is now due.

UPDATE:

Add timebase workflow, 30 days before subscription end date
- Email Alert: send 1st Renewal Reminder Email

- Field Update: set 2nd Reminder Due

4.1 Re-name the workflow rule '"1st Renewal Reminder' and select 'Save & Next'

Edit Rule 1st Renewal Reminder [ADD TIME BASED WORKFLOW] Help for tis Page @

Step 2: Configure Workflow Rule Step 2 of 3

Save & Nextl

Previous

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.
Edit Rule | =Reguired Information
o Object  Subscription
‘1st Renewal Reminder '

Description  [Eroai Contact a reminder that their subscription is now due.
2 remaining

Ak
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5. Select the 'Add Workflow Action'

Help for this Page 0

g Edit Rule 1st Renewal Reminder

Step 3: Specify Workflow Actions Step 3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Subscription: Renswal Reminder EQuUaLs 15t Reminder.Set Reminder) AND (Subscription:
Membership Status NOT EQUAL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ¥

New Task
New Email Alert
New Field Update

New Qutbound Message
Select Existing Action I

ions  See an example

vlbean added. Before adding a workflow action, you must have at least one time frigger defined.

i o

Select Add Workflow Action under the "Immediate Workflow Actions" Sections. Then 'Select Existing
Action".
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5.1 Add existing field update - Set First Reminder Due

Select Existing Actions Help for this Page
Choose Action T'o Search:| Field Update [v] for:| | | Fina |
Available Actions Selected Actions
@) it Upcate set 2nd Reminder Due - @ NI |
Add
Remaove
W v

Then select Field Update from the Action Type and move "Set First Reminder" to the 'Selected
Actions' and Save.
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6. Select the ‘Add Time Trigger' button

Edit Rule 1st Renewal Reminder Help for this Page @

Step 3: Specify Workflow Actions Step3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Sukbscription: Renewal Reminder eouals 1st Reminder,Set Reminder) anp (Sukscription:
Membership Status NoT EqQual To Cancelled)
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria
Immediate Workflow Actions

Action Type Description
Edit | Remove Field Update set 1st Reminder Due

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

ﬂ Mo workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

Add Time Trigger

6.1 Set Time Trigger to '30 days before Subscription End Date' and Save

Add Time Trigger

Subscription

Workflow Time Trigger Edit

Warkflow Rule 15t Renewal BEeminder

|3II] Days ¥ | |Before v ||Subscription: End Date r
l' ancel

Note: You can change the number of days as required if you wish to give more/less notice.
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7. Select the 'Add Workflow Action' button in the Time Dependent
Workflow Action section.

Edit Rule 1st Renewal Reminder

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Subscription: Eenewal EReminder EQuaLs 15t Reminder Set Reminder) anp (Subscrig
Status NOT EQuaL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

[ 4! 30 Days Before Subscription: End Date  Edit | Delete

Mo workflow actions have been added to this time trigger.

Add Workflow Action ™

[Add Time Triggerl

Installation Manual (c) AAkonsult Pty Ltd 2014
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7.1 Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ¥
. Mew Task

Mew Email Alert

Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

7.2 Select 'Email Alert' from the Choose Action Type drop down menu

Select Existing Actions Help for this Page (

Choose Action TYPE  Search: | Email Alert v for | | | Find

Available Actions Selected Actions

Email Alert: Send Membership Confirmation Email sent after a membership has been approved - -Mone- «
Email Alert: send 1st Renewal Reminder Email
Email Alert: send 2nd Renewal Reminder Email

Add

)
(J

Remaove
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7.3 Add 'Email Alert: send 1st Renewal Reminder Email' and Save

Select Existing Actions Help for ths Page
Ch - - - .
A;"i:*: Search: | Email Alert r| for.| | Find
Type
Available Actions Selected Actions
Email Alert: Send Membership Confirmation Email sent after a membership has been approved « -

Email Alert: send 2nd Renewal Reminder Email

o

Remave

@ [ save | cance
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8. Select the 'Add Workflow Action’ button in the Time Dependent
Workflow Action section.

Edit Rule 1st Renewal Reminder

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Subscription: Eenewal HReminder enuals 1st Reminder,Set Remil
EQUAL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequ

Immediate Workflow Actions

Mo warkflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

4 30 Days Before Subscription: End Date  Edit| Delete

Action Type Description

Edit | Remove Email Alert send 15t Renewal Reminder Email

Add Workflow Action ¥

This Workflow Action is set as a trigger for the 2nd Reminder.
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8.1 Select 'Select Existing Action' from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ']_
| New Task

Mew Email Alert

Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

8.2 Select 'Field Update' from the Choose Action Type drop down menu

Select Existing Actions Help for this Page @

Choose earch: | Field Update v P | | Find

Action Type

Available Actions Selected Actions

iField Update: set 1st Reminder Due Email Alert send 1st Renewal Reminder Email ~
Field Update: set 2nd Reminder Due

Remove

cano
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8.3 Select Field Update: Set 2nd Reminder Due

Select Existing Actions Help for this Pe

Choose Action Type  Search: | Field Update v | for:| | Find

Available Actions '\o,ﬂ Selected Actions
ydate: set 1st Reminder Due * Field Update: set 2nd Reminder Due ~
5
)
mave
W W
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9. Select the 'Add Workflow Action' button in the Immediate Workflow
Actions section.

Edit Rule 1st Renewal Reminder Help for this Page @

Step 3: Specify Workflow Actions Step 3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Subscription: Renewal Reminder EqQuaLs 1st ReminderSet Reminder) aMD (Subscription:
Membership Status NoT EQual To Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ¥ |

Mew Task
New Email Alert L’" Actions  See an example
Mew Field Update
Edit| Delete
Description

Edit | Remove Email Alert send 15t Renewal Reminder Email

Edit | Remove Field Update set 1st Reminder Due
| Add Workflow Action ¥ |

 Add Time Trigger |

Make sure you are NOT adding a time based workflow, but an immediate one
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9.1 Select Field Update

Select Existing Actions

konsult
| PAYMENTS

(sav ) (cancm]

=

Choose Action Type  Sfarch: | Field Update w T |

Available Actions

Field Update: set 1st Reminder Due  ~
Field Update: set 2nd Reminder Due

Save Cancel
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9.2 Select Field Update: Set 1st Reminder Due

Select Existing Actions Help for this Page |
Choose Action Type  Search: | Field Update v| for|

Available Actions
Field Update: set 2nd Reminder Due ~

QL

10. Select 'Done’ button to complete the workflow rule

Edit Rule 1st Renewal Reminder Help for s Fage @

Step 3: Specify Workflow Actions Step 3 of 3

Rule Criteria  {Subscription: Renewal Reminder EQUALS 15t Reminder,Set Reminder) aND (Subscription: Membership Status NOT
EauaL To Cancelled)

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently mest criteria
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10.1 Select 'Activate’ to begin the workflow process

Workflow Rule

1st Renewal Reminder
# Back to List: Workflow Rules

Workflow Rule Detail | Edit || Delete| | Clone

Rule Name  1st Renewal Reminder Object  Subscription

Active Evaluation Criteria  Evaluate the rule
it's edited to sub:

Description  Email Contact a reminder thattheir subscription is now due.

LFPDATE:
Add timehase workflow 30 davs hefore suhscrintion end date

10.2 Set 'Default Workflow User' and Save

Workflow & Approvals Settings Help for this Page @

Specify a default workflow user. Salesforce.com recommends choosing a user with system administrator privileges.

Default Workflow User I| | @y

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second ling.

Enable Email Approval O
Response

A By enabling the email approval response feature, you agree to allow salesforce.com to process email approval responses, update approval requests for all active users in
your organization, and update the approval object on behalf of your arganization’s users.

=

If a Default Workflow User has already been set, this step will be skipped.
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11. Review email template for 1st Reminder [Setup > Administration
Setup> Communication Templates > Email Templates]

System Overview

Personal Setup

[*| My Personal Information
[»] Email

[ Import

(¢ Desktop Integration

[»] My Chatter Settings

App Setup

[*+| Customize

[v] Create

(v Develop

[+| Deploy
Schema Builder
Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates

Adminisiration -etup

[»| Manage Users
[*| Manage Apps
[»| Company Profile
[*| Security Controls

[»| Domain Management
M Communication Templates
etterheads

mail Templates
vail Merge Templates
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11.1 Select AAkonsult Payments from the drop down Folder list

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the ne
email templates when sending single emails. For mass emails. only text, H

Folder | AAkonsult Payments v | Edit| Create New Folder

11.2 Scroll down to find 'Renewal - 1st Reminder'

Feminder

) Benewal - 15t Account i
Edit | Del Reminder w! POF Yisualforce

Edit| Del i Benewal - 15t Reminder Text

Edit | Del |'i"| Fenewal - 1st Reminderwl PDFE Visualforce

) Large Payment'Donation
Edit|Del 1\ onication Text v
Edit | Del * Matching Reminder Text v
Edit | Del * Membership Confirmation Visualforce v
Edit | Del |'i"| Iew Direct Dehit Text v
) MNew Online Membership )
Edit| Del 'i"' Pavment Motification Visualforee v
) Mew Online Pavment
Edit|Del 1 |\ fication Text v
Edit | Del # PayLaterInstructions Text v
Edit| Del % Pavment Receipt Visualforce v
Edit| Del * PavmentSchedule Invoice Visualforce v
Edit | Del |J_-| Recurring Payment Card Expiry  Text v
Edit | Del * Recurring Payment Failure Text v
) Recurring Payment Schedule
Edit|Del 1\t Restarted Tex v
Eenewal - 15t Account
Edit | Del Text v
v
v
v
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11.3 Edit and test your template

Text Email Template
Renewal - 1st Reminder (Managed)

« Back to List: Workflow Rules

Preview your email template below.

[Ii"l This Email Template is managed, meaning that you may only edit certain attributes. Display Maore Information

Email Template Detail | Edit | | Delete || Clone |
Folder  AAkonsult Pavments
Email Template Name ~ Renewal - 15t Reminder Available For Use 7
Template Unique Name  Renewal_1st_Reminder Last Used Date
Hamespace Prefix  AfkPay Times Used

Installed Package  AAKPavments

Encoding  General U3 & Western Europe (IS0-8859-1, 130-LATIM-
1)

Author  Jeff Challis [Change]
Description  Renewal - 15t Reminder, sent automatically by workflow
Created By  Jeff Challis, 3/M1M0/2013 6:00 PM Modified By

L.
g5}

[ Edit l [Deletel [ Clone l

Email Template [ Send Test and Verify Merge Fields l

Subject Membership Renewal

Plain Text Preview
Dear {IMullValue{Contact Firsthame "Supparter,

Your membership is due to expire an the {{AskPay_ Subscription__c AdkPay__End_Date_ ¢}

Fenewing vour membership is easy, simply follow the following link:
{1&AkPay__Subscription__c.AAkKPay_ Renewal _URL__c}

Fegards
The team at {{Qrganization.MName}
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How to send out second automated reminders - contact
level

This workflow setup is required only if you wish to send out a second automated reminder to
members/subscribers.

Quick Steps:

1. Clone Workflow rule "2nd Renewal Reminder [ADD TIME BASED WORKFLOW]" and
rename to "2nd Renewal Reminder"

2. Add a Time-Dependant Action. Set it to fire 10 days after subscription end date (or time
period you would like).
Add Action - use existing workflow - "send 2nd Renewal Reminder Email"

3. Optionally, update the Email and/or PDF templates

Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis *  Help AAkonsult Payments

My Profile

‘)

Ceveloper Console

sportunities  Campaigns  +

Help for this Pa
Logout
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Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions
Tabs

Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings
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Read about Workflows and select ‘Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:

i Tasks—Assign a new taskto a user, role, orrecord owner.
2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.

Installation Manual

(c) AAkonsult Pty Ltd 2014

Page 166



Installation Manual

konsult
| PAYMENTS

Scroll down and select ‘'2nd Renewal Reminder [ADD TIME BASED

WORKFLOWTY'

Edit | Del | Activate

Edit | Activate -
Edit | Activate -+
Edit | Activate

Edit | Activate -
Edit | Activate -

Open the circled rule

Installation Manual

15t Renewal Reminder

15t Renewal Reminder [ADD TIME BAZED

WORKFLOW]

2nd Account Subscription Renewal
FEeminder [ADD TIME BASED

WORKFLOW]

2nd Renewal Reminder [ADD TIME

BASED WORKFLOW]

Account Membership Confirmation

Batch Pavment Processar Mot Bunning
[ADD TIME BASED WORKFLOW]

(c) AAkonsult Pty Ltd 2014

LUFPDATE:

Addtimebase workflow, 30 days before subscription end
- Email Alert: send 15t Renewal Reminder Email

-Field Update: set 2nd Reminder Due

Keep in mind Automatic Renewals

Email Contact a reminder that their subscription is now du

LUFPDATE:

Add timebase workflow, 30 days before subscription end
- Email Alert: send 1st Renewal Reminder Email

- Field Update: set 2nd Reminder Due

Keep in mind Automatic Renewals

Email Account Subscription Cantact a reminder that their ¢

LUFPDATE:
Add Time Based Waorkflow, 10 days after Subscription Enc
- Email Alert: send 2nd Account Subscription Renewal Re

Mote: Automatic Renewals

Email Contact a reminder that their subscription is now du

LUPDATE:
Add Time Based Waorkflow, 10 days after Subscription Enc
- Email Alert: send 2nd Renewal Reminder Email

Keep in mind Automatic Renewals

Sends out a confirmation email when a Account members
MemuBoer renews.

Advise Payment Administrators if a Batch Payment Sched
the last 24 hours.

- Add time based action - 1 day aft Last Batch Processor k
- 3end Email: send reminder that Batch Payments Proces

Femind Payment Administrators if a Batch Payment Proce
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Select 'Clone’

Workflow Rule

2nd Renewal Reminder [ADD TIME BASED WORKFLOW] (Managed)

« Back to List: Workflow Rules

l # This Workflow Rule is managed, meaning that you may only edit certain attrisutes. Display More Information

Rule Hame  2nd Renewal Reminder [ADD TIME BASED WORKFLOW] Object  Subscription

Namespace Prefix  AAKPay Evaluation Criteria Evaluate the rule
it's edited to subs

Workflow Rule Detail | Clone |

Installed Package  AAKPayments
Active
Description  Email Contact a reminder that their subscription is now due.

LIFDATE:
fdd Time Based Workflow, 10 days after Subscription End Date
- Email Alert: send 2nd Renewal Reminder Email

Keepin mind Automatic Renewals

Rule Criteria  (Subscription: ERenewal EReminder EcuaLs 2nd Reminder) ano (Subscription: Membership

Re-name the workflow rule '2nd Renewal Reminder' and select 'Save & Next'

Edit Rule 2nd Renewal Reminder [ADD TIME BASED WORKFLOW] Help for i

Step 2: Configure Workflow Rule

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.

Edit Rule | =Required Infc

o Object  Subscription

2nd Renewal Reminder .

Description
39 remaining

Ak

Email Contact a reminder that their subscription is now due.

S
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Select the 'Add Time Trigger' button

Edit Rule 2nd Renewal Reminder

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Subscription: Renewal EReminder ecusaLs Z2nd Reminder) anD (Subscription:
To Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteri

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

ﬂ Mo workflow actions have been added. Before adding a workflow action, you must have at least ane time trigger defined.

Add Time Trigger

Set Time Trigger to '10 days after Subscription End Date' and Save

Add Time Trigger

Subscription

Workflow Time Trigger Edit

Workflow Rule  2nd Eenewal BEeminder

10 |Days v | |After ¥ | Subscription: End Date v
ll Cancel

Note: You can change the number of days as required if you wish to give more/less notice.
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Select the 'Add Workflow Action' button in the Time Dependent
Workflow Action section.

Edit Rule 2nd Renewal Reminder

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Subscription: ERenewal Reminder EQuaLs 2nd Reminder) anD (Subscription: Me
To Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

[ 4! 10 Days After Subscription: End Date  Edit | Delete

Mo workflow actions have been added to this time trigger.

Add Workflow Action ™

[Add Time Triggerl
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Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ¥
. Mew Task

Mew Email Alert

Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

Select 'Email Alert' from the Choose Action Type drop down menu

Select Existing Actions

Help for this Page |

Choose Action TYPE  Search: | Email Alert v for | | | Find

Available Actions

Email Alert: Send Membership Confirmation Email sent after a membership has been approved -
Email Alert: send 1st Renewal Reminder Email
Email Alert: send 2nd Renewal Reminder Email

Installation Manual (c) AAkonsult Pty Ltd 2014
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Add 'Email Alert: send 2nd Renewal Reminder Email' and Save

Select Existing Actions Help for ths Page

c:‘;";‘: Search: | Email Alert r| for:| |

Type

Available Actions Selected Actions

Email Alert: Send Membership Confirmation Email sent after a membership has been approved « -

Email Alert: send 1st Renewal Reminder Email
(1

Remave

(] 1E ==
Select 'Done’ button to complete the workflow rule

Edit Rule 2nd Renewal Reminder Help for this Page @

Step 3: Specify Workflow Actions Step3of3
Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Subscription: Renewal Reminder equals 2nd Reminder) AWD (Subscription: Membership Status NMOT EQUAL

To Cancelled)
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Select 'Activate’ to begin the workflow process

Workflow Rule

2nd Renewal Reminder

« Back to List: Worlkflow Rules

Workflow Rule Detail [ Edit l [nelete] [ Clone

Rule Name  2nd Renewal Reminder Object  Subscription

Active Evaluation Criteria  Evaluate the rule
it's edited to sub

Description  Email Contact a reminder that their subscription is now due.

UFPDATE:

AdAd Tiemm Flmmm s llmelFlmcas AN Amiim mBme Dl mrimdimm T Timds
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Set 'Default Workflow User' and Save

Workflow & Approvals Settings Help for this Page @

Specify a default workflow user. Salesforce.com recommends choosing a user with system administrator privileges.

Default Workflow User I| | ay

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second line.

Enable Email Approwval O
Response

£\ By enabling the email approval response feature, you agree to allow salesforce.com to pracess email approval responses, update approval requests for all active users in
your arganization, and update the approval object on behalf of your organization's users.

Canoel

If a Default Workflow User has already been set, this step will be skipped.
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Review email template for 2nd Reminder [Setup > Administration
Setup> Communication Templates > Email Templates]

System Overview

Personal Setup

[*| My Personal Information
[»] Email

[ Import

(¢ Desktop Integration

[»] My Chatter Settings

App Setup

[*+| Customize

[v] Create

(v Develop

[+| Deploy
Schema Builder
Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates

Adminisiration -etup

[»| Manage Users
[*| Manage Apps
[»| Company Profile
[*| Security Controls

[»| Domain Management
M Communication Templates
etterheads

mail Templates
vail Merge Templates
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Select AAkonsult Payments from the drop down Folder list

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the ne
email templates when sending single emails. For mass emails. only text, H

Folder | AAkonsult Payments v | Edit| Create New Folder

Scroll down to find 'Renewal - 2nd Reminder’

AAkonsult Payments

Below is a list of all yvour email templates in the folder selected. Click the new |
email templates when sending single emails. For mass emails, only text, HTI

Folder | AAkansult Payments v | Edit| Create New Folder

Hew Template

Action Email Template Hame + Template Type Available For
Renewal - 2nd Account Reminder | ..

Edit| Del % o ADF visualforce v

Edit| Del “{ Benewal - 2nd Reminder Text v

Edit| Del * Renewal - 2nd Reminder w/ PDF  Visualforce v
Subscription lssue Mailout

Edit | Del F’rncessﬂ Text e
Subscription Issue Pavment

Edit| Del . - Text v

Process

A template with a PDF attachment is also available.
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Edit and test your template

Text Email Template

Renewal - 2nd Reminder (Managed)

« Back to List: Workflow Rules

Preview your email template below.

[|i'-| This Email Template is managed, meaning that you may only edit certain attributes. Display More Information

Email Template Detail | Edit || Delete || Clone |

Folder  AAkonsult Payvments

Email Template Name  Renewal - 2nd Reminder Available For Use "
Template Unique Name  Renewal_2nd_Reminder Last Used Date
Hamespace Prefix  AAkPay Times Used

Installed Package  AAkPayvments

Encoding  General LS & Western Europe (IS0-8858-1, 130-LATIMN-
1)

Author  Jeff Challis [Change]
Description  Renewal - 2nd Reminder, sent automatically by workflow
Created By  Jeff Challis, 3M0/2013 5:00 PM Maodified By  JeffC

[ Edit l [Deletel [ Clone l

Email Template [ Send Test and Verify Merge Fields l

Subject Membership Renewal

Plain Text Preview
Cear {MullValue(Contact Firsthame,"Supporter™),

This is a reminder ta that vour membership is due to expire an the
{1AakPay_ Subscription__c AAkPay__End_Date_ ch

Renewing your membership is easy, simply follow the following link:
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How to send out first automated reminders - account
level

For first membership reminders at an Account (organisational) level.

The workflow setup process is very similar to the “WORKFLOW: First Renewal Reminder Contact
Level” and “WORKFLOW: Second Renewal Reminder Contact Level” processes described above.
With the exception of basing the template workflows from “1st Account Subscription Renewal
Reminder [ADD TIME BASED WORKFLOW]” and “2nd Account Subscription Renewal Reminder
[ADD TIME BASED WORKFLOWT”.

Quick Steps:

1. Clone Workflow rule "1st Account Subscription Renewal Reminder [ADD TIME BASED
WORKFLOW]" and rename to "1st Account Subscription Renewal Reminder"

2. Add Immediate Workflow Actions. Select Existing - Field Update "Set 1st Account Reminder"

3. Add a Time-Dependant Action. Set it to fire 30 days before Account Subscription End Dates
(or time period you would like).
Add Action - use existing workflow - "Email Alert: send 1st Account Subscription Renewal
Reminder Email"
Add Action - use existing workflow - "Field Update: set 2nd Reminder Due"

4. Optionally review and update the renewal reminder email templates.

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis *  Help AAkonsult Payments

Wy Profile

‘)

Developer Console

sportunities  Campaigns  +

Help for this Pa
Logout
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1.1 Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions
Tabs

Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings

Installation Manual
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2. Read about Workflows and select 'Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:
i Tasks—Assign a new taskto a user, role, orrecord owner.

2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.
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3. Select "1st Account Subscription Renewal Reminder [ADD TIME
BASED WORKFLOWT'

Configure your organization’s workflow by creating workflow rules. Each warkflow rule consists of

« (Criteria that cause the workflow rule to run.

+ |mmediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically
email that notifies the account team when a new high-value opportunity is created.

+ Time-dependent actions that queue when a record matches the criteria, and execute according to time triggers. For
example, salesforce.com can automatically send an email reminder to the account team if a high-value opportunity i

View: | All Workflow Rules ¥ | Create New View

A/BICIDIEIFIGIH|I|J/K/LI MM O

Action

Edit | Activate

Edit | Activate

Edit | Activate

Rule Hame *

1st Account Subscription Renewal
# Reminder [ADD TIME BASED

WORKFLOW]

IJ_"I 1st Renewal Reminder [ADD TIME
BASED WORKFLOW]

2nd Account Subscription Renewal

. Reminder [ADD TIME BASED
WORKFLOW]

Open the circled rule

Installation Manual
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New Rule

EmailAccount Subscription Contact a reminder that their su

Description

UPDATE:

Add timebase workflow, 30 days before subscription end dz
- Email Alert: send 1st Account Subs Renewal Reminder Er
- Field Update: set Znd Reminder Due

Email Contact a reminder that their subscription is now due

LUFPDATE:

Add timebase workflow, 30 days before subscription end dz
- Email Alert: send 15t Renewal Reminder Email

- Field Update: set 2nd Reminder Due

Keepin mind Automatic Renewals

Email Account Subscription Cantact a reminder that their su

UFDATE:

Add Time Based Workflow, 10 days after Subscription End [
- Email Alert: send 2nd Account Subscription Renewal Rem
Mote: Automatic Renewals

Email Mantart a ramindar that thair ciherrintinn ic nnwe dna
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4. Select 'Clone’

Workflow Rule

1st Account Subscription Renewal Reminder [ADD TIME BASED
WORKFLOW] (Managed)

« Back to List: Workflow Rules

l # This Workflow Rule is managed, meaning that you may only edit certain attrisutes. Display More Information

Workflow Rule Detail | Clone |

Rule Name st Account Subscription Renewal Reminder [ADD TIME Object  Account Subscrip
BASED WORKFLOW)]
Hamespace Prefix  AAKPay Evaluation Criteria  Evaluate the rule-

it's edited to subs
Installed Package  AfAkKPayments
Active
Description  EmailAccount Subscription Contact a reminder that their subscription is now due.

LPDATE:

Add timebase workflow, 30 days before subscription end date
- Email Alert: send 1st Account Subs Renewal Reminder Email
- Field Update: set 2nd Reminder Due

4.1 Re-name the workflow rule '1st Account Subscription' and select 'Save &
Next'

Edit Rule 1st Account Subscription Renewal Reminder [ADD TIME BASED WORKFLOW

Step 2: Configure Workflow Rule

oo

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.
Edit Rule I = Required In
o Object  Account Subscription
e teme | fst Account Subscription
Description [ aiiaccount Subscription Contact a reminder that their subscription is =
=i now due. P
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5. Select the 'Add Workflow Action'

Edit Rule 1st Account Subscription Renewal Reminder Help forthis Page {
Done

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Lccount Sukbscription: Renewal Reminder eauals 1st Reminder Set Reminder) aMD (Zccount
Subscription: Membership Status NOT EQUAL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

No workflow actions have heen added.

Add Workflow Action ¥
Mew Task

Mew Email Alert

MNew Field Update
New Quthound Message
Select Existing Action

bt

ions See an example

been added. Before adding a workflow action, you must have at least one time trigger defined.

Select Add Workflow Action under the "Immediate Workflow Actions" Sections. Then 'Select Existing
Action'.
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5.1 Add existing field update - Set First Reminder Due

Select Existing Actions Help for this
()
Choose Action Type  Search: | Field Update [v| for| | [ Find ]

Available Actions Selected Actions

o Field Update: set 2nd Reminder Due - l"°'| Field Update: Set 1st Account Reminder i3

Add

L)
(J

Remove

Then select Field Update from the Action Type and move "Set First Reminder" to the 'Selected
Actions' and Save.
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6. Select the ‘Add Time Trigger' button

Edit Rule 1st Account Subscription Renewal Reminder Hepfor this Page @

Step 3: Specify Workflow Actions Step3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Rccount Subscription: Renewal Reminder eauals 1st Reminder.Set Reminder) sND {(Rccount
Subscription: Membership Status MOT EQUal TO Cancelled)
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria
Immediate Workflow Actions

Action Type Description
Edit | Remove Field Update Set 1st Account Reminder

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

@ Moworkflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

l Add Time Trigger .

6.1 Set Time Trigger to '30 days before Subscription End Date' and Save

Add Time Trigger

Account Subscription

Workflow Time Trigger Edit

Workflow Rule  1st Account Subscription

a0 Days ¥ | |Before ¥ || Account Subscription: End Date

B=

Note: You can change the number of days as required if you wish to give more/less notice.
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7. Select the 'Add Workflow Action' button in the Time Dependent
Workflow Action section.

Edit Rule 1st Account Subscription

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Account Subscription: Renewal Eeminder ecuals 1st Reminder Set Reminder) an
Membership Status MOT EQUAL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

[ 4! 30 Days Before Account Subscription: End Date  Edit| Delete

Mo workflow actions have been added to this time trigger.

Add Workflow Action ™

[Add Time Triggerl
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7.1 Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ¥
. Mew Task

Mew Email Alert

Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

7.2 Select 'Email Alert' from the Choose Action Type drop down menu

Select Existing Actions Help for this Page (

Choose Action TYPE  Search: | Email Alert v for | | | Find

Available Actions Selected Actions

Email Alert: Send Membership Confirmation Email sent after a membership has been approved - -Mone- «
Email Alert: send 1st Renewal Reminder Email
Email Alert: send 2nd Renewal Reminder Email

Add

)
(J

Remaove
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7.3 Add 'Email Alert: send 1st Renewal Reminder Email' and Save

Select Existing Actions Help for ths Page
Ch - - - .
A;"i:*: Search: | Email Alert r| for.| | Find
Type
Available Actions Selected Actions
Email Alert: Send Membership Confirmation Email sent after a membership has been approved « -

Email Alert: send 2nd Renewal Reminder Email

o

Remave

@ [ save | cance
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8. Select the 'Add Workflow Action’ button in the Time Dependent
Workflow Action section.

Edit Rule 1st Account Subscription

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Account Subscription: Renewal EReminder EqQualLs 1st Reminde
Membership Status MOT EQUAL To Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequ

Immediate Workflow Actions

Mo warkflow actions have been added.

Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

4 30 Days Before Account Subscription: End Date  Edit | Delete

Action Type Description

Edit | Remove Email Alert send 1st Account Subscription Renews

Add Workflow Action ™

This Workflow Action is set as a trigger for the 2nd Reminder.
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8.1 Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ¥
. Mew Task

Mew Email Alert

Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

8.2 Select 'Field Update' from the Choose Action Type drop down menu

Select Existing Actions Help for this Page @

Choose Action Type  searcH | Field Update w | for| | | Fina

Available Actions Selected Actions
Field Update: Set 1st Account Reminder ~ Email Alert send 1st Account Subscription Renewal Reminder Email
Field Update: set 2nd Reminder Due
Add
Remove
L L
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8.3 Add 'Field Update: set 2nd Reminder Due' and press Save

Select Existing Actions Help for this Page @

Choose Action Type  Search: | Field Update v| for|

| | Fina

Available Actions Selected Actions

Field Update: Set 1st Account Reminder ~ Email Alert send 1st Account Subscription Renewal Reminder Email ~

date: set 2nd Reminder Due

9 &

Remove

@ [ :..:]mm.
9. Select the Add Immediate Workflow Actions Section
Edit Rule 1st Account Subscription Renewal Reminder Helpfr tis Page @

Step 3: Specify Workflow Actions Step 3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Account Subscription: Renewal Reminder eoualLs 1st ReminderSet Reminder) anD (Account Subscription:
Membership Status NOT EQUAL TC Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ¥ l

Mew Task
New Email Alert }w Actions  See an example
Mew Field Update

Nt Subscription: End Date Edit | Delete

Eelect Existing Action
Type Description
Edit | Remove Email Alert

send 1st Account Subscription Renewal Reminder Email

Edit | Remove Field Update set2nd Reminder Due

| Add Workflow Action ¥ |

Add Time Trigger
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9.1 Select 'Select Existing Action’

Mo workflow actions have been added.

Add Workflow Action ¥ |

Mew Task L‘,
New Email Alert Actions
Mew Field Update
o Meceaga Nt SUbSCriptio
Select Existing Action
Type
Edit | Remove Emai
Edit | Remove Field

9.2 Select 'Field Update' from the Choose Action Type drop down menu

Select Existing Actions

Choose Action Type | Find
Selected Actions
Field Update: Set 1st Account Reminder ~ -Mone— ~
Field Update: set 2nd Reminder Due
Add
Remaove
W W

=
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9.3 Add ‘Field Update: Set 1st Account Reminder"

Select Existing Actions

Choose Action Type  Search: | Field Update v | for:| | | Find
Available Actions o Selected Actions

Field Update: set2nd Reminder Due  ~

O =)

10. Select 'Done’' button to complete the workflow rule

Edit Rule 1st Account Subscription Help or ths Page @

Step 3: Specify Workflow Actions Step3of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  {(Account Subscription: Renewal Reminder equaLs 1st ReminderSet Reminder) anD {(Account Subscription:
Memkership Status MOT EQUAL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria
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10.1 Select 'Activate’ to begin the workflow process

Workflow Rule

1st Account Subscription
« Back to List: Workflow Rules

Workflow Rule Detail | Edit || Delete| | Clone

Rule Name  1st Account Subscription Object  Account Subscrif

Active Evaluation Criteria  Evaluate the rule
it's edited to sub:

Description  EmailAccount Subscription Contact a reminder that their subscription is now due.

LFPDATE:
Add timehase workflow 30 davs hefore suhscrintion end date

10.2 Set 'Default Workflow User' and Save

Workflow & Approvals Settings Help for this Page @

Specify a default workflow user. Salesforce.com recommends choosing a user with system administrator privileges.

Default Workflow User I| | @y

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second ling.

Enable Email Approval O
Response

A By enabling the email approval response feature, you agree to allow salesforce.com to process email approval responses, update approval requests for all active users in
your organization, and update the approval object on behalf of your arganization’s users.

=

If a Default Workflow User has already been set, this step will be skipped.
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11. Review email template for 1st Reminder [Setup > Administration
Setup> Communication Templates > Email Templates]

System Overview

Personal Setup

[*| My Personal Information
[»] Email

[ Import

(¢ Desktop Integration

[»] My Chatter Settings

App Setup

[*+| Customize

[v] Create

(v Develop

[+| Deploy
Schema Builder
Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates

Adminisiration -etup

[»| Manage Users
[*| Manage Apps
[»| Company Profile
[*| Security Controls

[»| Domain Management
M Communication Templates
etterheads

mail Templates
vail Merge Templates
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11.1 Select AAkonsult Payments from the drop down Folder list

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the ne
email templates when sending single emails. For mass emails. only text, H

Folder | AAkonsult Payments v | Edit| Create New Folder

11.2 Scroll down to find 'Renewal - 1st Account Reminder’

) Large Payment/Dionation
Edit| Del 1 Notfication Text
Edit | Del # Matching Reminder Text
Edit | Del |'i"| Membership Confirmation Yisualforce
Edit| Del # New Direct Debit Text
) Mew Online Membership )
Edit | Del 'i"' Pavment Motification Visualtorce
) Mew Online Payment
Edit| Del 3 \otication Text
Edit | Del |'i"| Pay Later Instructions Text
Edit | Del H_-, Payment Recaipt YWisualforce
Edit | Del |J_-, Payment Schedule Invoice Yisualfarce

Edit | Del |J_-| Recurring Payment Card Expiry  Text

Edit | Del H_'-, Eecurring Payment Failure Text

IJ_"I Recurring Pavment Schedule
Mot Restated

Fenewal - 15t Account

) Eenewal - 15t Account i
Edit | Del Reminder w! POF Yisualforce

Edit | Del Text

Edit | Del # Renewal - 1stReminder Text

S T T T e O T U T O R S N

Edit | Del |'i"| Fenewal - 1st Reminderwl PDFE Visualforce

A template with a pdf attachment is also available.
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11.3 Edit and test your template

Text Email Template

Renewal - 1st Account Reminder (Managed)

« Back to List: Workflow Rules

Preview your email template below.

[|i'-| This Email Template is managed, meaning that you may only edit certain attributes. Display More Information

Email Template Detail | Edit || Delete || Clone |
Folder  AAkonsult Payments
Email Template Name  Renewal - 15t Account Reminder Available For Use v
Template Unique Name  Renewal_1st_Account_Reminder Last Used Date
Hamespace Prefix  AAkPay Times Used

Installed Package  AAKPayments

Encoding  General U3 & Western Europe (IS0-8859-1, 130-LATIMN-
1)

Author  Jeff Challis [Change]

Description Renewal - 15t Account Subscription Reminder, sent automatically by workflow
Created By  Jeff Challis, 3/110/2013 6:00 FM Modified By  JleffC

[ Edit l [I}elete] [ Clone l

Email Template [ Send Test and Verify Merge Fields l

Subject Membership Renewal

Plain Text Preview
Dear {MullvValue(Contact FirstName “Supporter),

Your membership is due to expire on the {{44kPay__Account_Subscription__c.A4kPay_ End_Date_ cl.

Renewing your membership is easy, simply follow the following link:
{IA&kPay__ Account_ZSubscription___cA4kPay_ Renewal _URL__ c}

Regards
The team at {!{Organization.Mame}
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How to send out second automated reminders - account
level

For second membership reminders at an organisational level.

The workflow setup process is very similar to the “WORKFLOW: First Renewal Reminder Contact
Level” and “WORKFLOW: Second Renewal Reminder Contact Level” processes described above.
With the exception of basing the template workflows from “1st Account Subscription Renewal
Reminder [ADD TIME BASED WORKFLOW]” and “2nd Account Subscription Renewal Reminder
[ADD TIME BASED WORKFLOWT”.

Quick Steps:

1. Clone Workflow rule " 2nd Account Subscription Renewal Reminder [ADD TIME BASED
WORKFLOW]" and rename to "2nd Account Subscription Renewal Reminde"

2. Add a Time-Dependant Action. Set it to fire 10 days after Account Subscription End Dates (or
time period you would like).
Add Action - use existing workflow - "Email Alert: send 2nd Account Subscription Renewal
Reminder Email"

3. Optionally review and update the renewal reminder email templates.

Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis *  Help AAkonsult Payments

[y Profile

‘)

Developer Console

aportunities Campaigns <+

Help for this Pa
Logout
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Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions
Tabs

Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings

Installation Manual
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Read about Workflows and select ‘Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:

i Tasks—Assign a new taskto a user, role, orrecord owner.
2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.
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Scroll down and select '2nd Account Subscription Renewal Reminder
[ADD TIME BASED WORKFLOWT'

Edit | Del | Activate

Edit | Activate

Edit | Activate

Edit | Activate

Edit | Activate

Edit | Activate

15t Renewal Reminder

15t Renewal Reminder [ADD TIME BAZED

Ii"l WORKFLOW]

2nd Account Subscription Renewal
#, Reminder [ADD TIME BASED

WORKFLOW]

2nd Renewal Reminder [ADD TIME
BASED WORKFLOW]

Ii"l Account Membership Confirmation

Batch Pavment Processar Mot Bunning
[ADD TIME BASED WORKFLOW]

th

Open the circled rule

Installation Manual

(c) AAkonsult Pty Ltd 2014

LUFPDATE:

Addtimebase workflow, 30 days before subscription end
- Email Alert: send 15t Renewal Reminder Email

-Field Update: set 2nd Reminder Due

Keep in mind Automatic Renewals

Email Contact a reminder that their subscription is now du

LUFPDATE:

Add timebase workflow, 30 days before subscription end
- Email Alert: send 1st Renewal Reminder Email

- Field Update: set 2nd Reminder Due

Keep in mind Automatic Renewals

Email Account Subscription Cantact a reminder that their ¢

LUFPDATE:
Add Time Based Waorkflow, 10 days after Subscription Enc
- Email Alert: send 2nd Account Subscription Renewal Re

Mote: Automatic Renewals

Email Contact a reminder that their subscription is now du

LUPDATE:
Add Time Based Waorkflow, 10 days after Subscription Enc
- Email Alert: send 2nd Renewal Reminder Email

Keep in mind Automatic Renewals

Sends out a confirmation email when a Account members
MemuBoer renews.

Advise Payment Administrators if a Batch Payment Sched
the last 24 hours.

- Add time based action - 1 day aft Last Batch Processor k
- 3end Email: send reminder that Batch Payments Proces

Femind Payment Administrators if a Batch Payment Proce
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Select 'Clone’

Workflow Rule

2nd Account Subscription Renewal Reminder [ADD TIME BASED
WORKFLOW] (Managed)

« Back to List: Workflow Rules

l # This Workflow Rule is managed, meaning that you may only edit certain attrisutes. Display More Information

Workflow Rule Detail |]

Rule Name  2nd Account Subscription Renewal Reminder [A00 TIME Object  Account Subscrip
BASED WORKFLOW)]
Hamespace Prefix  AAKPay Evaluation Criteria  Evaluate the rule-

it's edited to subs
Installed Package  AfAkKPayments
Active

Description  Email Account Subscription Contact a reminder that their subscription is now due.

UPDATE:
Add Time Based Workdflow, 10 days after Subscription End Date
- Email Alert: send 2nd Account Subscription Renewal Reminder Email

Re-name the workflow rule '2nd Account Subscription’ and select 'Save & Next'

Edit Rule 2nd Account Subscription Renewal Reminder [ADD TIME BASED WORKFEOW

Step 2: Configure Workflow Rule

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.

Edit Rule | =Required Infc

o Object  Account Subscription

2nd Account Suhscription

Description  [Eroa) account Subscription Contact a reminder that their subscription is =
e ) now due.

A

S
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Select the 'Add Time Trigger' button

Edit Rule 2nd Account Subscription

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Account Subscription: ERenewal Eeminder equals 2nd Reminder) anD (Ziccowm
Status HOT EQUaL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteri

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

ﬂ Mo waorkflow actions have been added. Before adding a workflow action, you must have at least ane time trigger defined.

[Add Time Trigger‘

Set Time Trigger to '10 days after Subscription End Date' and Save

Add Time Trigger

Account Subscription

Workflow Time Trigger Edit

Workflow Rule  2nd Account Subscription

10 |Days v | | After ¥ || Account Subscription: End Dte

ll Cancel

Note: You can change the number of days as required if you wish to give more/less notice.
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Select the 'Add Workflow Action' button in the Time Dependent
Workflow Action section.

Edit Rule 2nd Account Subscription

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Account Subscription: Renewal EReminder EcualLs 2nd Reminder) anD (Account
Status NOT EQUaL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

[ 4! 10 Days After Account Subscription: End Date  Edit | Delete

Mo workflow actions have been added to this time trigger.

Add Workflow Action ™

[Add Time Triggerl
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Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ™
. Mew Task

Mew Email Alert

Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

Select 'Email Alert' from the Choose Action Type drop down menu

Select Existing Actions

Help fi

' Choose Action Type  gaqrch: |Emai| Alert 'i for: | | Find

Available Actions

Email Alert: Send Account Membership Confirmation Email sent after a membership has been approved -
Email Alert: send 1st Account Subscription Renewal Reminder Email

Installation Manual (c) AAkonsult Pty Ltd 2014
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Add 'Email Alert: send 2nd Renewal Reminder Email' and Save

Select Existing Actions

c:‘;";‘: Search: | Email Alert r| for:| |

Type

Available Actions Selected Acti

Email Alert: Send Account Membership Confirmation Email sent after a membership has been approved ~ * _
Email Alert: send 1st Account Subscription Renewal Reminder Email

Remaove

m ancel

Select 'Done’ button to complete the workflow rule

Edit Rule 2nd Account Subscription Hep for tris Page @

Step 3: Specify Workflow Actions Step 3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Account Subscription: Renewal Reminder eqQuaLs 2nd Reminder) AMD (iccount Subscription: Membership
Status NOT EQUAL TO Cancelled)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently mest criteria

Select 'Activate’ to begin the workflow process

Workflow Rule

2nd Account Subscription

« Back to List: Worlkflow Rules

Workflow Rule Detail [ Edit l [nelete] [ Clone

Rule Name  2nd Account Subscription Object  Account Subscri

Active Evaluation Criteria  Evaluate the rule
it's edited to sub

Description Email Account Subscription Contact a reminder that their subscription is now due.

I AT .
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Set 'Default Workflow User' and Save

Workflow & Approvals Settings Help for this Page @

Specify a default workflow user. Salesforce.com recommends choosing a user with system administrator privileges.

Default Workflow User I| | ay

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second line.

Enable Email Approwval O
Response

£\ By enabling the email approval response feature, you agree to allow salesforce.com to pracess email approval responses, update approval requests for all active users in
your arganization, and update the approval object on behalf of your organization's users.

Canoel

If a Default Workflow User has already been set, this step will be skipped.
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Review email template for 2nd Reminder [Setup > Administration
Setup> Communication Templates > Email Templates]

System Overview

Personal Setup

[*| My Personal Information
[»] Email

[ Import

(¢ Desktop Integration

[»] My Chatter Settings

App Setup

[*+| Customize

[v] Create

(v Develop

[+| Deploy
Schema Builder
Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates

Adminisiration -etup

[»| Manage Users
[*| Manage Apps
[»| Company Profile
[*| Security Controls

[»| Domain Management
M Communication Templates
etterheads

mail Templates
vail Merge Templates
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Select AAkonsult Payments from the drop down Folder list

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the ne
email templates when sending single emails. For mass emails. only text, H

Folder | AAkonsult Payments v | Edit| Create New Folder

Scroll down to find 'Renewal - 2nd Account Reminder'

|:[||t||_]e| |:| FAyIment mecelpi Visudlrce
Edit | Del H_-, Payment Schedule Invoice Visualforce
Edit | Del H_-, Eecurring Payment Card Expiry  Tex
Edit | Del |J_=| Recurring Pavment Failure Text

. Becurring Payment Schedule
Edit|Del % ot Restarted Tex

Fenewal - 1st Account
Reminder

Edit | Del Text

) Renewal - 15t Account )
Edit | Del Reminder w! POE Yisualforce

Edit| Del * Renewal - 1stReminder Text

Edit | Del H_-, Eenewal - 1st Reminder w/ PDF  Visualforce

Fenewal - 2nd Account
Feminder

RIR|R IR | XN | XN KK |K|D

Edit | Del Text

A template with a PDF attachment is also available.
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Edit and test your template

Text Email Template

Renewal - 2nd Account Reminder (Managed)

« Back to List: Workflow Rules

Preview your email template below.

[|i'-| This Email Template is managed, meaning that you may only edit certain attributes. Display More Information

Email Template Detail | Edit || Delete || Clone |

Folder  AAkonsult Payvments

Email Template Name  Renewal - 2nd Account Reminder Available For Use 7
Template Unique Name  Renewal_2nd_Account_Reminder Last Used Date
Hamespace Prefix  AAkPay Times Used

Installed Package  AAkPayvments

Encoding  General LS & Western Europe (IS0-8858-1, 130-LATIMN-
1)

Author  Jeff Challis [Changel
Description Renewal - 2nd Account Subscription Reminder, sent automatically by warkflow
Created By  Jeff Challis, 3M110/2013 6:00 FM Modified By  JeffC

[ Edit l [Deletel [ Clone l

Email Template [ Send Test and Verify Merge Fields l

Subject Membership Renewal

Plain Text Preview
Cear {MullValue(Contact Firsthame,"Supporter™),

This is a reminder ta that vour membership is due to expire an the
f1AakPay_ Account_Subscription___cAAkPay_ End_Date ¢l

Renewing your membership is easy, simply follow the following link:
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Page 209




Installation Manual konsult
[ PAYMENTS

How to activate the Membership Confirmation workflow

This workflow triggers the sending of a Subscriber/Membership Confirmation letter. This is used by
organisations that have a membership approval process and after the new member has been
approved, they then send out a confirmation letter.

The same process can be applied to organisational subscriptions. Activate 'Account Membership
Confirmation' instead.

Quick Steps - Contact Level memberships

1. Activate workflow: Membership Confirmation
2. Optionally, review the Email Template associated with the confirmation email

Quick Steps - Account Level memberships

1. Activate workflow: Account Membership Confirmation
2. Optionally, review the Email Template associated with the confirmation email

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis «

My Prafile
ipti b
=

Developer Console

Logout
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2. Select 'Workflow Rules'

Custom Labels
Objects
Packages
Report Types
Global Actions
Tabs

Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Paost Templates
Settings

Installation Manual
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3. Read about Workflows and select '‘Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:

i Tasks—Assign a new taskto a user, role, orrecord owner.
2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.

Installation Manual
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4. Use the alphabetical look-up to find ‘Membership Confirmation'

All Workflow Rules

Canfigure your organization’s workflow by creating workflow rules. Each workflow rule cansists of;

« Criteria that cause the warkflow rule to run.

+« |mmediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an en
notifies the account team when a new high-value oppartunity is created.

« Time-dependent actions that queue when a record matches the criteria, and execute according to time triggers. For example,
salesforce.com can automatically send an email reminder to the account team if a high-value opportunity is still open ten days |

View: | all Workflow Rules ¥ | Create Mew View

Alplc/o|E|/F|G|H|1J|K LIM]N

Edit | Deactivate |i-| mark Refunds as Receipted for Matching Mark Refunds as having been receipted so they will go through the ma

Edit | Activate Sends out a confirmation email when a membership is approved or ar

AECDEFGHIJKLHlN

Action Rule Hame + Description

5. Select 'Activate’

Workflow Rule Help for this Page o

Membership Confirmation (Managed)

« Back to List: Workflow Rules

[ é This Workflow Rule is managed, meaning that you may only edit certain attrioutes. Display More Information l

Workflow Rule Detail  Activate |

Rule Name  Membership Confirmation Object  Subscription
Hamespace Prefix ~ AAkPay Evaluation Criteria ~ Evaluate the rule when a record is created, and every time
it's edited

Installed Package  AAkPayments
Active
Description  Sends out a confirmation email when a membership is approved or an approved member renews.

Rule Criteria  OR( AND(ISNEW(),ISPICKVAL( AtkPay__Membership_Status__c “Approved’)), AND{ISCHANGED AAkPay__Last Renewed__c) ISPICKVALL
AAkPay_Membership_Status__c “Approved”)), AND{ISCHANGED( A4kPay__Membership_Status__c ) ISPICKVAL( A4kPay_ Membership_Status__c
CApprovedT)) )

Created By  Jeff Challis, 2/10/2013 6:00 PM Modified By  Carol Challis, 23/07/2014 10:47 AM
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How to set up recurring payments

Please note, this workflow is ONLY required if you wish to use the Variable Recurring Payments
process and want to have the recurring payments processed automatically after they transactions
are generated.

This workflow is generally superseded by using the Regular Recurring Payment option (as defined
on the Payment Form related to the Merchant Facility Tab). This is the default option for all new
installations of AAkonsult Payments.

Salesforce already comes with workflow templates that cannot be altered. These instructions show
how to create a copy of the template which is then updated to suit AAkonsult Payment's functionality.

This workflow reminds administrators to restart the Recurring Payment Processor, such someone
stop the Recurring Payment Processor, but for some reason forgets to restart it within 1 day.

Salesforce already comes with workflow templates that cannot be altered. These instructions show
how to create a copy of the template which is then updated to suit AAkonsult Payment's functionality.

Quick Steps:

1. Clone Workflow rule "Payments - Recurring Process [ADD TIME BASED WORKFLOW]" and
rename to "Payments - Recurring Process"

2. Add a Time-Dependant Action. Set it to fire 1 hour after Rule Trigger date.

3. Add Action - Use existing workflow - "Field Update: set Status Payment Start"

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis *  Help AAkonsult Payments

Wy Profile

‘)

Developer Console

sportunities  Campaigns  +

Help for this Pa
Logout
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1.1 Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions
Tabs

Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings

Installation Manual
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2. Read about Workflows and select 'Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:

i Tasks—Assign a new taskto a user, role, orrecord owner.
2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.
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3. Scroll down to find 'Payments - Recurring Process [ADD TIME
BASED WORKFLOWT]' and select

Direct Debit Notification of Bulk Update AN mall IS SentIo e person requesting e Lirect Leoit oul
processing is now complete.

Edit | Deactivate

Complete This is run for Direct Debit (add to batch/complete batch)
i ) Direct Diebit Motification of Extract An email is sentto the person requesting the Direct Debit Exti
Edit | Deactivate Complete that the extractis complete and available for them to downloa
Edit | Deactivate |i-, Error Log Motification Send Motification that a new errar has been logged.

Impart File Motification of Processing
Complete

Edit | Deactivate Sends an email after Impornt File Processing request has bee
Motification is sentto the PaymentType Donor Care when the

Edit| Deactivate 'i"' Large Donaton/Payment Aler transaction is greater than the PaymentType Large Payment £

Edit | Deactivat mark Refunds as Receipted for Mark Refunds as having been receipted so they will go throuc
it| Deactivate Matching process

Sends out a confirmation email when a membership is appre

Edit | Activate |'i"| Membership Confirmation member renews.

LIPDATE:

- configure who in your organisation is to get this nofification.
2end an internal notification that a new online MEMEERSHIP
made and receipting, matching completed.

MB: OMLY works when background processor gaoing.

LPDATE:

- configure wha in your arganisation is to getthis notification.
Send an internal notification that a new online payment has b
[Memberships as this is a separate workflow notification)

Ii"l Mew Online Membership Pavment

Edit | Activate Motification

Edit | Activate |i-, Mew Online Payment Motification

Recurring Payments are placed in the Payments Queues with
This time based waorkflow moves it to Payment Start to do the

Ii"l Pavments - Recurring Process [ADD

Edit| Activate TIME BASED WORKFLOW] UPDATE:

1 Hrafttrg
-Filed Update: set Status Payment Start

For organisations that need to get their card holders expiry da

Edit | Deactivate 'i"' Recuring Pa,ment Lard Expir, payments, this workflow will remind you of when to follow up.

Should a card be declined during a recurring payment send o

Edit| Deactivate 'i"' Recuming Pavment Errol staff so they can follow up the reasans for the failure.

Show me fewer & | W more records per list page

Open the circled rule
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4. Select 'Clone’

Workflow Rule
Payments - Recurring Process [ADD TIME BASED WORKFLOW] (Managed)

« Back to List: Workflow Rules

l # This Workflow Rule is managed, meaning that you may only edit certain attrisutes. Display More Information

Workflow Rule Detail l]

Rule Name  Payments - Recurring Process [ADD TIME BASED WORKFLOW]
Hamespace Prefix  AAKPay

Installed Package  AAKPaymentis
Active
Description  Recurring Payments are placed in the Payments Queues with Recurring Start status. This
IUFDATE:

1 Hrafttrg
-Filed Update: set Status Payment Start

Rule Criteria ~ Payment Txn: Status EQUALS Recurring Start
Created By  Jeff Challis, 3M0/2013 6:00 PM

4.1 Re-name the workflow rule 'Payments - Recurring’

Edit Rule Payments - Recurring Process [ADD TIME BASED WORKFLOW]  feefertispas: @

Step 2: Configure Workflow Rule Step 2 of 3

[Pre\rious] [S-ave& Nextl [Canoell

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.

Edit Rule | = Reguired Information

Object  Payment Txn

(e o TPayments _Recurng ]

De“”_m_io" Recurring Payments are placed in the Payments Queues with Recurring =
Zelie Tty Start status. This time based workflow moves itto Payment Start to do Py

(c) AAkonsult Pty Ltd 2014 Page 218
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5. Select the ‘Add Time Trigger' button

Edit Rule Payments — Recurring

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria Payment T=n: Status EQUaLS Recurring Start

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

° Mo waorkflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

[Add Time Triggerl

5.1 Set Time Trigger to ‘1 Hours After Rule Trigger Date' and Save

Add Time Trigger

Payment Txn

Workflow Time Trigger Edit

Workflow Rule  Payments — Recurring
|1 Hours v |§ After v | | Rule Trigger Date ¥

B2E=
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6. Select the 'Add Workflow Action' button

Edit Rule Payments — Recurring

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  Payment Txn: Status EQuaLs Recurring Start

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™ l

6.1 Select 'Select Existing Action from the drop down menu

Immediate Workflow Actions

Mo warkflow actions have been added.

Add Workflow Action ™

Mew Task
New Email Alert ow Action
Mew Field Update

Mew Outbound Message [er Date

Select Existing Action

Installation Manual
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6.2 Select 'Field Update' from the Choose Action Type drop down menu

Select Existing Actions

Installation Manual

Choose Action TYpe  gagrep: | Field Update r I or |

| Find |

Available Actions

Field Update:
Field Update:
Field Update:
Field Update:

set Status Matching Start

set Status Payment Start

set Status Receipting Complete
set Status Receipting Start

3

(c) AAkonsult Pty Ltd 2014

core

Add

L)
(J

Remove

Selected Actions

-MNone-—- =«
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6.3 Add ‘Field Update: set Status Payment Start' and Save

Select Existing Actions

Choose Action TYPE  Search: |Field Update v for| | | Find
Available Actions Selected Actions
Field Update: set Status Matching Start - Field Update: set Status Payment Start B

Field Update: set Status Receipting Complete
Field Update: set Status Receipting Start

[»)

Remave

7. Select 'Done’ button to complete the workflow rule

Edit Rule Payments — Recurring Help for this Page @

Step 3: Specify Workflow Actions Step 3 of 3

@|

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  Payment Txn: Status EQuaLs Recurring Start

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria
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8. Select 'Activate’ to begin the workflow process

Workflow Rule

Payments — Recurring

« Back to List: Workflow Rules

Workflow Rule Detail [ Edit ] [Delete] [ Clone l]
Rule Hame  Payments — Recurring Object  Payment Txn
Active Evaluation Criteria  Evaluate the rule whei

time it's edited to sub:

Description  Recurring Payments are placed in the Payments CQueues with Recurring Start status. This time based workflo
do the payment transactions.
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How to send out Recurring Payments Card Expiry and
Update Notifications

This workflow enables your organisation to automatically send out a notification to card holders when
their Credit Card is about to Expiry. They can then update their own details online saving you the
need to individually contact card holders.

Quick Steps:

*  Clone Workflow rule “Recurring Payment Card Expire [ADD TIME BASED WORKFLOW]"
and rename to “Recurring Payment Card Expire”

+ Add a Time-Dependant Action. Set it to fire 1 hour after Rule Trigger date.

* Add Action — Use existing workflow — “Field Update: set Status Payment Start”

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

My Profile

Developer Console

Logout Help for this Page &
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1.1 Select ‘Workflow Rules’

Custom Labels
Interaction Log Layouts
Objects

Packages

Report Types

Tabs

Action Link Templates

Approval Processes
Flows

Process Builder
Tasks

Email Alerts

Field Updates
Dutbound Messages
Knowledge Action
Post Templates
Settings

+ Develop

Installation Manual (c) AAkonsult Pty Ltd 2014
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2. Scroll down to find ‘Recurring Payment Card Expire [ADD TIME
BASED WORKFLOW]’ and select

Personal Setup

*| My Personal Information
* Email

* Import

*| Desktop Integration

* My Chatter Settings

*| My Connected Data

App Setup

*| Customize
B Create

Apps

Custom Labels
Interaction Log Layouts
Objects

Packages

Report Types

Tabs

Action Link Templates

[* Global Actions
B Workflow & Approvals

Workflow Rules

Approval Processes
Flows

Process Builder
Tasks

Email Alerts

Field Updates
Outbound Messages
Knowledge Action
Post Templates
Settings

*| Develop
*| Deploy
Schema Builder

Installati

Lightning App Builder Hew!

Y ERIVEL

Action Rule Name +

[ADD TIME BASED WORKFLOW]

4, Recurring Payment Card Exp

Edit | Deactivate é Recurring Payment Card Expiry

Edit | Deactivate é Recurring Payment Error

Edit | Activate é Recurring Payments Restart Reminder [ADD TIME BASED WORKFLOW]

Edit| Activate % Refund Approval

Edit| Deactivate (* Send Annual Statement

Edit | Deactivate é Send Client Direct Debit Signup forms
Edit | Deactivate é Send Interim Refund Motification
Edit| Deactivate * Send Interum Receipt

Edit | Deactivate é Send Pay Later Instructions

Edit | Deactivate é Send Payment Schedule Invoice
Edit| Deactivate (+ send Receipt Automatic

Edit| Deactivate (* Send Receipt Manual

Edit | Deactivate é Send Recurring Payment Suspended Alert

Edit | Deactivate é Send Recurring Payment Suspended Alert to Payer

Edit| Deactivate [ set1stReminder Due

Edit| Deactivate [ setMatching Start

Edit| Deactivate (* skip Receipt Automatic

Edit| Deactivate (* Subscription Issue Mailout Generation Notification of Completion

i Pinnsbiinbe e Sitherrintinn lecna P tr tinn hatificatinn of Camnlatinn

(c) AAkonsult Pty Ltd 2014

Description
When a card is about to expire, this wor

UPDATE:
- Add Time based workflow - 7 days pric

For organisations that need to get their

Alertis sentto INTERMAL staff
Should a card be declined during a rect

Remind Payment Administrators if a Re

UPDATE:
Add time based workflow - 1 day after ru
- Email Alert: send reminder that Recurr

This is a sample simple approval reque

This workflow needs to have the email r

|s triggered by the Annual Statement Se
Sends the Visualforce Mass Annual Sta

After a new online Direct Debit Facility h
Activate this method if you are not using
Activate this method if you are not using
When the online Payment Method is Inv
When a Payment Schedule Recurring P
Use this option to automatically send re
This workflow rule if you wish to manua

Should a Recurring Payment be attemp

Alertis sentto INTERMAL Staff

Should a Recurring Payment be attemp

This workflow sends and email to the P.
Change the status to 1st Reminder due
When receipting complete, update stat.
This option is used when the Adkonsult

Subscription Issue Mailout Generation [
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2.1 Select ‘Clone’

Workflow Rule

Recurring Payment Card Expire [ADD TIME BASED WORKFLOW] (Managed)

« Back to List: Workflow Rules

|é This Workflow Rule is managed, meaning that you may only edit certain attributes. Display More Information

Workflow Rule Detail | Clone || Retivate |

Rule Name  Recurring Payment Card Expire [ADD TIME BASI W]
Hamespace Prefix ~ AAkPay
Installed Package  AAkPayments
Active
Description  When a card is about to expire, this workflow sends an automated email to the card holder asking them to update their det:
UPDATE:
- Add Time based workflow - 7 days prior to card expiry - Send Credit Card is about to expire
Rule Criteria  (Recurring Payment: Recurring Payment Status EQUALS Active) AMD (Recurring Payment: Record
Created By  jeff challis, 25/07/2015 2:11 PM

2.2 Re-name the workflow rule ‘Recurring Payment Card Expire'

Edit Rule Recurring Payment Card Expire [ADD TIME BASED WORKFLOW] e for s Poge @

Step 2: Configure Workflow Rule Step 2 of 3

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule_

Edit Rule 1 = Required Information

Object  Recurring Payment

gle Name  §g Payment Card Expire

Description
23 remaining

UPDATE "
- Add Time based workflow - 7 days prior to card expiry - Send Credit Cardis ¥
about to expire i

Evaluation Criteria

Evaluate the rule when arecordis: () created
() created, and every time it's edited
(@ created, and any time it's edited to subsequently meet criteria | ;|

How do | choose?

Rule Criteria

Field Operator Value

|| Recurring Payment Recurring Payment Status v| ‘ equals v| |Acﬁve | @) AND
|Recuning Payment Record Type v| ‘ equals v| |ClEdi‘lCEld | @) AND
| Recurring Payment: Card Expiry Date v | ‘ not equal to v | | | AND
[~Nane- v| [~None- vl | AND
[~Nane- v| [~None- vl |
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3. Select the ‘Add Time Trigger’ button

Edit Rule Recurring Payment Card Expire el fr i Poge @

Step 3: Specify Workflow Actions Step 3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  {Recurring Payment: Recurring Payment Status EQUALS Aclive) AnD (Recurring Payment: Record Type EQuaLs Credit Card) anp {Recurring Payment:
Card Expiry Date NOT EQUAL TC null)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

No workflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions ~ See an example

@ Noworkflow actions have been added. Before adding a workflow action, you must have atleast one time trigger defined.

Add Time Trigger

3.1 Set Time Trigger to ‘7 Days before Card Expiry Date’ and Save

Add Time Trigger

Recurring Payment

Workflow Time Trigger Edit

Workflow Rule  Recurring Payment Card Expire

||_-" || Days v| | Before w || Recurring Payment Card Expiry Date w

Installation Manual
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3.2 Select the ‘Add Workflow Action’ button

Edit Rule Recurring Payment Card Expire

Step 3: Specify Workflow Actions

Specify the workdflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Recurring Payment: Recurring Payment Status EQUALS Active) aMD (Recurring Paymen

Card Expiry Date NOT EQUAL TO null)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subseqguently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

fij T Days Before Recurring Payment: Card Expiry Date Edit | Delete

Mo workflow actions have been added to this time trigger.

| Add Workflow mmm

Mew Task

Mew Email Alert

Mew Field Update

Select Existing Action '

Installation Manual
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3.3 Select ‘Email Alert’ from the Choose Action Type drop down menu

Select Existing Actions Help for tis Page. @

Save

C"w““d'o Search: | Email Alert v r:| | Find

Available Actions

Email Alert: Send Card Expiry Reminder [UPDATE WHO RECEIVES THIS NOTIFICATION] -« Email Alert: Send Credit Card is about to expire «
Email Alert: Send Credit Card failed - card holder to update

Email Alert: Send Email New New Direct Debit Verification instructions
Email Alert: Send Rre'lg Payment Suspended Alert

Lo

Remove

@j ancel

Search "Email Alert"

Select "Email Alert: Send Credit Card is about to expire"
Move to selected actions

Save

e

3.4 Select ‘Done’ button to complete the workflow rule

Edit Rule Recurring Payment Card Expiry *** TEMPLATE **** Hel forthis Page @

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example
Rule Criteria  (Recurring Payvment: Recurring Payment Status EQUALS Aclive) aMD (Recurring Pavment: Record Type equals Credit Card) anD (Recurring
Payment: Card Expiry Date NOT EQUAL TO null)

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions See an example

| :Ij 7 Days Before Recurring Payment: Card Expiry Date

Action Type Description
Edit | Remove Email Alert Send Credit Card is about to expire

Add Workflow Action
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3.5 Select ‘Activate’ to begin the workflow process

Workflow Rule

N . Help for this Page |
Recurring Payment Card Expiry *** TEMPLATE ****

= Back to List: Workflow Rules

Workflow Rule Detail

Rule Name  Recurring Payment Card Expiry *** TEMPLATE *** Object  Recurring Payment

Namespace Prefix  AAkPay Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edite
to subsequently meet criteria
Active

Description  [NOT In USE]When a card is about to expire, this workflow sends an automated email to the card holder asking them to update their details.

UFPDATE:
- Add Time based workflow - 7 days prior to card expiry - Send Credit Card is about to expire

Rule Criteria  (Recurring Payment: Recurring Payment S5tatus EQUALS Active) AND (Recurring Pavment: Record Type eouals Credit Card) anp (Recurring
Payvment: Card Expirv Date NOTEQUALTO null)

Created By  Jeff Challis, 24/07/2015 8:15 PM Modified By  Jeff Challis, 25/07/2015 2:46 FM

Workflow Actions

Immediate Workflow Actions

Mo workflow actions have been added

Time-Dependent Workflow Actions  See an example

@ 7 Days Before Recurring Payment: Card Expiry Date

Type Description
Email Alert Send Credit Card is about to expire | @ Chat

Installation Manual
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How to set up a recurring payment restart reminder

This workflow setup is required only if you are using recurring payments. The recurring payments
run a scheduler that can be easily started or stopped by an authorised person from the Merchant
Facility Tab. This time based workflow creates a reminder in case the processor is stopped and
someone forgets to restart it again.

Quick Steps:

1. Clone Workflow rule "Recurring Payments Restart Reminder [ADD TIME BASED
WORKFLOW]" and rename to "Recurring Payments Restart Reminder"

2. Add a Time-Dependant Action. Set it to fire 1 day after Rule Trigger date.

3. Add Action - Use existing workflow - "Email Alert: send reminders that Recurring Payments
Processor has been stopped..."

4. Update the recipient of the Email Action "Email Alert: send reminders that Recurring
Payments Processor has been stopped..." to be a contact in your organisation that will follow
up this email alert.

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis *+  Help AAkonsult Payments

Iy Profile

‘)

Developer Console

sportunities Campaigns

Help for this Pa
Logout
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1.1 Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions
Tabs

Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings

Installation Manual
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2. Read about Workflows and select 'Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:

i Tasks—Assign a new taskto a user, role, orrecord owner.
2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.
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3. Scroll down and select 'Recurring Payments Restart Reminder
[ADD TIME BASED WORKFLOWT'

- CONTIQUIe Who 1IN your organisancn 15 1o get s nourcanan.
Send an internal notification that a new online payment has &
Memberships as this is a separate workflow nofification)

Edit | Activate |i-, Mew Online Payment Motification

Recurring Payments are placed in the Payments Queues wit
time based workflow moves itto Payment Start to do the paye

Ii"l Payments - Recurring Process [ADD
TIME BASED WORKFLOW] UPDATE:
1 Hr aft trg
-Filed Update: set Status Payment Start

Edit | Activate

Recurring Payments are placed in the Payments Qlueues wit
time based workflow moves it to Payment Start to do the payr

Edit | Del | Activate Payments — Recurring

UPDATE:
1 Hr aft trg
-Filed Update: set Status Payment Start

Faor organisations that need to gettheir card holders expiry d:

Edit| Deactivate 'i"' Recurring Payment Card Expiry this workflow will remind vou of when to follow up.

Should a card be declined during a recurring payment send.

Edit| Deactivate 'i"' Recurmng Payment Error can follow up the reasans for the failure.

Remind Payment Administratars if a Recurring Payment Sch
restarted within 24 hours

Ii"l Recurring Payments Restart Heminder

Edit| Activate [ADD TIME BASED WORKFLOW] UPDATE:

Add time based workflow - 1 day after rule trigger
- Email Alert: send reminder that Recurring Payments Proces:

After a new online Direct Debit Facility has been applied far, ¢

Edit| Deactivate 'i"' Send Client Direct Debit Sianup forms what they need to do nextin arder to have their facility activate

Activate this method if you are not using the instant refund no

Edit| Deactivate 'i"' Send Inferim Refund Nofifcation of the refund confirmation to the anline payer.

Activate this method if you are not using the instant receipts.”

Edit | Activate 'i"' Send Interum Recelpl payment canfirmation to the online payer.

When the online Payment Method is Invoice Me, Pledge, Sen

Edit| Deactivate 'i"' Send Pay Later Insiruclions send details to the person making the order/donation.

When a Payment Schedule Recurring Payment is generated

Edit | Deactivate |i-, Send Payment Schedule Invoice invoice asking for payment

This may be located on the second or third page.
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4. Select 'Clone’

Workflow Rule

Recurring Payments Restart Reminder [ADD TIME BASED
WORKFLOW] (Managed)

« Back to List: Workflow Rules

l # This Workflow Rule is managed, meaning that you may only edit certain attrisutes. Display More Information

Workflow Rule Detail l

Rule Name  Recurring Payments Restart Reminder [ADD TIME Object  Merchant Facility
BASED WORKFLOW)]
Hamespace Prefix  AAKPay Evaluation Criteria  Evaluate the rule-

it's edited to subs
Installed Package  AfAkKPayments
Active
Description  Remind Payment Administrators if a Recurring Payment Schedule has been stopped, but not restarted within =

LIPDATE:
Add time based workflow - 1 day after rule trigger
- Email Alert: send reminder that Recurring Payments Processar has been st.

Rule Criteria  (Merchant Facility: cronTriggerId EQUAaLS null) AMD (Merchant Facility: PFrimary EQU

4.1 Re-name the workflow rule 'Recurring Payments Restart' and select 'Save &
Next'

Edit Rule Recurring Payments Restart Reminder [ADD TIME BASED WORKFLOW] *ee fert

Step 2: Configure Workflow Rule

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.

Edit Rule | =Required Infc

o Object  WMerchant Facility

e e LRecuring Poyments Rest

De“'i_m_io“ Remind Payment Administrators if 8 Recurring Payment Schedule has  +
0 remaining been stopped, but not restarted within 24 hours P

S
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5. Select the ‘Add Time Trigger' button

Edit Rule Recurring Payments Restart

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Merchant Facility: cronTriggerId ecuals null) anD {Merchant Facility:
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteri

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

° Mo waorkflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

[Adu Time Trigger‘

5.1 Set Time Trigger to '1 day after Rule Trigger Date' and Save

Add Time Trigger

Merchant Facility

Workflow Time Trigger Edit

Workflow Rule Recurring Payments Restart
1 | Days ¥ | |After ¥ | Rule Trigger Date

ll Cancel

Note: You can change the number of days as required if you wish to give more/less notice.
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6. Select the 'Add Workflow Action’ button in the Time Dependent
Workflow Action section.

Edit Rule Recurring Payments Restart

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Merchant Facility: cronTriggerId ecquals null) anp {Merchant Facility: Pr
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

[ 4! 1Day After Rule Trigger Date  Edit | Delete

Mo workflow actions have been added to this time trigger.

Add Workflow Action ™

[Add Time Triggerl
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6.1 Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ¥

- Mew Task —_—
Mew Email Alert
Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

6.2 Select 'Email Alert’' from the Choose Action Type drop down menu

Select Existing Actions Help for tns Page @

. N Selected
Available Actions Actions
Email Alert: send reminder that Batch Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION] - Mone— -

Email Alert: send reminder that Recurring Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION]

Add

D
(J

Remove

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 239




Installation Manual konsult
[ PAYMENTS S

6.3 Add 'Email Alert: send reminders that Recurring Payments Processor has
been stopped...' and Save

Select Existing Actions

c:;o;‘: Search:  Email Alert v for:| |

Type

Available Actions
Email Alert: send reminder that Batch Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION] A‘ m

Remaove

(c) AAkonsult Pty Ltd 2014 Page 240

Installation Manual




Installation Manual konsult
[ PAYMENTS

7. Select 'Edit' on the Actions list for the new rule

Edit Rule Recurring Payments Restart

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria (Merchant Facility: cronTriggerId ecualLs null) AMD (Merchant Faci.
Evaluation Criteria  Evaluate the rule when arecord is created, and any time it's edited to subsequently me

Immediate Workflow Actions

Mo warkflow actions have been added.

Add Workflow Action ™

Time-Dependent Workflow Actions  See an examiple

4! 1Day After Rule Trigger Date  Edit | Delete

Action Type Description

@ Remove Ermnail &lert send reminder that Recurring Payments F
RECEIVES THIS MOTIFICATION]

[ Add Workflow Action ¥ l

[Adr.:l Time Trigger]
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7.1 Select 'User' from the 'Recipient Type' drop down list

Email Alert Edit | save | | save & New| | Cancel|

Edit Email Alert

R i I|send reminder that Recurring Payments Processor has been stopped and should be rest

Sl Lol I |send_re minder_that_Rec |.| L]

Hamespace Prefix  AAKPay
Installed Package  AAkPayments
Object  Merchant Facility

Email Template I|Recurring Payment SchE{| Q)

Protected Component

Recipient Type ISearch:'user r:| | Find

Available Recipients Selected Recipients

User: Carol Challis = Email Field: General Email =
User: Jeff Challis

User: Joe Acton

Add

)
[

Remuove

Installation Manual
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7.2 Add chosen Admin User to receive email notification and 'Save'

Edit Email Alert
send reminder that Recurring Payments Processor has been stopped and sl
restarted [UPDATE WHO RECEIVES THIS NOTIFICATION] (Managed)

Create an email alert to associate with one ar more workflow rules, approval processes, or entittement processes. When changing a
processes associated with it.

[IJ_"I This Email Alert is managed, meaning that yvou may anly edit certain attributes. Display More Information

Email Alert Edit Sa\re& New |Cancel

Edit Email Alert

L I|send reminder that Recurring Payments Processor has been stopped and should be rest

Unique Name I|send_reminder_that_Fiem (4]

Hamespace Prefix  AAKPay
Installed Package  AAkPayments
Object  Merchant Facility

Email Template I|Recurring Payment Scheq |

Protected Component
Recipient Type ISEarch: |User v | for | | | Find
Recipients

Available Recipients Selected Recipients

User: Jeff Challis = Email Field: General Email =
User: Joe Acton User: Carol Challis

L)

Remaove

8. Select 'Done’ button to complete the workflow rule

Edit Rule Recurring Payments Restart Help forths Page @

Step 3: Specify Workflow Actions Step3 of 3
Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  {Merchant Facility: cronTriggerId eQuALs nulljanD {Merchant Facility: Primary EQUALS True)
Evaluation Criteria ~ Evaluate the rule when arecord is created, and any time it's edited to subsequently meet criteria

Immediate Waorkflow Actinns
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8.1 Select 'Activate’ to begin the workflow process

Workflow Rule

Recurring Payments Restart

« Back to List: Worlkflow Rules

Workflow Rule Detail [ Edit ] [nelete] [ Clone II

Rule Hame  Recurring Payments Restart Object

Active Evaluation Criteria

Dezcription  Remind Payment &dministrators if a Recurring Payment Schedule has been stopped, but not restarted w

UPDATE:

Add Hmne bomed e elFlmcas A A mBee el bl

8.2 Set 'Default Workflow User' and Save

Workflow & Approvals Settings Help for this Page @

Specify a default workflow user. Salesforce.com recommends choosing a user with system administrator privileges.

Default Workflow User I| | @y

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second ling.

Enable Email Approval O
Response

A By enabling the email approval response feature, you agree to allow salesforce.com to process email approval responses, update approval requests for all active users in
your organization, and update the approval object on behalf of your arganization’s users.

=

If a Default Workflow User has already been set, this step will be skipped.
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How to set up the batch payments process restart
reminder

The Batch Payment Processor is started from the “Start” button on the Merchant Facility and
processes new transactions every 10 minutes. This workflow is used if the Batch Payment Processor
has been running and has been turned off for more than 24 hours.

Quick Steps:

1. Clone Workflow rule " Batch Payments Process Restart Reminder [ADD TIME BASED
WORKFLOW]" and rename to "Batch Payments Process Restart Reminder"

2. Add a Time-Dependant Action. Set it to fire 1 day after Rule Trigger date.

3. Add Action - Use existing workflow - "Email Alert: send reminder that Batch Payments
Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS
NOTIFICATION]"

4. Update the recipient of the Email Action "Email Alert: send reminder that Batch Payments
Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS
NOTIFICATION]" to be a contact in your organisation that will follow up this email alert.

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Carol Challis *+  Help AAkonsult Payments

Iy Profile

‘)

Developer Console

sportunities Campaigns

Help for this Pa
Logout
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1.1 Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions

d Workflow & Approvals
Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings

Installation Manual
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2. Read about Workflows and select 'Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:

i Tasks—Assign a new taskto a user, role, orrecord owner.
2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.
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3. Scroll down and select 'Batch Payments Process Restart Reminder
[ADD TIME BASED WORKFLOWT'

IUPDATE:
Edit | Del | Activate 2nd Renewal Eeminder Add Time Based Workflow, 10 days after Subsa
- Email Alert: send 2nd Renewal Reminder Emsz

Keepin mind Automatic Renewals

Email Contact a reminder that their subscription

. IUPDATE:
Edit | Activate R ﬁg;fgfg!am' Reminder [ADD TINE BASED Add Time Based Workflow, 10 days after Subsci
- Email Alert: send 2nd Renewal Reminder Emez
Keepin mind Automatic Renewals
) ) . . Zends out a confirmation email when a Account
Edit | Activate |i-| Account Membership Confirmation .
Advise Payment Administrators if a Batch Paym:e
Edit | Activat Ii"l Batch Pavment Processaor Mot Running [ADD TIME haurs.
it| Activate BASED WORKFLOWI - Add time based action - 1 day aft Last Batch Pr
- 3end Email: send reminder that Batch Paymer
emind Payment Administrators if a Batch Payn
) ithin 24 hours.
Batch Pavments Process Restat Reminder [A0DD TIME
Edit | Activate |i=| - [ FPDATE:

BASED WORKFLOW]

Addtime based action - 1 day aft rule trigger
- 3end Email: send reminder that Batch Paymer

Sets Create URL Checkbox to trigger creation o
Edit | Activate |i'-| Create Account URL Token IUpdate the filter parameters for this worlkflow to
IURL Tokens are used far creating object specifi

Sets Create URL Checkbox to trigger creation o
Edit | Activate |i'-| Create Campaign URL Token IIpdate the filter parameters for this workflow to
IJRL Tokens are used for creating object specifi

Sets Create LURL Checkbox to trigger creation of
Edit | Activate |i'-| Create CampaignMember UREL Token Ipdate the filter parameters for this workflow to
URL Tokens are used for creating object specifi

Sets Create LURL Checkbox to trigger creation of
Edit | Activate |i'-| Create Case URL Token IIpdate the filter parameters for this workflow to
IIREL Tokens are used for creating object specifi

o T T T Y s T U T U (i |

This may be located on the second page.
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4. Select 'Clone’

Workflow Rule

Batch Payments Process Restart Reminder [ADD TIME BASED WORKFLOW]
(Managed)

« Back to List: Workflow Rules

lH_L, This Workflow Rule is managed, meaning that you may anly edit certain attributes. Display More Information

Workflow Rule Detail —

Rule Name  Batch Payments Process Restart Reminder [ADD TIME BASED Object
WORKFLOW]
Hamespace Preficx  AAkPay Evaluation Criteria

Installed Package  AAkPayments
Active
Description  Remind Payment Administrators if a Batch Payment Processor has been stopped, but not restarted within
LPDATE:

- Add time based action - 1 day aft rule trigger
- Send Email: send reminder that Batch Payments Processor has been stopped and shou

Rule Criteria  (Merchant Facility: cronTriggerBatchId eauaLs null) anD {Merchant Facility: Pri

Created By  Jeff Challis, 3/10/2013 6:00 FM Modified By

4.1 Re-name the workflow rule 'Batch Payments Process Restart Reminder' and
select 'Save & Next'

Edit Rule Batch Payments Process Restart Reminder [ADD TIME BASED WORKFLOW] Help for t

Step 2: Configure Workflow Rule

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.

Edit Rule | =Required In’

o Object  Merchant Facility

| Ruletame  |Igatch payments Process| |

Description
0 remaining

Remind Payment Administrators if a Batch Payment Processor has been &
stopped, but not restarted within 24 hours. P

Fualuatinn Critaria
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5. Select the ‘Add Time Trigger' button

Edit Rule Batch Payments Process Restart Reminder

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Merchant Facility: cronTriggerBatchId EQUALS null) AND (Merchant Fa
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet ¢

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

° Mo workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

[Add Time Trigger‘

5.1 Set Time Trigger to '1 day after Rule Trigger Date' and 'Save’

Add Time Trigger

Merchant Facility

Workflow Time Trigger Edit

Workflow Rule Recurring Payments Restart
1 | Days ¥ | |After ¥ | Rule Trigger Date

ll Cancel
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6. Select the 'Add Workflow Action’ button in the Time Dependent
Workflow Action section.

Edit Rule Batch Payments Process Restart Reminder

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Merchant Facility: cronTriggerBatchId ecuals null) anp (Merchant Faci
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet crite

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

[ 4! 1Day After Rule Trigger Date  Edit | Delete

Mo workflow actions have been added to this time trigger.

Add Workflow Action ™

[Add Time Triggerl
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6.1 Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ¥

- Mew Task —_—
Mew Email Alert
Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

6.2 Select 'Email Alert’' from the Choose Action Type drop down menu

Select Existing Actions Help for tns Page @

Choose  goarch: i for: -
‘Action - | Email Alert M - m

T

. N Selected
Available Actions Actions
Email Alert: send reminder that Batch Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION] - Mone— -

Email Alert: send reminder that Recurring Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION]

Add

D
(J

Remove
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6.3 Add '‘Email Alert: send reminder that Batch Payments Processor has been
stopped and should be restarted ..." and 'Save'

Select Existing Actions

Choose  gearch: [Email Aler v for | ‘

Action
Type

Available Actions
Email Alert: send reminder that Recurring Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION] ~

Scroll across image to see actions.
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7. Select 'Edit' on the Actions list for the new rule

Edit Rule Batch Payments Process Restart Reminder

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria (Merchant Facility: cronTriggerBatchId ecualLs null) ano (Merche

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequenth

Immediate Workflow Actions

Mo waorkflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

‘4 1Day After Rule Trigger Date  Edit | Delete

Action Type Description
@ Remove Email Alert send reminder that Batch Paymn
MOTIFICATION]

[ Add Workflow Action ™ l

[Add Time Triggerl
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7.1 Select 'User' from the 'Recipient Type' drop down list

Email Alert Edit | save | | Save & New | | Cancel

Edit Email Alert

Lo I|send reminder that Batch Payments Processaor has been stopped and should be restarte

LLE TiE I|send_reminder_that_Batc (4]

Namespace Prefix  AAKPay
Installed Package  AAkPayments
Object  Merchant Facility

ST UETE I I|Elatch Payment Schedule| @
Protected Component

Recipient Type  lsagrch: | ger v r:| | Find

Available Recipients Selected Recipients

User: Caral Challis = Merchant Facility Owner =
User: Jeff Challis

User: Joe Acton

Add

)
([

Remaove
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7.2 Add chosen Admin User to receive email notification and 'Save'

Email Alert Edit e | save ) save & New| | Cancel

Edit Email Alert

Lol I|send reminder that Batch Payments Processor has been stopped and should be restarte

Sl Ll I |send_re minder_that_Batc | L]

Hamespace Prefix ~ AAKPay
Installed Package  AAkPavments
Object  Merchant Facility

E I|Elatch Payment Schedule| Q|

Protected Component
Recipient Type ISearch: |User v | for: | | | Find
Recipients

Available Recipients Selected Recipients

User: Jeff Challis « Merchant Facility Owner =
User: Joe Acton * User: Carol Challis
@

Remaove

8. Select 'Done’' button to complete the workflow rule

Edit Rule Batch Payments Process Restart Reminder Hep for tis Page @
Step 3: Specify Workflow Actions Step 3 of 3
— (),

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  {Merchant Facility: cronTriggerBatchId EQUALS null}AND {Merchant Facility: Primary EQUALS True)
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immadiata Warkflraa Artinne
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8.1 Select 'Activate’ to begin the workflow process

Workflow Rule

Batch Payments Process Restart Reminder
« Back to List: Workflow Rules

Workflow Rule Detail [ Edit ] [Deletel [ Chne.'

Rule Name  Batch Payments Process Restart Reminder
Active Eva

Description  Remind Payment Administrators if a Batch Payment Processor has been stopped, but not restarted s
LIPDATE:
- Add time based action - 1 day aft rule trigger

- Band Fmail cand remindar that Ratrh Pavmentz Procecenr has hean stnnned and shon

8.2 Set 'Default Workflow User' and Save

Help for this Page o

Workflow & Approvals Settings

Specify a default workflow user. Salesforce.com recommends choosing a user with system administrator privileges.

Default Workflow User I| | @y

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second ling.

Enable Email Approval O
Response

A By enabling the email approval response feature, you agree to allow salesforce.com to process email approval responses, update approval requests for all active users in
your organization, and update the approval object on behalf of your arganization’s users.

=

If a Default Workflow User has already been set, this step will be skipped.
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How to set up the batch payments process not running
notification

The Batch Payment Processor is started from the “Start” button on the Merchant Facility and
processes new transactions every 10 minutes. This workflow is used to notify if the Batch Payments
Processor has been started, but for some reason is no longer working. This scenario should never
happen, but sometimes can be caused by Salesforce.com maintenance.

If the Recurring Payment Processor is running, it will do daily checks to ensure the Batch Processor
is running if it should be running. These checks should reduce the need to have this workflow
reminder rule setup.

Quick Steps:

1.
2.
3. Add Action - Use existing workflow - "Email Alert: send reminder that Batch Payments

Clone Workflow rule " Batch Payment Processor Not Running [ADD TIME BASED
WORKFLOW]" and rename to "Batch Payment Processor Not Running"
Add a Time-Dependant Action. Set it to fire 1 day after Rule Trigger date.

Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS
NOTIFICATION]"

Update the recipient of the Email Action "Email Alert: send reminder that Batch Payments
Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS
NOTIFICATION]" to be a contact in your organisation that will follow up this email alert.

Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Installation Manual

Carol Challis *  Help AAkonsult Payments

Wy Profile

‘)

Developer Console

sportunities  Campaigns  +

Help for this Pa
Logout
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Select "Workflow Rules'

App Setup

Custom Labels
Objects
Packages
Report Types
Global Actions

d Workflow & Approvals
Workflow Rules

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Outbound Messages
Post Templates
Settings
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Read about Workflows and select ‘Continue’

Understanding Workflow Help for this Page €@

Many of the tasks you normally assign, the emails you regularly send, and other record updates are part of your organization’s standard processes. Instead of doing
this work manually, you can configure workflow to do it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:

i Tasks—Assign a new taskto a user, role, orrecord owner.
2 Email Alerts—Send an email to one or more recipients you specify.
1 Field Updates—Update the value of a field on a record.

i Qutbound Messages—3Send a secure, configurable APl message (in XML format) to a designated listener.
For example, warkflow can:

it Assign follow-up tasks to a support rep one week after a case is updated.
i Send sales management an email alert when a sales rep qualifies a large deal.
it Change the Owner field on a contract three days before it expires.

:: Trigger an outbound APl message to an external HR system ta initiate the reimbursement process for an approved expense report.
Each workflow rule consists of

1 Criteria that cause the workflow rule to run.

=i Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the account team
when a new high-value ocpportunity is created.

11 Time-dependent actions that queue when a recard matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically
send an email reminder to the accountteam if a high-value cpportunity is still open ten days before the close date.

[ pont show me this page again

This page can be turned off.
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Scroll down and select ‘Batch Payments Processor Not Running [ADD
TIME BASED WORKFLOWT'

IUPDATE:
Edit | Del | Activate 2nd Renewal Eeminder Add Time Based Workflow, 10 days after Subsa
- Email Alert: send 2nd Renewal Reminder Emsz

Keepin mind Automatic Renewals

Email Contact a reminder that their subscription

. IUPDATE:
Edit | Activate R ﬁg;fgfg!am' Reminder [ADD TINE BASED Add Time Based Workflow, 10 days after Subsci
- Email Alert: send 2nd Renewal Reminder Emez
Keepin mind Automatic Renewals
) ) . . Zends out a confirmation email when a Account
Edit | Activate |i-| Account Membership Confirmation .
Advise Payment Administrators if a Batch Paym:e
Edit | Activat Ii"l Batch Pavment Processaor Mot Running [ADD TIME haurs.
it| Activate BASED WORKFLOWI - Add time based action - 1 day aft Last Batch Pr
- 3end Email: send reminder that Batch Paymer
Femind Payment Administratars if a Batch Payn
) within 24 hours.
Batch Pavments Process Restat Reminder [A0DD TIME
Edit | Activate |i=| - [ IIPDATE:

BASED WORKFLOW]

- Add time based action - 1 day aft rule trigger
- 3end Email: send reminder that Batch Paymer

Sets Create URL Checkbox to trigger creation o
Edit | Activate |i'-| Create Account URL Token IUpdate the filter parameters for this worlkflow to
IURL Tokens are used far creating object specifi

Sets Create URL Checkbox to trigger creation o
Edit | Activate |i'-| Create Campaign URL Token IIpdate the filter parameters for this workflow to
IJRL Tokens are used for creating object specifi

Sets Create LURL Checkbox to trigger creation of
Edit | Activate |i'-| Create CampaignMember UREL Token Ipdate the filter parameters for this workflow to
URL Tokens are used for creating object specifi

Sets Create LURL Checkbox to trigger creation of
Edit | Activate |i'-| Create Case URL Token IIpdate the filter parameters for this workflow to
IIREL Tokens are used for creating object specifi

o T T T Y s T U T U (i |

This may be located on the second page.
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Select 'Clone’

Workflow Rule

Batch Payment Processor Not Running [ADD TIME BASED WORKFLOW] (Manag

« Back to List: Workflow Rules

l #, This Workflow Rule is managed, meaning that you may only edit certain attributes. Display More Information

Workflow Rule Detail .

Rule Name  Batch Payment Processor Mot Running [ADD TIME BASED WORKFLOW]
Hamespace Prefix ~ AAkPay Evall

Installed Package  AAkPavments
Active
Description  Advise Payment Administrators if a Batch Payment Schedule has not successiully run forthe last 24 h

- Addtime based action - 1 day aft Last Batch Processor Run
- Send Email: send reminder that Batch Payments Processor has been stopped and shou

Rule Criteria  (Merchant Facility: cronTriggerBatchId noT ecqual To null} aMo {(Merchant Facil

Created By  Jeff Challis, 31 0/2013 600 FM

Re-name the workflow rule 'Batch Payment Processor Not Running' and select
'Save & Next'

Edit Rule Batch Payment Processor Not Running [ADD TIME BASED WORKFLOW] Help for th

Step 2: Configure Workflow Rule

Previous | Save & Next

Enter the name, description, and criteria to trigger your workflow rule. In the next step, associate workflow actions with this workflow rule.

Edit Rule | =Required Inf
o Object  Merchant Facility
N
Description |4 5ise Payment Administrators if a Batch Payment Schedule has not =
=g successfully run for the last 24 hours. P
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Select the 'Add Time Trigger' button

Edit Rule Batch Payment Processor Not Running

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Merchant Facility: cronTriggerBatchId nNoT EQuaL TO nully anD (Mex

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently m

Immediate Workflow Actions

Mo warkflow actions have been added.

Add Workflow Action ¥

Time-Dependent Workflow Actions  See an example

ﬂ Mo workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

Ihdd Time Trigger‘

Set Time Trigger to '1 day after Last Batch Processor Run' and 'Save'

Add Time Trigger

Merchant Facility

Workflow Time Trigger Edit

Viorkflow Rule  Batch Payment Processor Mot Running
'_‘1 | Days v | |Aﬂer v | Merchant Facility: Last Batch ProcessorRun ¥ I

B8=
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Select the 'Add Workflow Action' button in the Time Dependent
Workflow Action section.

Edit Rule Batch Payment Processor Not Running

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Merchant Facility: cronTriggerBatchId noT EcuaL TO null) anD (Mercha

Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet ¢

Immediate Workflow Actions

Mo workflow actions have been added.

[ Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

[ 4! 1 Day After Merchant Facility: Last Batch Processor Run Edit | Delete

Mo workflow actions have been added to this time trigger.

Add Workflow Action ™

b

[Add Time Triggerl

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 264




Installation Manual konsult
[ PAYMENTS

Select 'Select Existing Action from the drop down menu

Time-Dependent Workflow Actions

4 30 Days Before Subscription: End D

Mo warkflow actions have been added”

Add Workflow Action ¥

- Mew Task —_—
Mew Email Alert
Mew Field Update

Mew Cutbound Message

ele I5TING ~CTon

Select 'Email Alert' from the Choose Action Type drop down menu

Select Existing Actions

Help for thiz Page a

Choose  goarch: i for: -
‘Action - | Email Alert M - m

T

Available Actions

Email Alert: send reminder that Batch Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION]
Email Alert: send reminder that Recurring Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION]

-

Installation Manual (c) AAkonsult Pty Ltd 2014
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Add
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Remove
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Installation Manual

Add 'Email Alert: send reminder that Batch Payments Processor has been
stopped and should be restarted ..." and 'Save'

Select Existing Actions

Choose  gearch: [Email Aler v for | ‘

Action
Type

Available Actions
Email Alert: send reminder that Recurring Payments Processor has been stopped and should be restarted [UPDATE WHO RECEIVES THIS NOTIFICATION] ~

Scroll across image to see actions.
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Select 'Edit’' on the Actions list for the new rule

Edit Rule Batch Payment Processor Not Running

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria (Merchant Facility: cronTriggerBatchId NOT EQUAL TO nully aMD (M

Evaluation Criteria  Evaluate the rule when a recard is created, and any time it's edited to subsequently

Immediate Workflow Actions

Mo workflow actions have been added.

Add Workflow Action ™

Time-Dependent Workflow Actions  See an example

4! 1 Day After Merchant Facility: Last Batch Processor Run Edit | Delete

Action Type Description
Remove Email &lert send reminder that Batch Payme
MNOTIFICATION]

[ Add Workflow Action ¥ l

[Add Time Triggerl
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Select 'User' from the 'Recipient Type' drop down list

Email Alert Edit | save | | Save & New | | Cancel

Edit Email Alert

Lo I|send reminder that Batch Payments Processaor has been stopped and should be restarte

LLE TiE I|send_reminder_that_Batc (4]

Namespace Prefix  AAKPay
Installed Package  AAkPayments
Object  Merchant Facility

ST UETE I I|Elatch Payment Schedule| @
Protected Component

Recipient Type  lsagrch: | ger v r:| | Find

Available Recipients Selected Recipients

User: Caral Challis = Merchant Facility Owner =
User: Jeff Challis

User: Joe Acton

Add

)
([

Remaove
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Add chosen Admin User to receive email notification and 'Save'

Email Alert Edit e | save ) save & New| | Cancel

Edit Email Alert

Lol I|send reminder that Batch Payments Processor has been stopped and should be restarte

Sl Ll I |send_re minder_that_Batc | L]

Hamespace Prefix ~ AAKPay
Installed Package  AAkPavments
Object  Merchant Facility

E I|Elatch Payment Schedule| Q|

Protected Component
Recipient Type ISearch: |User v | for: | | | Find
Recipients

Available Recipients Selected Recipients

User: Jeff Challis « Merchant Facility Owner =
User: Joe Acton * User: Carol Challis
@

Remaove

Select 'Done’ button to complete the workflow rule

Edit Rule Batch Payment Processor Not Running Hep or tis Pags @

Step 3: Specify Workflow Actions

Step 30f3

—

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Merchant Facility: cronTriggerBatchId NCT EQUAL TO null)AnD {Merchant Facility: Primary EQUALS True)
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Installation Manual
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Select 'Activate’ to begin the workflow process

Workflow Rule

Batch Payment Processor Not Running

« Back to List: Workdflow Rules

Workflow Rule Detail [ Edit ] [nelete] [ Clone l'

Rule Mame  Batch Payment Processor Mot Running

Active Eva
Description  Advise Payment Administrators if a Batch Payment Schedule has not successiully run for the last 24 |
- Add time based action - 1 day aft Last Batch Processar Run
- 3end Email: send reminder that Batch Payments Pracessor has been stopped and shou

e T S i e T i e T A b s e el s PR F e e e TR m

Set 'Default Workflow User' and Save

Workflow & Approvals Settings Help for this Page @

Specify a default workflow user. Salesforce.com recommends choosing a user with system administrator privileges.
ey

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second ling.

Enable Email Approval O
Response

Default Workflow User I |

A By enabling the email approval response feature, you agree to allow salesforce.com to process email approval responses, update approval requests for all active users in
your organization, and update the approval object on behalf of your arganization’s users.

=

If a Default Workflow User has already been set, this step will be skipped.
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How to activate Refund approvals

AAkonsult Payments comes with a basic approval process for refunds. By default, refund approvals
process is not enabled and this procedure walks you through how you can do this.

If you wish to have multi-level and more advanced approvals, you can setup Approval Workflows to
do this. The final approval step simply needs to do a field update that checks the "Approved"
checkbox on the Payment Txn. For setting up Approval workflows, please consult the Salesforce
online help, or alternatively just use the more simpler version enabled in this procedure.

For organisations wanting to use Refund Approval Processes, we recommend you review the
internal security setup procedure. You need to ensure that only approvals have update access to the
Approval field on the Payment Txn Object.

Quick Steps:

1. Locate workflow: Refund Approval
2. Update the recipient of the workflow email
3. Enable this workflow

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

Pl

jeff challis -

My Profile
Subscri| it |
Setu
= e -
Developer Console

Logout
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2. Select "Workflow Rules'’

Edit |
Edit |
Custom Labels
Interaction Log L ts
nteraction Log Layou Edit |
Objects
Packages Edit |
Repor Types
Tabs Edit |
'+ Global Actions Edit |
i Workflow 8 Approvals
Edit |

Workflow Rules h _
dit |

Approval Processes

Edit |

Flows

ek Edit |

Email Alertz Edit |

Field Updates

Qutbound Messages Edit |

Knowledge Action Edit |

Post Templates

Settings Edit |
[»/ Develop Edit |

I - T
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3. Use the alphabetical look-up to find ‘Refund Approval’, and Activate

All Workflow Rules

Configure your organization's workflow by creating workflow rules. Each workflow rule consists of: Quick Tips—

= Criteria that cause the workflow rule to run.

« Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that nofifies the account team when 2 new high-value opportunity is created.

« Time-dependent actions that queue when a record matches the criteria, and execute according to time triggers. For example, salesforce.com can automatically send an email reminder to the account team ifa
high-value opportunity is still open ten days before the close date.

+ Useful Sam
* Video Tutori:

View: | All Workflow Rules v| Create New View

A BlciDlE FlaH[1[J[KIL M/N O|PlQR|IS|IT UV W

Hew Rule

Action Rule Name + Description Object

) ) For organisations that need to get their card holders expiry date details for recurring payments, this workflow will remind you of whento  Recurri
Recuming Payment Card Expiry

Edit | Deactivate - Recurring Payment Card Expi follow Up. Payme

Edit | Deactivate #, Recurring Payment Error Should a card be declined during a recurring payment send out an alert to internal staff s they can follow up the reasons for the failure. Payme

Remind Payment Administrators if a Recurring Payment Schedule has been stopped, but not restarted within 24 hours

" " Recurring Payments Restart Reminder [ADD TIME BASED
Edit | Activate WORKFLOW] UPDATE: Mercha
Add time based workflow - 1 day after rule trigger

- Email Alert: send reminder that Recurring Payments Processor has been st.

This is a sample simple approval request. More comprehensive approvals can be setup using workflows & approvals. See Salesforce

Edif| Activate - Refund Approval online help. pame

This workflow needs to have the email recipient(s) updated to approvers.

AB/C/DEF|[G|H[IJ/K/L M/N O/P|Q R[S T UV W

4. Click into the Refund Workflow Approval and into the Email Alert

R;)éfunclil Approval (Managed)

« Back to List: Workflow Rules

| é This Workflow Rule is managed, meaning that you may only edit certain attributes. Display More Information

Workflow Rule Detail

Rule Name  Refund Approval Object  Payment Txn

Hamespace Prefix  AAkPay Evaluation Criteria  Evaluate the rule when :
subsequently meet crite

Installed Package  AAkPayments
Active
Description  This is a sample simple approval request. More comprehensive approvals can be setup using workflows & approvals. See Salesforce online help.
This workflow needs to have the email recipient{s) updated to approvers.
Rule Criteria  (Payment Txn: Record Type EcuaLs Refund) amp (Payment Txn: Approved EQUaLS False) anD (Payment Txn: Status EQUAaLs Refun
Created By  jeff challis, 4/10/2014 4:06 PM Modified By  jeff challis, 19/10/2014 £

Workflow Actions

Immediate Workflow Actions

Type
Email Alert Send Refund roval Email request

Time-Dependent Workflow Actions  See an example

l A You cannot add new time triggers to an active rule. Deactivate This Rule
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5. Edit the Email Alert - Send Refund Approval Email request

Email Alert

Send Refund Approval Email request (Managed)

= Back to List: Workflow Rules

| é This Email Alertis managed, meaning that you may only edit certain attributes. Displav More Information

Rules Using This Email Alert [1]1 | Approval Processes Using This Email Alert 0] | Entitlement Processes Using This Email Alert [0]

Email Alert Detail [

Description  Send Refund Approval Email Email Template  Refund roval

Unique Name  Send_Refund_Approval_Email_request Object  Payment Txn
Namespace Prefix ~ AAkPay
Installed Package  AAkPayments
From Email Address  Current User's email address
Recipients  Account Owner
Additional Emails

Created By  jeff challis, 4/10/2014 4:06 PMW Modified By  jeff challis, 4/10/2014 4:06 PM

Clone

Rules Using This Email Alert

Action Rule Name Description

This is a sample simple approval request More comprehensive approvals can be setup using workflows & approvals. See Salesforce online help.
Edit| Deactivate ~* Refund Approval
This workflow needs to have the email recipient(s) updated to approvers.

Approval Processes Using This Email Alert

This alertis currently not used by any approval processes
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6. Update the recipient(s) and Save

Edit Email Alert

Send Refund Approval Email request (Managed)

Create an email alertto associate with one or more workflow rules, approval processes, or entittement processes. When changing an ema

|i'-| This Email Alertis managed, meaning that you may only edit certain attributes. Display More Information

Email Alert Edit @ &MNew | | cancel |

Edit Email Alert

Description | Send Refund Approval Email request
Unique Name |Send_F€eﬁJnd_Appmw L]
Hamespace Prefix  AAkPay

Installed Package  AAkPayments
Object  Payment Txn

Email Template ||Refund Approval | Q-j
Protected Component |:|

ISearch:|uEer v| for: | | Find]

Available Recipients Selected Recipients

User TestFulluser ~ Account Owner -
User: jeff challis
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How to activate New Online Payment Notification

Turn this workflow on if you wish to be notified of all new online payments (exception memberships).

Quick Steps:

1. Locate workflow: New Online Payment Notification
2. Update the recipient of the workflow email
3. Enable this workflow

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

jeff challis - He

(c) AAkonsult Pty Ltd 2014 Page 276

Installation Manual




Installation Manual konsult
[ PAYMENTS

2. Select "Workflow Rules'’

App Setup

Custom Labels

Interaction Log Layouts

Objects

Packages

Report Types I
Tabs

Workflow Rules e

Approval Processes
Flows

Tasks

Email Alerts

Field Updates i
Cutbound Messages

Knowledge Action [
Post Templates
Settings

[+ Develop
[+| Deploy

il nomm e Pl [

Installation Manual

(c) AAkonsult Pty Ltd 2014 Page 277




Installation Manual konsult
| PAYMENTS

3. Use the alphabetical look-up to find 'New Online Payment
Notification', and Activate

Help for this Page o

| All Workflow Rules

Configure your organization’s workflow by creating workflow rules. Each workflow rule consists of: Quick Tips
= Criteria that cause the workflow rule to run. « Useful Sample Workflow Rules
= Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the « Video Tutorial (English Only)
account team when a new high-value opportunity is created.

= Time-dependent actions that queue when a record matches the criteria, and execute according to time triggers. For example, salesforce.com can
automatically send an email reminder to the account team if a high-value opportunity is still open ten days before the close date.

View: | All Workflow Rules v| Create New View

AECDEFGHI.IKLM-OPQRSTUVWXYZOtherAII

New Rule

Action Rule Name + Description Object Active

UPDATE:
. . - configure who in your organisation is to get this notification.
Edit | Activate é Hz;";iglh!gne Membership Payment Send an internal notification that a new online MEMBERSHIP payment has been made and receipting, matching _Ilz_'f:ment
— completed.
MB: OMLY works when background processor going.
UPDATE:
. . . . . - configure who in your organisation is to get this notification. Payment
Edi New Online Payment Nofification Send an internal notification that a new online payment has been made (Excluding Memberships as thisis a Txn

separate workflow notification)

AB/CIDE|FIGHIJ/KIL/M/N|O|P|Q R|S|T|U|V|W X Y|Z Other Al
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4. Click into the New Online Payment Notification and into the Email
Alert

] Workflow Rule Help for this Page
New Online Payment Notification (Managed)

« Back to List: Workflow Rules

| d“ This Workflow Rule is managed, meaning that you may only edit certain attributes. Display More Information

Workflow Rule Detail Clone || Activate
Rule Name  MNew Online Payment Motification Object  Payment Txn
Hamespace Prefix ~ AAkPay Evaluation Criteria  Evaluate the rule when a record is created, and any time i

edited to subsequently meet criteria
Installed Package  AAkPayments
Active
Description  UPDATE:

- configure who in your organisation is to get this notification.
Send an internal notification that a new online payment has been made (Excluding Memberships as this is a separate workflow notification)

Rule Criteria  (Payment Txn: Status EQUaLS Payment Complete) AND (Payment Txn: Payment Type - Type NOT EQUAL TO Membership)
Created By  [eff challis, 25/10/2014 1:39 PM Modified By  jeff challis, 25/10/2014 1:39 PM

Workflow Actions

Immediate Workflow Actions

Type
Email Alert ‘Send an internal notification that a new online payment has been made

Time-Dependent Workflow Actions See an example

= [ ﬂ Mo workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.
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5. Edit the Email Alert - Send Send an internal notification that a new
online payment has been made

Email Alert Printable View | Help for this Page o

Send an internal notification that a new online payment has been made
(Managed)

« Back to List: Workflow Rules

| é This Email Alert is managed, meaning that you may only edit certain attributes. Display More Information

Rules Using This Email Alert [11 | Approval Processes Using This Email Alert[01 | Entitlement Processes Using This Email Alert [0]

Email Alert Detail | Qone |

Description  Send an internal notification that'a new online payment has been made Email Template  New Online Payment Notification
Unique Name  Send_an_internal_notification_that_a_new_online_payment_has_been_made Object  Payment Txn

Hamespace Prefix ~ AAkPay
Installed Package  AAkPayments
From Email Address  Current Users email address
Recipients  Account Owner
Additional Emails
Created By  jeff challis, 25/10/2014 1:39 PM Modified By [eff challis, 25/10/2014 1:39 PM

Clone

Rules Using This Email Alert Rules Using This Email Alert Help (2!
Action Rule Name Description Object Active
UPDATE:
Edit | Activat é Mew Online Payment - configure who in your organisation is to get this notification. Payment
it| Activate Maotification Send an internal notification that a new online payment has been made (Excluding Memberships as this is a separate Txn

workflow notification)

Approval Processes Using This Email Alert Approval Processes Using This Email Alert Help (2

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 280




Installation Manual kOlTlSlllt
| PAYMENTS

6. Update the recipient(s) and Save

Send an internal notification that a new online payment has been made
(Managed)

Create an email alert to associate with one or more workflow rules, approval processes, or entittement processes. When chang
entittement processes associated with it

|i'-| This Email Alertis managed, meaning that you may only edit certain attributes. Display More Information

Email Alert Edit '..o_-. ve & New | | Cancel |

Edit Email Alert

Description |Send an internal notification that a new online payment has been made
Unigue Name |Send_an_interna|_nuﬂf L]
Hamespace Prefix  AAkKPay

Installed Package  AAkPaymenis
Object  Payment Txn

Email Template ||New Online Payment N <

Protected Component |:|

Recipient Type  |search:| User w| for| | | Fina |

Selected Recipients

User: TestFulluser ~ Account Owner -
User: jeff challis
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How to activate New Online Membership Payment
Notification

Turn this workflow on if you wish to be notified of all new Membership/Subscription Payments are
made.

Quick Steps:

1. Locate workflow: New Online Membership Payment Notification
2. Update the recipient of the workflow email
3. Enable this workflow

1. Navigate to Setup > App Setup > Create > Workflow & Approvals >
Workflow Rules

jeff challis - k
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2. Select 'Workflow Rules'

App Setup

Custom Labels
Interaction Log Layouts
Objects

Packages

Reporn Types

Tabs

B Workflow & Approvals

Workflow Rules *

Approval Processes
Flows

Tasks

Email Alerts

Field Updates
Cutbound Messages
Knowledge Action
Post Templates
Settings

e NMovalan
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3. Use the alphabetical look-up to find ‘New Online Membership
Payment Notification’, and Activate

Help for this Page
All Workflow Rules Pt ase @
Configure your organization's workflow by creating workflow rules. Each workflow rule consists of Quick Tips
= Criteria that cause the workflow rule to run. « Useful Sample Workflow Rules
= Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the « Video Tutorial (English Only)
accountteam when a new high-value opportunity is created.

= Time-dependent actions that queue when a record matches the criteria, and execute according to time triggers. For example, salesforce.com can
automatically send an email reminder to the account team if a high-value opportunity is still open ten days before the close date.

View: | All Workflow Rules | Create New View

AECDEFGHI.IKLM-OPQRSTUVWXYZOtherAII

New Rule

Action Rule Name + Description Object Active

UPDATE:
. . - configure who in your organisation is to get this notification.
) p Payi - P ; - )
Edi§| Activate ¥ Hz;";iglh!gne Membership Payment Send an internal notification that a new online MEMBERSHIP payment has been made and receipting, matching _Ilz_'f:ment
— completed.
MB: OMLY works when background processor going.
UPDATE:
. . . . . - configure who in your organisation is to get this notification. Payment
Edit | Activate é New Online Payment Nofification Send an internal notification that a new online payment has been made (Excluding Memberships as thisis a Txn

separate workflow notification)

AlB|lc|D|/E/F/IG/H I|J K|L/MN|o/Pla R|S|T|U|V| W X| Y| Z| Other Al
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4. Click into the New Online Membership Payment Notification and
into the Email Alert

New Online Membership Payment Notification (Managed)

« Back to List: Workflow Rules

| ﬁ This Workflow Rule is managed, meaning that you may only edit certain attributes. Display More Information

Workflow Rule Detall

Rule Name  Mew Online Membership Payment Motification Object  Payment Txn
Hamespace Prefix ~ AAkPay Evaluation Criteria  Evaluate the rule when a rect
edited to subsequently meet
Installed Package  AAkPayments
Active
Description  LIPDATE:
- configure who in your organisation is to get this notification.

Send an internal notification that a new online MEMBERSHIP payment has been made and receipting, matching completed.
MNB: ONLY works when background processor going.

Rule Criteria  {Payment Txn: Status equaLs Maiching Complete) anD (Fayment Txn: Fayment Type - Type EQUALS Member
Created By  jeff challis, 25/10/2014 1:38 PM Modified By  jeff challis, 25M10/2014 1:39F

Workflow Actions Edit

Immediate Workflow Actions

Type
Email Alert Send an internal notification that a new online MEMBERSHIP payment has bean made

Time-Dependent Workflow Actions See an example

[ ) Noworkflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.
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5. Edit the Email Alert - Send an internal notification that a new online
MEMBERSHIP payment has been made

Email Alert
Send an internal notification that a new online MEMBERSHIP payment has
been made (Managed)

« Back to List: Workflow Rules

Printable View | Help for this Page o

| é This Email Alert is managed, meaning that you may only edit certain attributes. Display More Information

Rules Using This Email Alert [1] | Approval Processes Using This Email Alert[0] | Entitlement Processes Using This Email Alert [01

Email Alert Detail

Description  Send an internal notification tHar ine MEMBERSHIP payment has been made Email Template  New Online Membership Payment
Motification
Unique Name  Send_an_internal_notification_that_a_new_online_MEMBERSHIP_payment_has_been_made Object  Payment Txn
Hamespace Prefix ~ AAkPay
Installed Package  AAkPayments
From Email Address  Current User's email address

Recipients  User: jeff challis
Additional Emails

Created By  jeff challis, 25/10/2014 1:39 PM Modified By  jeff challis, 25M10/2014 1:39 PM

Rules Using This Email Alert Rules Using This Email Alert Help 2/
Action Rule Name Description Object Active
UPDATE:
New Online Membershin Pavment - configure who in your organisation is to get this notification. Payment
) ) p Payi - P, ; - ;
Edit | Activate é Nofificati Send an internal notification that a new online MEMBERSHIP payment has been made and receipting, matching ¥
Liotimcation completed. X
MB: OMLY works when background processor going.
Annrmvral Draraceas lleina Thie Email Alart Ammrmicnl Aennnmmnn Hnins Thin Cemail Alaed Uale 20
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6. Update the recipient(s) and Save

Edit Email Alert

Send an internal notification that a new online MEMBERSHIP payment has
been made (Managed)

Create an email alert to associate with one or more workflow rules, approval processes, or entitement processes. When changing an email alert, any modifications will a
entittement processes associated with it

‘ I'i"l This Email Alert is managed, meaning that you may only edit certain attributes. Display Mare Information

Email Alert Edit @ | save | & Hew | | Cancel |

Edit Email Alert

Description | Send an intemnal notification that a new online MEMBERSHIP payment has been mac
Unique Name |Send_an_internal_no'rjf [i]
Hamespace Prefix  AAkPay

Installed Package  AAkKPayments
Object  Payment Txn

Email Template | New Online Membersh| |
Protected Component D

Recipient Type ISearch:| User v| for: | | | Fina
ol Available Recipients Selected Recipients
User: TestFulluser ~ User: jeff challis ~
Add

Remaove
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How to create a button on the Accounts tab

Cash, Cheque, Money Orders and Credit Card payment buttons are available for Accounts,
Contacts, Opportunities and Campaign Member tabs. For other objects and custom objects, custom
buttons can be created by administrators. To see how to do this, please see the salesforce.com
online help.

Quick Steps:

1. Edit the Account Page Layout and drag/drop the following buttons onto the Page Layout
Credit Card Payment Button - To launch the Credit Card payment/checkout form and link the
transaction with the account (Optionally, you can set this to include Manual Payments as
well)

Manual Payment Button - To launch the Manual Payment form and pre-fill/link with Account
Details.

Make Payment Button - Enables Credit Card Payment or Manual Payment. Also allows for
selection of merchant facility and payment form, plus allows for token charge payments and
membership/subscription renewal payments.

1. Navigate to Setup > App Setup > Customize > Accounts > Page
Layouts

App Setup

B Customize

[*| Tab Names and Labels

[*| Home

[»| Activities

[+ Campaigns

[*| Leads

B Accounts
Fields
Related Lookup Filters
Walidation Rules
Triggers
Partner Roles
Contact Roles

Page Layouts

Field Sets
Compact Layouts
Search Layouts
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2. Select 'Edit’' next to the page layout that you would like to add the
buttons to

Account Page Layout

This page allows you to create different page layouts to display Account data.
After creating page layouts, click the Page Layout Assignment button to control which page layout users see

Account Page Layouts | New || Page Layout Assignment
Page Layout Hame Created By
Account (Marketing) Layout Jeff Challis, 10/05/2013 6:14 PM
Account (Sales) Layout Jeff Challis, 10/05/2013 6:14 PM
Account (Support) Layout Jeff Challis, 10/05/2013 6:14 FM
Account Layout Jeff Challis, 10/05/2013 6:14 PM

3. Select 'Buttons' from the list under ‘Fields’

Account Layout «

| Save ¥ || Quick Save | Preview As...¥ || Cancel | | " Undo | 7§ Redo | || [F| Layout Properties |

Fields - (@, Quick Fiﬂd|Eluttnn Mame |g

Dutto | Credit Card Payment | Include Offline | Submit for Approval |
LISTO Delete Make Payment

Expanded Lookups Edit Manual Payment

Related Lists | Get Contacts | sharing

Report Charts .

Wimnalfarmcn Damne
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4. Drop & drag the 'Credit Card Payment' and 'Manual Payment'

buttons onto the page layout

Account Layout «

Mini P

EpEErs s s el @@ ]

Fields - @, Quick Find| Button Name *®

Buttons i Submit for Approval
Custom Links Delt | make Payment _J |

Expanded Lookups Edit ‘

Related Lists E

Report Charts . \
Wicnalfarcn Danne

Account Sample

Highlights Panel

Customize the highlights panel for this page layout...

Account Detail Standard Buttons

ustom Buttons

Edit| |Delete| | Sharing| |Include Offline

| Credit card Payment

Manual Payment

| Arcannt Infarmatinn (Hasdar vieibhla an adit bl

You can choose buttons to suit.

5. Save

Account Layout «

»
save ¥ Jauick Save | Preview As...¥ | Cancel| || 4 Undo | 7 Redo ||

Layout Propertie

Installation Manual
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Buttons Credit Card Payment Include COffline
Custom Links Delete | Make Payment |
Expanded Lookups Edit Manual Payment
Related Lists Get Contacts | Sharing

Report Charts -

i alfaren Danmm
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How to create a button on the Contacts tab

Cash, Cheque, Money Orders and Credit Card payment buttons are available for Accounts,
Contacts, Opportunities and Campaign Member tabs. For other objects and custom objects, custom
buttons can be created by administrators. To see how to do this, please see the salesforce.com
online help.

Quick Steps:

1. Edit the Contact Page Layout and drag/drop the following buttons onto the Page Layout
Credit Card Payment Button - To launch the Credit Card payment/checkout form and link the
transaction with the Contact (Optionally, you can set this to include Manual Payments as
well)

Manual Payment Button - To launch the Manual Payment form and pre-fill/link with Contact
Details.

Make Payment Button - Enables Credit Card Payment or Manual Payment. Also allows for
selection of merchant facility and payment form, plus allows for token charge payments and
membership/subscription renewal payments.

Annual Statement Button - Generates a statement for all transactions relating to the Contacts
- Account for the last financial year.
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Navigate to Setup > App Setup > Customize > Contacts > Page

Layouts

Installation Manual

App Setup

B Customize

[+| Tab Names and Labels

[+ Home

[ Activities

[+| Campaigns

(v Leads

(] Accounts

B Contacts
Fields
Felated Lookup Filters
Walidation Rules

Page Layouts

Compact Layouts

Search Layouts

Buttons, Links, and Actions
Record Types

Limits
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Select 'Edit' next to the page layout that you would like to add the
buttons to

Help fo

Contact Page Layout

This page allows you to create different page layouts to display Contact data.
After creating page layouts, click the Page Layout Assignment button to control which page layout users see by default.

Contact Page Layouts | New || Page Layout Assignment |
Page Layout Name Created By Modified By
Contact (Marketing) Layout Jeff Challis, 9/03/2013 7:56 PM Jeff Challis, 9/03/2013 7:56 PM
Contact (Sales) Layout Jeff Challis, 9/03/2013 7:56 PM Jeff Challis, 9/03/2013 7:56 PM
Contact (Support) Layout Jeff Challis, 9/03/2013 7:56 PM Jeff Challis, 9/03/2013 7:56 PM
Contact Layout Jeff Challis, 9/03/2013 7:56 PM Jeff Challis, 22/08/2014 7:36 PM

Select 'Buttons' from the list under ‘Fields’

Account Layout ~

 Save ¥ | Quick Save | Preview As...¥ | Cancel | || " Undo || 73 Redo | Layout Properties |

Fields - @, Quick Fi"d|Euttnn Mame |E

‘Buttons | Credit Card Payment | Include Offline | Submit for Approval
LISTO Delete Make Payment

Expanded Lookups Edit Manual Payment

Related Lists | Get Contacts | Sharing

Report Charts .

Wimnalfoaren DAamn e
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Drop & drag the 'Credit Card Payment' and '‘Manual Payment’ buttons
onto the page layout

Q Contact Layout v Custom Console Components Mini Pl

save ¥ | Quick Save | Preview As...v | Cancel | £\ Undo | 3 Redo Layout Properties

e w

Disable Customer Enable Partner User Request Update View Partner User
Disable Partner User
Edit
Enable Customer

(@, Quick Find

Sharing View Self-Service

Submit for Approval

View Customer User

Expanded Lookups
Related Lists
Report Charts
Visualforce Pages

Contact Sample

Highlights Panel

Account Name
Sample Account

Email
sarah.sample@compgny.com

1-415-55901212

Publisher Actions |t/

New Note jake Payment Mobile Smart Actions

Post File Loga Call

Contact Standard Bjjttons

Detail Dei e | sharify | | Request Update | [iew Seit-Service [ Enable Seff-Service| |Enable Customer User| | Enable Partner User | |View Customer User | |1

Custom Bl s 1 -
|Annual | Credit Cardl Payment | | Manual Payment | | Make Payment

You can choose buttons to suit.

Save

Contact Layout «

m Quick Save | Preview As.. ¥ || Cancel | | Undo | % Redo || Layout Proper

R A (), Quick Fiﬂﬂ|EIuttnn Mame |g

Buttons Clone Edit Relaticnships Vie
Actions | Copy Address to H... | Enable Self-Service Request Update
Expanded Lookups Credit Card Payment Make Payment Sharing

Related Lists Delete Manual Payment @
Report Charts

WirnAalfarcn Danne -
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How to create a button on the Opportunity tab

Cash, Cheque, Money Orders and Credit Card payment buttons are available for Accounts,
Contacts, Opportunities and Campaign Member tabs. For other objects and custom objects, custom
buttons can be created by administrators. To see how to do this, please see the salesforce.com
online help.

Quick Steps:

1. Edit the Opportunity Page Layout and drag/drop the following buttons onto the Page Layout
Credit Card Payment Button - To launch the Credit Card payment/checkout form and link the
transaction with the Opportunity (Optionally, you can set this to include Manual Payments as
well)

Manual Payment Button - To launch the Manual Payment form and pre-fill/link with
Opportunity Details.

Make Payment Button - Enables Credit Card Payment or Manual Payment. Also allows for
selection of merchant facility and Payment Form.

Navigate to Setup > App Setup > Customize > Opportunity > Page
Layouts

B Opportunities
Fields
Related Lookup Filters
Walidation Rules
Triggers
Contact Roles

Compact Layouts

Search Layouts

Buttons, Links, and Actions

Sales Processes

Record Types

Limits

Big Deal Alert

Update Reminders

Settings

Similar Opportunities
[»| Opportunity Products

g B . WS S I, S
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Select 'Edit' next to the page layout that you would like to add the
buttons to

Opportunity Page Layout

This page allows you to create different page layouts to display Opportunity data.
After creating page layouts, click the Page Layout Assignment button to control which page layout users see by default.

Opportunity Page Layouts | New || Page Layout Assignment |

Action Page Layout Hame Installed Package Creats
Edit (Dl i—, AfkPayments Oppaortunity Layout AAkPayments Jeff Cl

Edit [Del Opportunity (Marketing) Layout Jeff Cl
Edit [Del Opportunity (Sales) Layout Jeff Cl

Edit [fDel Opportunity (Support) Layout JeffCl
Edit [Del Opportunity Layout JeffCl

Select 'Buttons' from the list under ‘Fields’

Opportunity {Sales) Layout «

Save ¥ || Quick Save | Preview As..~ | Cancel | || 4 Undo | "% Redo || Layout Properties

Fields ” (), Quick Finrd|EI|_|ttc|n Mame |E
 Buttons | Add Matching Dona... | Edit Sharing
ustom Link Clone Make Payment | Submit for Approval
Actions | Credit Card Payment | Manual Payment
Expanded Lookups Delete Matching Donation
Related Lists
Darnart Mharde e
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Drop & drag the 'Credit Card Payment' and '‘Manual Payment’ buttons
onto the page layout

Fields " i), Quick Fiﬂd|Elutt0n MName |@

Buttons Edit Sharing

Custom Links Clone Make Payment Submit for Approval
Actions ks ki

Expanded Lookups Delete | Matching Domgtion |

Related Lists

Dannart Mharts =

Highlights Panel

Customize the highlights panel for this page layout...

Publisher Actions | i/

Opportunity Detail Standard Buttons Custom Buttons
|Delete| |Clone| Sharing| | Credit Card Payment| | Manual Payment |

You can choose buttons to suit.

Save

Quick Save | Preview As..™ | Cancel || £ Undoe | "} Redo | [E| Layout Propen

Fields -‘* (Q, Quick Fiﬂd|EIuttun Mame |Q

Buttons | Add Matching Dona... | Edit Sharing

Custom Links Clone | Make Payment || Submit for Approv
Actions Credit Card Payment Manual Payment

Expanded Lookups Delete | Matching Donation |

Related Lists

Drarnart Mharte

WHirmhlirihte Danal
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How to create a button on the Campaign tab

Cash, Cheque, Money Orders and Credit Card payment buttons are available for Accounts,
Contacts, Opportunities and Campaign Members tabs. For other objects and custom objects,
custom buttons can be created by administrators. To see how to do this, please see the
salesforce.com online help.

For Campaigns, there are buttons and links to manage events registration and annual statements.
Quick Steps:

1. Edit the Campaign Page Layout and drag/drop the following buttons onto the Page Layout
Add Event Attendee Button - Launches the Events Registration button and allows for new
attendees to be added
Statement Generation Button - Generates statements and stores annual statement PDFs
against the related contacs
Statement Send Button - Generates and sends the annual statement to the related contact.

2. Edit the Campaign Pay Layout and drag/drop the following customer links onto the Page
Layout. This links show related Event Attendee reports
Event Attendee Group List
Event Attendee List

Installation Manual (c) AAkonsult Pty Ltd 2014 Page 299




Installation Manual konsult
[ PAYMENTS

1. Navigate to Setup > App Setup > Customize > Campaigns > Page
Layouts

App Setup

B Customize

[»| Tab Names and Labels

[* Home

[»| Activities

B Campaigns
Fields
Related Lookup Filters Hew!
Walidation Rules
Triggers

Page Layouts

Field Sets
Compact Layouts
Search Layouts
Buttons, Links, and Actions
Record Types
Limits
Campaign Influence
[*| Campaign Members

2. Select 'Edit’' next to the page layout that you would like to add the
buttons to

Campaign Page Layout

This page allows you to create different page layouts to display Campaign data.
After creating page layouts, click the Page Layout Assignment button to control which page layout users se

Campaign Page Layouts | New | | Page Layout Assignment |

Action Page Layout Hame Installed Package
el |J_-, AbkPayments Campaign Layout AbkPavments

— O

Edit [Cel Campaign Layout

=

Installation Manual (c) AAkonsult Pty Ltd 2014

Page 300




konsult

Installation Manual

3. Select 'Buttons' from the list under ‘Fields’

Campaign Layout

| Save ¥ | Quick Save || Preview As...¥ || Cancel ||| " Undo | /A Redo | || [F| Layout Properties |

@, Quick Find| Button Name E3

Fields
‘Buttons |A.ddEvenmuenddee | Edit

LISTO Adwvanced Setup Manage Members

Expanded Lookups Clone Sharing
Related Lists Delete | Submit for Approval
Report Charts

4. Drop & drag the buttons onto the page layout

Custom Console Components Mini Page Layoul Mini Console View | Video Tulorial Help fo

Campaign Layout ~

| Save ¥ | Quick Save || Preview As...¥ | Cancel | | Undo | /4 Redo | Layout Properties |

Fields Q, Quick Find|Buton Name | %

Buttons Add Attenddee | Edit
Custom Links
Actions

Expanded Lookups
Related Lists
Report Charts

Statement Send

Statement Generation
——

Manage Members

Campaign Sample
Highlights Panel

Customize the highlights panel for this page layout...

Publisher Actions |1/

The publisher actions are currently inherited from the global publisher layout. You can override the global publisher layout toSska customized list ofealions for this 12

Standard Buttons giom Buttons
[Delete| [Clone| [ sharing | [Manage Members | [Advanced Setup| | Add Event A | [‘statement G

Campaign Detail

Add Event Attendees provides a way of adding new attendees to an Event.

Statement Generation enables the generation of Annual Statements for all payments/donations of
contacts associated with the Campaign
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5. Add Custom Links

Save ¥ | Quick Save | Preview As..¥ | Cancel| |"Undo | 7 Redo Layout Properties

@, Quick Find| Custom Link Name |%

Fields

|+53.|.ank Space |
Event Attendee O ..
Event Attendee Lis

Expanded Lookups
Related Lists
Report Charis

View Calgpaign Inf...

S
{ Other Information (Header visible on edit on
i Additional Information (Header visible on edit only
i System Information (Header visible on edit only)
Created By Sample User &) Last Modified By Sample User

i Description Information {Header visible on edit only)
Description  Sample Description

i Custom Links (Header visible on detail only)

View Campaign gvent Attendee Group
Influence Report List

ent Attendee List

Mobile Cards (Salesforce1 only) |i

The custom links contains links to Campaign specific reports that will show lists of attendees for the
Campaign

6. Save

Campaign Layout «

Quic:k Save | Preview As..¥ | Cancel | | Undo | 7 Redo | [ Layout Properti

_— @, Quick Find|Button Name |®

Buttons Add Event Attenddee | Edit
Custom Links Advanced Setup Manage Members
Expanded Lookups Clone Sharing

Felated Lists Delete Submit for Approval

Report Charts
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How to create a button on the Campaign Member

Cash, Cheque, Money Orders and Credit Card payment buttons are available for Accounts,
Contacts, Opportunities and Campaign Members tabs. For other objects and custom objects,
custom buttons can be created by administrators. To see how to do this, please see the
salesforce.com online help.

Quick Steps:

1. Edit the Campaign Member Page Layout and drag/drop the following buttons onto the Page
Layout
Credit Card Payment Button - To launch the Credit Card payment/checkout form and link the
transaction with the Campaign Member - Contact (Optionally, you can set this to include
Manual Payments as well)
Manual Payment Button - To launch the Manual Payment form and pre-fill/link with Campaign
Member - Contact Details.
Annual Statement Button - Generates a statement for the related contact using the
parameters last entered at the Campaign - Annual Statement Generation
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1. Navigate to Setup > App Setup > Customize > Campaigns >
Campaign Members > Page Layouts

App Setup

B Customize
[*| Tab Names and Labels
[* Home
[+ Activities
B Campaigns
Fields
Felated Lookup Filters
Validation Rules
Triggers
Page Layouts
Field Sets
Compact Layouts
Search Layouts
Buttons, Links, and Actions
Fecord Types
Limits
Campaign Influence
B Campaign Members
Fields
Validation Rules
Triggers

Page Layouts

eld oels
Compact Layouts
Buttons and Links
Fecord Types
Limits

[*| Leads

Ml A mssen e
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2. Select 'Edit’' next to the page layout that you would like to add the
buttons to

Campaign Member Page Layout

This page allows you to create different page layouts to display Campaign Member data.
After creating page layouts, click the Page Layout Assignment button to control which page layout

Campaign Member Page Layouts | New | | Page Layout Assign
Action Page Layout Name Created By
(el Campaign Member Page Layout Jeff Challis,

3. Select 'Buttons' from the list under 'Fields'

Campaign Member Page Layout ~

Save ¥ | Quick Save | Preview As... ¥ | Canoel £ Undo || 7} Redo || Layout Properties |

_ @, Quick Find| Button Name | %
Annual Statement Credit Card Payment
Hps Clone Delete
Report Charts Convert Lead Edit
Visualforce Pages Create Opportunity Manual Payment
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4. Drop & drag buttons onto the page layout

Custom Console Compone:

Campaign Member Page Layout

Save 'lﬂuick SavelleiewAs...'lCanoel ' Undo || 3 Redo Layout Properties
Qauick Fing x

Expanded Cookups ‘1o
Report Charts d
Visualforce Pages Create Opportunity
—————
Campaign Member Sample
Highlights Panel
Customize the highlights panel for this page layout...
Campaign Member Detail Standard Buttons . Custom Butons’ "
Delete [Converl Lead] [Cleate(‘,porlun' Annual Credit Card Payment | | Manual Pay
# Campaign Member Information (Header visible on edit only)
% Campaign Sample Campaign Blank Space
% Contact  Sample Contact Blank Space

5. Save

Campaign Member Page Layout «

]
uick Save | Preview As...™ || Cancel ||| 4 Undo || A Redo | Layout Properties |
= @, Quick Find [Button Name |

Buttons Annual Statement Credit Card Payment
Expanded Lookups Clone Delete

Report Charts Convert Lead Edit

Visualforce Pages Create Opportunity Manual Payment

Campaign Member Sample

Hiahliahts Panel
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How to create a credit card button on the Persons
Account tab

Salesforce.com does not currently allow for Buttons to be packaged for Person Accounts.
Administrators therefore need to create their own.

Quick steps:

1. Add a new button called "Credit Card Payment" to the Account buttons and links. Use the
URL value of /apex/
AAkPay__mcheckout?ald={!Account.ld}&MailingStreet={!Account.PersonMailingStreet}&MailingStz
2. Add new button to the Person Account Page Layout

Navigate to Setup > App Setup > Customize > Accounts > Button,
Links and Actions

App Setup

B Customize

[»| Tab Names and Labels

[*| Home

[»| Activities

[»| Campaigns

[+ Leads

B Accounts
Fields
Related Lookup Filters
Validation Rules
Triggers
Partner Roles
Contact Roles
Page Layouts
Field Sets
Compact Layouts
Search Layouts

Buttons, Links, and Actions

Record Types
Limits

Account Teams
Settings
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Select 'New Button or Link'

New Action § New Button or Link |§ Default Custom Links

Buttons, Links, and Actions

Action Label Hame Description Type

Edit Accounts Tab Tab

Edit | Del Billing Billing Detail Page Link
Edit |i-| Credit Card Payment Credit_Card_Payment Detail Page Button
Edit Delete Delete

Edit Edit Edit

Edit List List

Edit |i'-, Make Payment Make_Fayment Detail Fage Button
Edit |i-| Make Payment Make_Payment_Action Custom Visualforce
Edit |i-| Manual Payment Manual_Payment Detail Page Button
Edit MNew Mew

Edit View Wiew

Fill in the details for the new button

Account Custom Button or Link

New Button or Link

Custom Button or Link Edit [ Save ‘ IQuic:k S-ave‘ IPreview‘ ICanceI‘

= I|New Credit Card F‘ayrment| o
Hame I |New_Credit_Card_F‘ayme | i

Description

Made up buttan for an example|

Display Typegy 5 Detail Page Link View example
i Detail Page Button View example

i List Button View example

Behavior I| Display in new window '\oj
i
Content Source I| URL r |

4

Create a Label for your new button. This will automatically be the Name
Select 'Detail Page Link' for Display Type

Select 'Display in new window' for Behavior

Select 'URL' for the Content Source

v | View Behavior Options

LN =
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Cut and paste the following code into the text field

Account Custom Button or Link

New Button or Link

Custom Button or Link Edit | save | Quick Save | Preview | |Cancel

oz I|New Credit Card Payment|

~LE I Mew_Credit_Card_Payme| i/

Description | 1yade up button for an example

Display Type 5 Detail Page Link View example
() Detail Page Button View example
() List Button View example

Behavior I| Display in new window v | View Behavior Options

Content Source I| URL v

Select Field Type Insert Field Functions
| Account v | |- Insert Merge Field — v | | InsertOperator ¥ - All Function
I fapex/RARhkPay checkout?ald={!Account.Id}&MailingStreet= ABS
{'Account.PerzonMailingStreet}&MailingState={'Account.PersonMailingState}&MailingCity= AND
{!'Account.PersonMailingCityl&MailingFPostalCode= BEGING
{'hccount.PerzonMailingPostalCodel}eMailingCountry= BLAMNKVALLUE
{'Account.PersonMailingCountcry} &Phone={!Account.Phone}&firsctHame= CASE
{'Account.FirstName } sLastName={ ! Account .LastName } eMobilePhone= CASESAFEID
{!'Account.PersonMokbilePhone} &Fhone={ ! Account .PFhone } §Email={'Account.PersonEmail} P
Insert Selected

[apex/
AAkPay _checkout?ald={!Account.Id}&MailingStreet={!Account.PersonMailingStreet}&MailingState={!Accc

Add the new button to your page layout
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Navigate to Setup > App Setup > Customize > Accounts > Person Accounts >
Page Layouts

[*| Leads

B Accounts
Fields
Felated Lookup Filters
Validation Rules
Trigoers
Fartner Roles
Contact Roles
Fage Layouts
Field Sets
Compact Layouts
Search Layouts
Buttons, Links, and Actions
Fecord Types
Limits
Account Teams
Settings

Fage Layouts

Record Types

[»] Contacts
[*| Opportunities
[»| Quotes

wl Carnracts

Select 'Edit’

Person Account Page Layout

This page allows you to create different page layouts to display Person Account data.
After creating page layouts, click the Page Layout Assignment button to control which page layout users see by default.

Person Account Page Layouts | New | | Page Layout Assignment |
Action Page Layout Name Created By Modified By
el Person Account Layout Jeff Challis, 19/05/2011 11:42 AM Automated Proc
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Drop and drag the buttons into the page layout

Custom Console Components Mini Page Layoul Mini Console View |

Person Account Layout «

save v | Quick Save | Preview As...¥ | Cancel | | 4 Undo | 7 Redo Layout Properties

a

I Disable Partner A_.. Enable Self-Service
usto ks Edit Get Contacts T T View Customer User
Actions Enable As Pariner Include Offline Regifest Update View Self-Service
Expanded Lookups Disable Cus Enable Customer User aring
Related Lists
Report Charts -

Person Account Sample

Highlights Panel

Customize the highlights panel for this pag
Publisher Actions |1/

The publisher actions are currently inherited

gfthe global publisher layout. You can override the global publisher layout to set a customized list of actions for this layout

Person Standard Buttonsgl® :
Account  Delcha# Sharing ylclude Offline | | Request Update | | View Self-Service | | Enable Self-Service | | Enable As Partner | |Enable Customer User| |View Customer User| | Disable Customer Ac
Detail i

Custom Bufitons
[Manual Payment] [Cledi‘t Card Pa]rment]

Save
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How to create a manual payment button on the Persons
Account tab

Salesforce.com does not currently allow for Buttons to be packaged for Person Accounts.
Administrators therefore need to create their own.

Quick steps:

1. Add a new button called "Manual Payments" to the Account buttons and links. Use the URL
value of /apex/
AAkPay__manualPayment?ald={!Account.ld}&MailingStreet={!Account.PersonMailingStreet}&Maili
2. Add new button to the Person Account Page Layout

1. Navigate to Setup > App Setup > Customize > Accounts > Button,
Links and Actions

App Setup

B Customize

[»| Tab Names and Labels

[*| Home

[»| Activities

[»| Campaigns

[+ Leads

B Accounts
Fields
Related Lookup Filters
Validation Rules
Triggers
Partner Roles
Contact Roles
Page Layouts
Field Sets
Compact Layouts
Search Layouts

Buttons, Links, and Actions

Record Types
Limits

Account Teams
Settings
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2. Select 'New Button or Link'

Buttons, Links, and Actions Hew Action § New Button or Link [§ Default Custom Links

Action Label Hame Description Type

Edit Accounts Tab Tab

Edit | Del Billing Billing Detail Page Link
Edit |i-| Credit Card Payment Credit_Card_Payment Detail Page Button
Edit Delete Delete

Edit Edit Edit

Edit List List

Edit |i'-, Make Payment Make_Fayment Detail Fage Button
Edit |i-| Make Payment Make_Payment_Action Custom Visualforce
Edit |i-| Manual Payment Manual_Payment Detail Page Button
Edit MNew Mew

Edit View Wiew

3. Fill in the details for the new button

Account Custom Button or Link

New Button or Link

Custom Button or Link Edit [ Save ‘ IQuic:k S-ave‘ IPreview‘ ICanceI‘

= I|Manual Payment |

Hame I |Manual_F‘ayme nt | i

Description

A special button for Manual Payments for Persons
Account tab| P

Display Typegy 5 Detail Page Link View example
o i Detail Page Button View example
i List Button View example

Behavior I|Displayfin new window @ ¥ | View Behavior Options
il

Content Source I| URL v |

4

Create a Label for your new button. This will automatically be the Name
Select 'Detail Page Link' for Display Type

Select 'Display in new window' for Behavior

Select 'URL' for the Content Source

LN =
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4. Cut and paste the following code into the text field

Account Custom Button or Link

New Button or Link

Custom Button or Link Edit | save | |Quick Save | | Preview| | Cancel
i I|Manual Fayment |
Hame I|ManuaI_Payment |(1)
Description

A special button for Manual Payments for Fersons
Account tab

Display Type 5 Detail Page Link View example
. Detail Page Button View example
( List Button View example

Behavior Il Display in new window ¥ | View Behavior Options

Content Source I| URL v

Select Field Type Insert Field Functions
|Acc0unt v | |— Insert Merge Field - v | Insert Operator ¥ - All Function
I fapex/AbhkPay manualPayment?ald={!Account.Id}&MailingStreet= ABS
{!Account.PersonMailingStreet}l&MailingState={!Account.PersonMailingState}&MailingCitcy= AMND
{!Account.PersonMailingCityl&MailingPostalCode= BEGING
{!hccount.PersonMailingPostalCode}&MailingCountry= BLAMKVALUE
{'Account . PersonMailingCountry} &Phone={ !Account .Phone} &sfirstName= CASE
{!Account.FirstName } sLastName={!Account . LastName } EMobilePhone= CASESAFEID
{!Account.PersonMobilePhone} sPhone={ !Account . Phone} &Email={!Account.PersonEmail} P
Insert Selected

[apex/
AAKPay__manualPayment?ald={!Account.ld}&MailingStreet={!Account.PersonMailingStreet}&MailingState

5. Add the new button to your page layout
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5.1 Navigate to Setup > App Setup > Customize > Accounts > Person Accounts
> Page Layouts

[¥] Campaigns

(v Leads

B Accounts
Fields
Felated Lookup Filters
Validation Rules
Triggers
Fartner Roles
Contact Roles
FPage Layouts
Field Sets
Compact Layouts
Search Layouts
Buttons, Links, and Actions
Record Types
Limits
Account Teams
Settings

Ed Person Accounts

Fage Layouts

Fecord Types

[*| Contacts

[»| Opportunities
[*/ Quotes

[v| Forecasts

5.2 Select 'Edit’

Home  About AAkonsult Payments Merchant Facilities Payment Txn's Manual Payments  Recurring Payments  Subscription Gi

| Search Al Setup.. Q) Person Account Page Layout

Expand All | Collapse All

This page allows you to create different page layouts to display Person Account data.

Salesforce1 Setup New! After creating page layouts, click the Page Layout Assignment button to control which page layout users see by
Force.com Home Person Account Page Layouts [ New | | Page Layout Assignment|

Action Page Layout Name Created By
System Overview (Edit| Qe Person Account Layout Jeff Challis, 19/0522011 11:42 AM

Personal Setup
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5.3 Drop and drag the buttons into the page layout

Person Account Layout Custom Console Components Mini Page Layout M
Save ¥ lCIuick Savel Preview As... ™ lCanoeI" " Undo l 3 Redo Layout Properties
~ | @, auick Find[Button Name | %

Credit Card Payment Disable Partner A... Enable Self-Service Manual Payment Submit for Approval
e Edit [ Get Contacts Picw Customer User
Actions Delete Enable As Partner Include Cffine Requesjgipdate View Self-Service
Expanded LOOKUDE Disable Customer ... Enable Customer User Sha
Related Lists
Report Charts i

Person Account Sample

Highlights Panel

Customize the highlights panel for this page layout...

Publisher Actions i/

The publisher actions are currently inherited from the gfbal publisher layout. You can override the global publisher layout to set a customized list of actions for this layout.

Person Standard Buttons -
Account Edit| | Delete| | Shad®g | | Include Offline | | Request Update | | View Self-Service | | Enable Self-Service | | Enable As Partner | | Enable Customer User | | View Customer User | | [
Detail

l Manual Payment Fledi‘tCald Payment]

i Account Information (Header visible on edit only)

Account Owner  Sample User Rating  Sample Rating
% @ AccountMame Sample AccountName Phone  1-415-555-1212

5.4 Save

]

All

Person Account Layout «

W| Quick Save | Preview As...¥ | Cancel | f\ Undo || [ ™ Redo | | [ Layout Properties |

—— « | @ Quick Find|Button Name E:

Buttons Credit Card Payment Disable Partner A... Enable 5elf-Service Manual Payment
Custom Links |Cred.i.tCard Payme... | Edit |GetConIat:is || Manual Payment F
Actions Delete Enable As Partner Include Offline Request Update
E:-'.panded LDUKUDE Disable Customer ... Enable Customer User |Ma}u! Payment | Sharing

FRelated Lists

Feport Charts ~

Person Account Sample

Hirmhlirnhte Panal
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How to create a button on any object

You may link AAkonsult to almost any object in salesforce.com, including Custom Objects.
a) Create a lookup from Payment Txn’s Object to your destination Object.

b) Create a Custom Button(s)

c) Add these to the page layout.

Note: For an example, if you wanted to allow for payments with leads, then a new field of type
lookup, would be added to the Payment Txn’s (AAkPay___Payment_Txn__c) Object.
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How to create custom buttons

Edit Lead Custom Button or Link

Credit Card Payment

Help for this Page 0

Custom Button or Link Edit | save | |Quick Save | | Preview| | Cancel|

Save was successful.

Label | Credit Card Payment | Quick Tips

Name | Credit_Card_Payment |5 « Getting Started
TS o i
Description Sample Butio ns&_Llnks
» Operators & Functions

Display Type  — Detail Page Link View example
(@) Detail Page Button View example
() List Button View example

Behavior | Display in existing window without sidebar or header | v | View Behavior Options

Content Source || URL
Select Field Type Insert Field Functions
| Lead EI |— Insert Merge Field - E |— All Function Categories - EI
I ;"apex,-"mkPax Checkout?customRefFieldlame=Lead c&customRefFieldId=Lead. idl

AND
BEGINS
BLANKVALUE
CASE
CASESAFEID v

Insert Selected Function

Check Syntax | | i |

Link Encoding | Unicode (UTF-8) [v]

The button must be created on the destination object. In the above example, the button would be
created on the leads Object.

Use the following URL's

* For Credit Card Payments, “/apex/
AAKPay__Checkout?customRefFieldName={xxxxx}&customRefFieldld ={yyyyy}"

* For Manual Payments “/apex/
AAKPay _manualPayment?customRefFieldName={xxxxx}&customRefFieldld ={yyyyy}"
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Where {xxxxx} is the internal fieldname that was created on Payment_Txn__ c object, for example
lead__c

Where {yyyyys} is a record id of the object that is being linked to. In the lead example, this would be
the button merge field of {!Lead.ld}
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How to add Make Payment button

The Make Payment Button is a button the can be added to Accounts, Contacts, Opportunities.

It is designed to work in conjunction with Publisher Actions making it suitable for Salesforce1 Mobile
(non native mode)

Make Payment Button provides a launch pad for four existing functions. These are:

1. Credit Card/Checkout Form

2. Manual Payment Form

3. Token Charge Form

4. Membership/Subscription Renewal

Only the available options will be shown. If for example, there is no related Recurring Payment, then
Token Charge will not be available.

Make Payment includes a number of URL parameter options to allow for some fine tuning. Please
see the Make Payment URL Options for more info.

1. Adding Make Payments Button to Accounts

l 1 Account Customize Padg | Edit Layout | Bjintable View | Help for thiz Page 0
 AAkonsult
l M- show Feed
Contacts [0] | Opportunities [0] | Cases[0] | Open Activities[0] | Activity History [0] | Motes & Attachments [01 | Pariners [01
Account Detail | Delete | | Include Offline || Address Update

Account Owner
Account Name
Parent Account
Account Number
Account Site
Type

Industry

Annual Revenue

[E] Jeff Challis [Change] Rating

Adkonsult View Hierarchy]

Phone

Fax

Viebsite
Ticker Symbol
Ownership
Employees
SIC Code

Humber of Gifts Two Years Ago (0 Total Humber of Gifts o
Total Gifts Last Year S0.00 Average Gift $0.00
Total Gifts This Year  $0.00 Best Gift Year

Locate an Account in your organisation, click into the Account Detail, then click on the Edit Layout

Link.

Alternatively, navigate to setup > Customize > Accounts > Page Layouts. Click edit next to the
layout you wish to edit.
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1.1 Add Make Payment Button to layout

Account Layout = o Mini Page Layout Mini Console View | Video Tutorial Help for
p—
m | Preview As.. ¥ | Cancel | 4 Undo | " Redo | | Layout Properties

@ quick Find[Buton Name | ®

Address Update | Get Contacts || Manual Payment |
Credit Card Par, s Include Offline Sharing
Delete -\9,-
Expanded Lookups Edit | Manage Householg |
Related Lists
Dannrt Mharte
Account Sample
Highlights Panel
Customize the highlights panel for this page layout...
Actions in the Publisher i
Account Detail Standard Buttons Custom Buttons
Edit| | Delete| | Sharing| | Offline|  |Address Update | | Make Payment
# Account Information (Header visible on edit only)
Account Owner  Sample User Rating  Sample Rating
% ® AccountName Sample Account Name Phone @& 1-415-555-1212
@ Darant Arcnoant Qamnla &rrnnnt Faw B AR RRR 1717 i -

1. Click on the Buttons Link
2. Drag/Drop Make Payments Button onto your form
3. Press Save button

2. Adding Make Payments Button to Contacts

= Contact Customize Pag ntable View | Help for this Page o
~4/ Jeff Challis
l J- Show Feed
Opportunities [01 | Organization Affiliations [1] | Relationships (07 | Cases[0] | Open Activities [01 | Activity History [0] | Campaign History [01 | Motes & Attachments [0] | HTML Email Status [01
Contact Detail Edit || Delete || Clone | | Request Update || Address Update
Contact Owner  [] Jeff Challis [Changel Phene
Name  Jleff Challis Home Phone
AccountName  AAkonsult Mobile
Title Other Phone
Department Fax
Birthdate Email
Reports To  [Wiew Org Chari] Assistant
Lead Source Asst. Phone

Automatically Renew

¥ NFP Info

Locate an Account in your organisation, click into the Account Detail, then click on the Edit Layout
Link.
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Alternatively, navigate to setup > Customize > Contacts > Page Layouts. Click edit next to the layout
you wish to edit.

2.1 Add Make Payment Button to layout

Contact Layout Mini Page Layout Mini Console View | Video Tutorial Help for

—
m' Preview As.. ¥ | Cancel | 4 Undo | " Redo | | Layout Properties

~ | @ Quick Find| Bution Name ®
Address Update Credit Card e ["Make Payment | || Sharing
o e TR | swomtto Ao
Expanded Lookups Clone Edit s Viewer | View Self-Service

Related Lists
Report Charts

Uiemlfrran Dnnne

Copy Address to H... Enable Self-Service Request Update®

Contact Sample

Highlights Panel

Customize the highlights panel for this page layout...

Actions in the Publisher /i

Contact Detail Standard Buttons Custom Buttons -
Edit| [Delete| [Clone| | Sharing| [Request Update| |View Self-Service | |Enable Self-Service| | Address Update | |Make Payment

% Contact Information (Header visible on edit only)

Contact Owner  Sample User Phone B 1-415-555-1212
% @ Name Sarah Sample Home Phone @ 1-415-555-1212
B an Arcnunt Nama  @amnla Aeennnt Mohile [ 1_415.555.1917 [ a _

1. Click on the Buttons Link

2. Drag/Drop Make Payments Button onto your form
3. Press Save button
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3. Adding Make Payments Button to Opportunities

Opportunity

@ AAkonsult - Memberhsip

l J- show Feed

Customize Pagg | Edit Layout | Hjintable View | Help for thiz Page o

Products [0] | Open Activities (0] | Activity History [01 | MNotes & Attachments (0] | Contact Roles[1] | Partners[0] | Competiters [0] | Stage History [1]

Opportunity Detail

Opportunity Owner [ Jeff Challis [Change] Amount  $250.00
Private Expected Revenue  $25.00

Opportunity Name  AAkonsult - Memberhsip Close Date  28/05/2015
Account Name  AAkonsult Next Step

Type  Existing Customer - Upgrade Stage  Qualification

Lead Source Probability (%)  10%
Primary Campaign Source Contact Id for Role
‘Opportunity Record Type  Main [Change]

Order Number Delivery/installation Status

Tracking Number

Main Competitor(s) Current Generator(s)

Locate an Account in your organisation, click into the Account Detail, then click on the Edit Layout
Link.

Alternatively, navigate to setup > Customize > Opportunities > Page Layouts. Click edit next to the
layout you wish to edit.

3.1 Add Make Payment Button to layout

Opportunity (Sale put v Mini Page Layout Mini Console View | Video Tutorial Help for

—
m ' Preview As... ¥ | Cancel | | " Undo | " Redo Layout Properties
el | Q@avickFind[gution Name [ %

Buttons

U )
Actions
Expanded Lookups
Related Lists

Dinnnrt Sharke

Opportunity Sample
Highlights Panel
Customize the highlights panel for this page layout...
Actions in the Publisher i

Post File Link Poll

Opportunity Detail Standard Buttons Cu®

[bette] Clone] [sharng|

jn Buttons
[Hake Payment]

# Opportunity Information (Header visible on edit only)

1. Click on the Buttons Link

2. Drag/Drop Make Payments Button onto your form

Installation Manual
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Name
® AccountName Sample Account Hext Step  Sample Next Step = .
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3. Press Save button

4. Custom Make Payment or Adding to any Object

[ Search All Setup... Q l Buttons, Links, and Actions

Opportunity

Use this page to manage buttons, links. and actions.

Expand Al | Collapse Al

Salesforce1 Setup

Buttons, Links, and Actions | New Action | New Button or Link | fefault Custom Links |
Force.com Home
Action Label Hame Description Type Content Soun
I ) Add Matching Detail Page  OpporunityCr
System Overview
Y Edit . Donation DEPREGATED Add_Matching_Donation Button S-Control)
Edit Add to Campaign Addinfluence ‘Standard Sale
Personal Setup
Edit Clone Clone Standard Sale
(¥ My Personal Information Detail Page
[+ Email Edit %, Credit Card Pavment Credit_Card_Payment Button 98 OnClick Javas
= rt Edit Delete Delete Standard Sale
» Desktop Integration
N . . . Detail Page
[» My Chatter Settings Edit | Del Delivery Status DeliveryStatus Link URL
[»/ My Connected Data
Edit Edit Edit Standard Sale
Edit List List Standard Sale
App Setup
. Detail Page .
~ 1 | i
B Customize Edit %, Make Payment Wake_Payment Button Visualforce P
*/ Tab Names and Labels Custom makePavmen
Make Payment _f [ " "
& Home Edit . Make Pavment Make_Payment_action Visualforce (Visualforce)
[*] Activities Detail Page
Campaig i Manual Payment | )
B - Edit %, Manual Payment Wanual_Payment Button OnClick Javat
(¥ Leads . ' . ' Detail Page
Matching Donation L
@ . Edit #, Matching Donation Matching_Donation Button URL
[+ Contacts Edit Mew Mew Standard Sale
B Opportunities R .
. . " " eplaces the standard New Donation button on the Donations related list .
Fields Edit Fi‘l New Account Donation New_Organization_Donation on the Organization Page Layout if you have Donation Record Types. List Button URL
Related Lookup Filters ) Replaces the standard New Daonation button on the Donations related list
Validation Rules Bdit ey New Contact Donation New_Contacl_Donation o tne Gontact Page Layout if you have Donation Record Types bistButton - URL
Triggers
Contact Roles Edit| Layout % New Payment New_Payment Creates new Payment child record. g;e;tsja Action Layout
Competitors Edit Opportunities Tab Tab Standard Sale
Page Layouts Update a
Field Sels Edit | Layout ﬁ Quick Update Quick_Update Record Action Layout
Compact Layouts U : , " . .
pdates this opportunity's name based on the naming scheme in NPSP  Detail Page ) .,
Search Layouts Edit . Refresh Name Refresh_Name seltings. Button Visualforce P:
Buttons, Links, and Actions Edit View View Standard Sale

1. Navigate to setup and section for adding a new button. For example on Opportunities,
navigate to setup > Customize > Opportunities > Buttons and Links.
2. Press the New Button on Link button
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4.1 Add custom make payment button details

‘Opportunity Custom Button or Link

Help for this Page 0
New Button or Link
Custom Button or Link Edit save | | Quick Save | | Preview | | Cancel |
.o Label | Make Payment Quick Tips
o Lvake Paymen ) - Geting Started
Description « Sample Buttons & Links
- Olgefﬂtl)l's & Functions
Disnlay Type,
-
e (O] Detail Page Button Yiew example
—
o Behavior I| Display in new window v | View Behavior Options
S comentsonee R
@m Field Type Insert Field Functions

| [ ~Insert Merge Field - | et Ope o |~ All Function Categories ~ v/

I /apex/BLkPay MakePayment ~

AND
BEGINS

BLANKVALUE
CASE
CASESAFEID v

Insert Selected Function

Give the button a name
Select button if you wish to use a button on the page
Select to open in a new window (or you can use existing window with no sidebars or
headers)
4. Enter the URL of "/apex/AAkPay__MakePayment"
You can also use Make Payment URL Parameters here, such as ?hideCheckout=true. So
the value entered would be /apex/AAkPay__ManualPayment?hideCheckout=true
See Make Payment URL Parameters for more information.
5. Save the form. Don't forget to add the new button to the page layout (See the previous
sections for adding make payments to the page layouts for guidance)

W~

5. Make Payment URL Parameters

The Make Payment URL Parameters provide options that enable you to tailor how the button
operations.

There are entered as part of the URL when creating a custom make payment button.

Options are:

» oppid=xxxx : Links the make payment to an opportunity id (xxx = an Opportunity Record Id)
» aid=xxx : Links the make payment to a Account id (xxx = an Account Record Id)

» cid=xxx: Links the make payment to a Contact id (xxx = an Contact Record Id)

» hideCheckout=true: Hides any checkout (Credit Card) options from being displayed

* hideManual=true : Hides the manual payment options from being displayed

* hideRecurring=true : Hides the recurring payment options from being displayed

Installation Manual
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* hideRenewal=true: Hides any subscription/membership options from being displayed
* paymentFor=xxxx : passes in the paymentFor reason. Especially useful when doing a Token

Charge from an opportunity
* Amount=nnn : passes in the amount for the payment
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Email to Import File

Import Files supports 3 modes of uploading files, these are:
1. Upload from file on your PC/Mac
2. Copy/Paste
3. Email to Salesforce
In order to use the Import Files email-to-salesforce, you will need to setup the following:

* An Apex Email Listener for the importFileEmailListener Class

This procedure takes you through how to setup the email listener.

1. Add a new Email Service

I Search All Setup... Ql Email Services Help for this Pi
Expand All | Collapse Al

Email senices are automated processes that use Apex classes to process the contents, headers, and attachments of inbound email. For example, you can create an
salesforcel1 Setup semvice that automaticgl\y creates contact records based on contact information in messages. Each email service has one or more email service addresses that can re
messages for processing.

Force.com Home 6 Before creating email services, create Apex classes that implement the Messaging.InboundEmailHandler interface.

System Overview global claass myHandler implements Measaging.InboundEmailHandler |

global Messaging.InboundEmailResult handleInboundEmail (Messaging.InboundEmail email, Messaging.InboundEnvelope envelope)
Messaging.InboundEmailResult result = new Messaging.InboundEmailresult();

return result;

Personal Setup 1

[*| My Personal Information !

(v Email

(¥ Import View: Create New View

[+ Desktop Integration

e — eﬂHuKLMNUPQRSTUVWXYZUtr
[»/ My Connected Data Hew Email Service

Active Email Service Name T A ified By Last Modified Date
App S’Etup Mo records to display.

[* Customize
(v Create
& Develop
Apex Classes
Apex Triggers
Apex Test Execution
APl

Components
\o,lCustom Permissions
Pages

Sites
Static Resources

Trnle

Under Setup > Develop > Email Service. Click the New Email Service button
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2. Link Email service to importFileEmailListener

Email Service

Email services let you use Apex classes to process the contents, headers, and attachments of inbound email. Use the setting
create one or more email service addresses to receive messages for processing.

[ Save ‘ [ Save and New Email Address J [ Cancel J

Email Service Information

2 R L ImporiFileEmailListene
ApexClass | mportFileEmailListener) S| \o;
o pt Attachments

LAl v

Advanced Email Security 4]
Settings o

Accept Email From

yourarg.com o |1

Convert Text Attachments to )
Binary Attachments o

)
Failure Response Settings

Configure how salesforce.com responds when an attempt to /gg255s this email service fails for the reasons shown below.

Over Email Rate Limit Action | Requeue message Vl \ J
Deactivated Email Address

|Discard message v|

Action

Deactivated Email Service |Di5card message v|
Action

Unauthenticated Sender |Discard message v|
Action

Unauthorized Sender Action | Discard message v|

Enable Error Routing (i)
Route Error Emails to This |inf@yourorg.?5?n -10;'

Email Address
Save I Save and New Email Address . Cancel

1. Ensure you link the service to the Apex Class: importFileEmailListener

2. Accept all attachments

3. Put authorised individual emails and/or your companies domain here. If the email is
forwarded from a different email then it will not be accepted.

4. Requeue if you go over your daily limit

5. Enable Error Routing

6. Send any errors to a support person in your organisation.
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Press Save and New Email address

3. Save the email address

Email Service Address

Specify an email address for this email service. The email senice processes messages sent to this address. One email ser

Email Service Information
Email Service Name  imporFileEmailListener

Accept Email From Yourorg.com

Email Address Information

Email address | importFileEmailListene|
Specify the local-part of the email address. Salesforce.com assigns the domain name part of

Active
Context User  |jeff challis A
Accept Email From u

: andllew”(:amel]
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4. Copy email address for use

Email Service: importFileEmailListener

Email Service Hame
Apex Class
Accept Attachments

Advanced Email Security
Settings

Accept Email From

Convert Text Attachments to
Binary Attachments

Active

| Activate | | Deactivate | | Delete | | cancel |

importFileEmailListener

importFileEmaillistener
All

yourorg.com

v

konsult
| PAYMENTS

Help for this Page ‘

¥ Failure Response Settings
Over Email Rate Limit Action

Deactivated Email Address
Action

Deactivated Email Service
Action

Unauthenticated Sender Action
Unauthorized Sender Action
Enable Error Routing

Route Error Emails to This
Email Address

Requeue message

Discard message
Discard message

Discard message

Discard message
v i)

inf@yourarg.com

Email Addresses

View | Ed§ importfileemaillistener@y-2sr79jz3mis0bf7 kBzz884 pspo2ctupxcfB8yifwusweim3gsi.9-11xyeac.apl.apex.salesforce.com

New Email Address

This is the email address that you can email details into
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5. Send a test email

BEH® O+ L&+ test EDH - Message (HTML) ? H - 0O %
MESSAGE  INSERT  OPTIONS  FORMATTEXT  REVIEW
- s ] . .
® D ewech ax =m0 S 0 2 [ o QA
By ' High Importance

Send Paste B I U ay,.ﬂl, === & 3= Address Check  Attach Attach Signature Zoom Start
and Add - ¥ Boock Mames  File lem- - 4 Low Impaortance Inking

Salesforce Clipboard Basic Text ] MNames Include Tags m  Zoom Ink A

1=1
|
Send

Subject | test EDH

Aftached @Eﬂe Hero.csv [2 KB

|
|
|
|
AAkPay  Import Type c: Australia Everyday Hero ‘

Send an email to the email address created in the previous step.

TIP: If you include in the body of the email "AAkPay__Import_Type__c: XXXX" where XXXX is the
Import File objects - Import File Type picklist value, then this is the value that will be used for the
upload.

For the technically minded, if you use the api_file_name:xxxx then this will work upload/apply this
value for any field on the Import File Object
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How to deal with high volume data

1. Contact Salesforce.com if you know your organization will be using
high volume account or contact data

High volume data = Account or Contact data over 100,000
2. Request custom indexing for the following fields:

* Accounts: AAkKPay__ Account_Search_Name__c
» Contacts: AAKPay__ Phone_Search__c, AAkPay__MobilePhone_Search__c

3. If custom indexing is not set up, check for the following error
message

“System.QueryException: Non-selective query against large object type (more than 100000 rows).
Consider an indexed filter or contact salesforce.com about custom indexing.”
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Shopify
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The Shopify Integration allows organisations to create an online shopping cart and to have orders
that have been paid for details stored in salesforce.com. This provides a complete view of all
purchases that a customer has made with your organisation.

Use Shopify to sell your products. Everywhere.

Trusted by over 100,000 businesses worldwide

e $203.40

http://www.shopify.com/?ref=aakonsult-pty-ltd

Contact AAkonsult - info@aakonsult.com


http://www.shopify.com/?ref=aakonsult-pty-ltd
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2.1 Enter your license details into the Merchant Facilities tab

IR, YU eddl] DTS WOUPLID TR W LIPS TSGR WY Ll Y L L s v

¥ Additional License Options
License Options  Shopify; Direct Debit; Events; Custom Themes
License Expiry Date I 28/06/2014
License Key  hHwB40ZeuPPHgatS4AX6pVHxw3nwCRepRXckKDapBiKjY=

3. Find the 'webhook’ to link AAkonsult Payments to Shopify

3.1 Navigate to the Merchant Facilities Tab

3.2 Scroll down to '‘Payment’ Types and select the one you would like to
integrate with Shopify

Payment Types | New Payment Type |

Action Payment Type Name Primary Payment Type Payment Type Default Campaign Enable Delivery Address Enable Donation E

Edit | Del §1. Online Payment Order

Edit | Del 2. Membershi Membership
Edit | Del 3. Subscription Subscription
Edit | Del 4. Appeal Donation DEMO eal

5. Donation with
Edit | Del option of reqular Donation
giving

Edit | Del ?}g IlElvr::t!Tralnlng Event

" NN |NN

=

3.3 Scroll down and take note of the 'Shopify Webhook' URL

¥ Orders/Supplies/Payments
Enable Delivery Address

This URL will be required in your Shopify set up.
4. Integrate your Shopify account

Login to your Shopify account
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4.1 Navigate to Settings > Notifications

@ ChallisPalace

Notifications

»1))

Email templates

These emails are automatically
either you or the customer. Clic
templates below to edit the terr
the templates variables docume

= Motifications

4.2 Scroll down to 'Webhooks' and select 'Create a webhook'

Webhooks

You can subscribe to events for your products
and orders by creating web hooks that will push
#ML or JSOM notifications to a given URL.

Create a webhook

(c) AAkonsult Pty Ltd 2014 Page 340

Installation Manual




Installation Manual konsult
[ PAYMENTS S

4.3 Fill in details and select 'Save webhook'

Add A Webhook

Event ‘\Og Format o
|Order payment ¥ JSOM ¥
URL

[ hitps://aakpaytest-developer-adition.ap1 force o @

Cancel Save webhook

1. Select 'Order payment' from the drop down menu
2. Select JSON format
3. Copy & Paste the special URL from your AAkonsult Merchant Facilities tab

5. Test the integration

5.1 Select 'send test notification'

Webhooks

Event Callback URL Format
You can subscribe to events for your products
and orders by creating web hooks that will push Order hitps://aakpaytest-developer- JSON send test
XML or JSON natifications to a given URL. payment edition.ap1.force.com/senices/apexrest/AAkPay/shopify/a0C9000000GImuE notification

Create a webhook

5.2 Check for a new transaction in the Payments Txn tab (AAkonsult Payments)

A new entry from '‘Bob Biller' from 'My Company' will be created.

This could take a few minutes.
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How to add your form to your website

The AAkonsult Payments forms can be added to your website in a number of ways. These methods
available inlcude:

* Embedded using an iframe
+ Embedded using a lightbox
* Launched from a button or a link

If choosing to embed the form, you may need to consider getting a security certificate for your
website as the AAkonsult Payment form must be httpS for secure and if the surrounding website is
not, then this may cause the user to receive a message saying mixed secure and non secure
content. It might also lead the user to the perception that the form is not secure as they cannot see
the secure padlock (even though the AAkonsult Payments part is)

Please consult the User Manual for more details in the following sections:

* How to publish a web form using URL tokens (preferred method
* How to publish a web form
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How to provide accessibility and text resizing

If your website provides the ability for users to adjust text sizes, then you can interface this with
AAkonsult Payments.

This will require a technical resource to assist with the setup. In summary,we are using the
javascript postMessage listener in the iframe to receive details of the user selected font size.

The following external forms support font resizing:

* Checkout

Page 344
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1. Website communicating with iframed form

Choosefontsize: ~ A A A A A A A @

© Information:
Fayments in test mode. Only test cards accepted.

@/ AAkonsult Payments DEMO payment page.

Alkonsult Fayments allows organisations to quickly setup a professional
looking and secure online or internal salesforce.com payments form to capture
donations, memberships/subscriptions and recurring payments. Automated
receipting, contactaccount matching and pre-built workflow processes remowve
wasted office administration time and allow you to spend more time on donor
care and customer relationships.

Use the following demo cards:

« Visa-41171111111111111
« MasterCard - 5431171111111111
« Amex-371171111111114
« Diners - 36000000000008

For Visa/MasterCard, any 3 digit CCV will work and for Amex/Diners and 4
digit CCV.
Expiry dates can be any date thatis in the future.

My Contact Details

! derctes & compulsory field. Pleaza fill all of these fields in below and then prass the Continue button.

Title -None--

L L]

First Name*

Last Mame*

In the above example, the font size selector (1) is part of the main website CMS. The AAkonsult
Payments form (2) is iframed in.
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2. postMessage Javascript setup

<style>
.textResize {
font-size:12px;
font-family: Arial, Helvetica, sans-serif;
¥
-kexfBesize 2 {
padding-right:1@px;
i3

.textResize a:hover {

cursor: pointer;

¥
</style>

<scriptr

function changemysize(fontSize) { \o.l'
£ wvar win = document.getElementById("theFrame”).contentWindow;

var pMsG = {fontSize : fontSize};

var pMSGstr = JSOM.stringify(pMsG);
var myIframe = document.getElementById("theFrame");

var win = (myIframe .contentWindow || myIframe .contentDocument);
win.postMessage(

pHSESEr, @

e

)
1

</scripts

<div class="textResize">Choose font size: <a style="font-size: 8,9em; margin-left: 1@px;" onclick:"change@!gize('0.Bem');")A<Ia) <a style="font-
size: 1.@em;™ onclick="changemysize('lem");">A</a> <a style="font-size: 1.lem:" gnclick="changemysize('l.lem');">A</a> <a style="font-size:

1.2em;" onclick="changemysize('1l.2em’);">A</a> <a style="font-size: 1.3em;" onclick="changemysize( 1l.3em");"*A</a> <a style="font-size: 1,4em;"

onclick="changemysize( 1. 4em’);">Ad/a> <a style="font-size: 1,5em;" onclick="changemysize('1l.5em");"»A</a> <a style="font-size: 1.gem;"
onclick="changemysize('Ll,6em");">A</ax</div>

«!-- key iz to keep closing frame in closing tag.--» o
<iframe id="theFrame" ;_,;g:"httgs:Hé_eloper‘-edi‘tion.-force.comf" width="10e%" height="3208px" frameborder="0" seamless=""></iframe>

An example of the javascript code using the sample page is shown above.

—

The iframe of the AAkonsult Payments Form. Note the id="theFrame" tag

2. The <div>'s show the text size and have an onclick event. This event calls the
"changemysize" function and passes in the size. Note, the size is in "em".

3. The change my function creates an object with the font size that was passed in. This then
converts the object into a JSON string

4. postMessage is used to communicate with the iframe. Note the iframe element is retrieved

by the "theFrame" id attribute as noted in step 1.
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3. Merchant Facility Our Website setup

INis must be setup before using the Lirect Ueoits module.

[ OurWebsite ) https:/aakonsultpayments.com [ l Receipt Text Colour | 666666

Receipt Body Colour  f1f5f9

¥ Receipting

Receipt Label . RECEIPT Receipt Body Border Colour | 8BASCD
Document Type  Receipt Receipt Totals Header Background Colour 958307
ABH Receipt Totals Header Text Colour 000000

Receipt Text

Receipt Footer  Thank you for frialing AAkonsult Payments.
Note, you can include your logo on the recsipt by attaching it to the Merchant Facility

' Additional License Options
License Options  Snopify; Direct Debit, Events; Custom Themes; Datatools Kleber

For security reasons, the website that is hosting using the postMessage must be secure and using
https.

Also, the post message is checking the origin and this MUST match the domain that is passing in the
new font size. This domain is setup inside Salesforce on the Merchant Facility tab.

To do this update, in Salesforce navigate to the "+" at the end of the tabs, then click into Merchant
Facility. Press GO button and for each Merchant Facility, scroll down to the Receipting section and
update the "Our Website" field to have your domain. Please be sure to include the "https" part.
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How to Upload Recurring Credit Card Payments

This procedure is for organisations that already have a list of regular Credit Card donors / payments
and want now use AAkonsult Payments to process them.

This guide is for intermediate or advanced administrator level. Should you need assistance, you can
engage AAkonsult Professional Services by contact us at info@aakonsult.com

1. Create Recurring Payment Records

Import details in AAkPay__ Recurring_Payment__ ¢

+ Status “Inactive”

* Frequency “Eg. Monthly”

* Amount and/or Donation Amount. If you don't have a value for one of this fields, please
upload with 0.

* Record Typeld for "Credit Card"

+ Contact Id

» Account Id

* Name (You can generate this — eg. Persons Name)

+ Last Payment Date — when they last paid (or set to todays date if not known). Please note,
this is important as missing very old dates may cause catch up transactions

* Next Payment Date (Date next due — eg. 16/4/2015)

* Expiry date and Expiry date MMYYYY (eg. 112015 for November 2015

Keep in mind that after the upload, you'll need to link the created Recurring Payment - record id with
the Credit Card number and CCV that you have.

2. Exporting for Tokenisation

Once you have an Activate Payment Gateway, you'll need to contact AAkonsult and request the bulk
tokenisation feature be turned on.

We now need to export from Salesforce so we can prepare a CSV file for bulk tokenising. You can
do this by running a report on the "Recurring Payment" object and then exporting the details. Make
sure you include:Export AAKPay _ Recurring_Payment__c.id (record id), Expiry MMYYYY.

Now that you have the details from Salesforce, you'll need to make sure you link the exported
information with your Credit Card numbers. Excel Vooklookups are good, but watch out for the credit
card numbers going into exponential format.
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3. Tokenising the Credit Cards

This process takes the Credit Card numbers, uploads them into Payment Express and then returns a
token that we can then use for billing/charging to at a later date.

Before starting this step, you'll need to have an Active Payment Express Account (Contact AAkonsult
for this - DO NOT go directly to Payment Express). You'll also need to contact AAkonsult and ask for
the bulk tokenisation feature to be enabled.

NOTE, when dealing with lists of credit cards:

1. NEVER email the list of cards to anyone (including fellow work mates)
2. NEVER open/save with XLS (this will turn the card numbers into exponential format).

When getting an AAkonsult Payments - Payment Express account, there are two usernames/
passwords. One is for Salesforce and the other is for PayLine (Online/web access). It is the Payline
account that is used here.

You need to create a CSV file needs to following specifications: https://www.paymentexpress.com/

Technical_Resources/Other_Components/Payline_Batch_Processor Please see the “Authorisation
transactions” transaction section as that is the one we need to get the tokens. For the ref, use the

contactld or even the recurring payment id (as extracted in step 2)
For the “Account” column, please contact AAkonsult support@aakonsult.com for details
Process and generate the Tokens:

1. Log into Payline

2. Upload the CSV file for bulk tokenisation
3. Wait for the process to complete, then download from the reports section

4. Upload Token into Salesforce

The CSV file generated in step 3 contains the Recurring Payment Record id (Reference) and Token.

Use these details to update the dpsBillingld in Salesforce
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