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Legal
Proprietary Statement & Limitation of Liability

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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What is AAkonsult Payments?

What is AAkonsult Payments?

AAkonsult Payments is a cloud based software application that captures, processes and manages
payments. This includes credit cards, cash, cheques, direct debit and money orders. Using
Salesforce.com technology, AAkonsult Payments provides customised reports, workflow rules,
approval processes, validation rules and much more.

The application is built for both the not-for-profit and corporate organisations with features especially
designed for donations, memberships, supply payments, subscriptions and internal/ external
payments.

The product has been developed by the team at AAkonsult Pty Ltd who are happy to customise the
product to your company and organisation requirements.

What does it do?

AAkonsult Payments allows you to CAPTURE, PROCESS and MANAGE payments coming into your
organisation.

CAPTURE

Capture online and manual payments simply and securely using your website with all details
recorded in salesforce.com.

PROCESS

Administrative procedures such as receipting, reconciliation, refunds, payment status and
managing recurring payments become automatic.

MANAGE

To help you manage your business, AAkonsult Payments has included a number of pre-built reports
and dashboards. Information stored allows for event and subscription management which can be
enhanced with Salesforce features such as Chatter and specialised customisation.

EXTRA

Of course, payment systems need to be able to handle tax
calculations, surcharges, CAPTCHA, freight and currency conversion with ease.
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What can | do with AAkonsult Payments?

AAkonsult Payments allows you to CAPTURE, PROCESS and MANAGE payments coming into your
organisation.

CAPTURE

Capture online and manual payments simply and securely using your website with all details
recorded in salesforce.com.

PROCESS

Administrative procedures such as receipting, reconciliation, refunds, payment status and
managing recurring payments become automatic.

MANAGE

To help you manage your business, AAkonsult Payments has included a number of pre-built reports
and dashboards. Information stored allows for event and subscription management which can be
enhanced with Salesforce features such as Chatter and specialised customisation.

EXTRA

Of course, payment systems need to be able to handle tax
calculations, surcharges, CAPTCHA, freight and currency conversion with ease.
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What are the key features of AAkonsult?

Online Payment Forms

» Secure

* Unlimited number of forms

* Tailor with your own text, logo and Terms & Conditions and select from one of 22 different
colour themes

» Configurable options, including memberships, recurring payments, suggest amounts etc

» Suggested suburbs and postcodes allow for quick entry and better quality of address
information

Receipting

* Generate PDF email receipts instantly

» Donor care can utilise workflow to identify and manage donors that make a larger amount, or
are first time donors

* Annual Statements

Memberships

» Organisation and/or Contact level memberships
» Flexible membership types and terms
» Auto reminders of renewal

Events

* Movie ticket style (eg. buy 2 tickets and turn up), or Conference style (eg. buy 2 tickets and
need to specify each of the attendess)

» Multiple Ticket Types, including: Free, Members Only, Groups, Teams

» Multiple Page Layouts, allowing for some events to capture custom fields such as dietary
requirements

Shopify Integration

* Quick and simple setup of integration between Shopify and Salesforce

» Can create Opportunities and optionally create opportunity line items in Salesforce

* All purchased information details stored in Salesforce. Integration de-duplicates contacts
purchasing multiple times

Direct Debits
+ Sign up for Direct Debits online
» Uploads transactions into your internet banking for processing

* Works with all Australian Banks and 4 key New Zealand banks.

Matching
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» Automatic or Manual matching of payers details with existing contacts/person accounts
inside of salesforce.com
» Automatically create new contacts/accounts for first time payers

Recurring payments
» Automatic opt-in from online payment form
* Workflows to remind of card expiry
» Update of cards details should they change or dates expire

Refunds

* Refunds original transactions with a push of a button by select groups of users
» Approval workflows to allow request/approve/process capabilities

Manual payments

» Easily capture other payment types within salesforce. These include cheque/money order/
cash etc

Address Validation

* Integration with Google Places and DataTools Kleber
» Auto-complete for online forms and manual payments
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How does AAkonsult Payments work?

Website Visitor

« fills in customized payment form (provided)
» presses [PAY NOW] button

Payment Gateway

» securely processes transaction through the selected Payment Gateway (Payment Express,
Authorize.net or PayPal)

+ Payment Gateway validates transactions and transfers the funds to your organisations
Merchant Facility.

AAkonsult Payments

* sends a receipt to the visitor

* matches and reconciles data (deduplicating payments made by the same contact)

* manages linking of transactions to memberships, events/Campaign, Opportunity etc.
+ sends refund via the secure gateway (if required)

User Manual (c) AAkonsult Pty Ltd 2014 Page 12
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How does Salesforce work?

Salesforce is a powerful CRM (Customer Relationship Management) system that uses cloud based
technology. It does not require any software to be installed, just an internet connection. AAkonsult
Payments is an add-on application to Salesforce providing a complete payment solution for your
organisation. AAkonsult Payments is available from the Salesforce App directory call the

AppExchange.

You will need to understand how Salesforce works and we strongly recommend following their online
tutorial to become familiar with features and navigation.

(c) AAkonsult Pty Ltd 2014 Page 14
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How does the web form work?

This is an overview of the source information for the web form.

The checkout/web form is maintained by configuration data that is stored in Salesforce in both the
Merchant Facility Tab and the Merchant Facility related Payment Forms.

(c) AAkonsult Pty Ltd 2014 Page 17
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1. Match letters with fields from the Merchant Facilities tab main page

The screenshot below shows the various sections on the Checkout form and the related data in the
Merchant Facility that controls what data is shown and when those components appear on the form.
For details of the legend, please see the index at Use table to look up explanations

User Manual

© information:
Payments in test mode. Only test cards acoepted.

E It Payments DEMO payment page.

oniine o iternal

) Automated
receptng,
shows you tospend more time on donor care and customer relstonships
Use the following demo cards:
s
sterCard - 5431111111111111
ex- 3711111111114
«+ 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 s in the future.
End of Financial Year
n. € ereater than 52 st ceductaie
on s setup Otiectand can s o
Step 1 of 3
My Contact Detai
Title --None—— .
First Name*
Last Name*
Membership No. @
o
v one
Email*
Subscribe to Email Updates
o
Street*
v,
Suburb/Towr Williamstown
N Victoria
poSTETTeE"
Australia B
@]
Invoice No.
4®/
Transaction Details
Appeal @ EO Financial Year .
Payment By Corporate .
Payment By $500.00

wmanecen J J O
Donation Amoy © 10/° 20/¢ 30(%) My Choice © Not at this stage
30 (Enter your choice)

Frequency @ ) One-off © Monthly

=) individual © Company

My Payment Details

Freight

52000
Includes GST .ﬂ $51.50 /@
Total Amount’ ol $566.50 AUD- ﬂ

Payment Method @

Credit Card Type
Cardholder Nai
Credit Card Nur

Expiry Date* & 10

) Credit Card © PayPal © Bank Transfer

Visa © MasterCard

+ /2012« (MM/YYYY)
ccv+@ What's this
Comments ©

Step 1 of3

m Payment Txn's  Manual Payments  Recurring Payments  Account Subscriptions  Subscriptions  Accounts  Contacts  Opportunities

Merchant Facility
& DEMO FACILITY

« Back to List: Development Package

Merchant Facility Detail

Custornize Page | Edit Layout | Printable View

Payment Types 5] | Notes & Attachments (0] | Payment Txn's (01 | Recurring Payments (o]

Submit for Approval

Payment Setting Name  DEMO FACILITY Ovrner Jf Challs [Changs
Active Payment Gateway  Payment Express
Primary Payment Gateway Userld  SalesforceComdey.
Bank Depasit Account - DEMO Saings Accourt Payment Gateway Passwors 92476569
Werchant Fee PxPay Userld
Site URL  itps //paym-developer-edition na force comr/@ PxPay Password
Payment Method  Credit Card; Bank Transfer; PayPal Force SSL v
Credit Card Masking Policy  2X...2X
Organisationd  00DA0000000CCzeMAG
v Payment Instructions
Postal Instructions  Send all payments to:
Care of finance
Box 000
Welbourne VIC 3000
Australia
Bank Transfer Instructions  Our bank details are
Westpac Bank
BSB 111222
Account: 1234567
~ PayPal
PayPal AP Username  sdkthree_apit sdk.com PayPal Environment - Sandbox
PayPal AP Password  QFZCWNSHZMBVBGTQ
PayPal API Signature  A-
I JONzmOU
v Recurring Payments Processor
Batch Processor Status  gyone Last Recurring Payment Run
Next Run Time
¥ User Interface
Form Width 700 Theme  redmend
Background Colour CAPTCHATheme  red \{—]
T
v Account, Contact, Opportunity Matching —
Account Matching Method  Create Using Contacts Name Override Target Contact Values  No
Automatic Matching - Match and Create New If No Match Found Create Opportunity
Account Template IP Defaulting v
Contact Template Mult-Currency Handling  Show
Matching Rules  Account + First Name + Last Name: Last Name + Email: Last Name Defaut Currency  AUD
+ First Name + Suburb: Last Name + Mobile: Membership Id + Last
Name
Subscription Lapsed Grace Days 30 Enable Geonames Autocomplete v
Defaut State
Default Country  Australia
pri jeft com
—
¥ Tax Calculation { P
TaxCode  GST
Tax Caleulation  Amounts Include Tax
TaxRate  10.00000%

Foreign Transaction Tax Excluded

v Payment Note

Payment Overview

Payment Note

AAkonsult Payments DEMO payment page.

Adkonsult Payments allows organisations to quickly setup a professional looking and secure online or intemal salesforce.com payments form to capture donations,
memberships/subscriptions and recurring payments. Automated receipting, contact/account matching and pre-built workflow processes remove wasted office admit
allow you to spend more time on donor care and customer relationships.

Use the following demo cards:

Visa - 4111111111111
MasterCard - 5431111111111
Amex - 3711111111114
Diners - 3600000000008

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

Expiry dates can be any date that is in the future

Use this payment note section for

© Contact details

« Altemative Payment method arrangements. eg. Where to send Cheques/Money Orders to

« Links o privacy statements
te

To Contact AAkonsult regarding setting up a merchant account o questions on AAkonsult Payments

« Email: info@aakonsult com
« Phone: +61 (3) 9397 0443

« Website: http/fuww aakonsult. com/AAKPayments html

¥ Receipting
Our Website
General Email
Receipt Label
Document Type
BN
Receipt Text
Receipt Footer

bt/ aakpaydevi.com
info@aakpaydevi.com
RECEIPT

Recaipt

Thank you for trisling AAkonsult Payments

Note, you can include your logo on the receipt by attaching it to the Merchant Facility

(c) AAkonsult Pty Ltd 2014
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2. Match letters with fields from the Merchant Facilities tab / Payment
Forms / Online Payment

© information:
Payments in test mode. Only test cards accepled.

salesforce.com payments 3
receptng, buit workfow
allow you to spend more time on donor care and customer relationships.

professional looking intemal

Automated
and

Use the following demo cards

Zmnunninn

SterCard - 5431111111111

ex- 3711111111114
 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 s in the future

End of Financial Year

m. p<areater than 52 are tax deductable
jon s setup from the Campaign Object and can inciude pictures, URLs and text formatting.
Step 1 of 3

My Contact Details

o press . Comton button,
Title —-None—- .

First Name*

Last Name®

Membership Np. @
!

M one
Email*

Subscribe to Email Updates
o

Streett
4

Suburb/Town Williamstown

B Victoria

PoSTETTE:

Country* Australia B

Delivery Addrges Same as ()

Invoice No. @
4®/

Transaction Details

Appeal @ EO Financial Year .
Payment By Corporate .
Payment By A $500.00

Email Receip . @]

Donation Amoy %102 20% 30(2) Mychoice ® Notat this stage
30 (Enter your choice)

Frequency © (=) one-off © Monthly

Payment By () individual © Company

My Payment Details

Fraight

$20.00
Surcharge @ $|550@
Includes GST 4ﬂ $51.50 /@
Total Amount’ A $566.50 AUD- ﬂ

Payment Method © () Credic Card @/ PayPal © Bank Transfer

Credit Card Type <) visa © Mastercard
Cardholder Naf
Credit Card Numibe;

Expiry Date* @ 10 @ /2012 5 [ (MM/YYYY)
ccv=@ What's this
Comments®

Step1of3

Continue

M Payment Txn's  Manual Payments Recurring Payments  Account Subscriptions ~ Subscriptions  Accounts Contacts Opportunities  +

Payment Type
Q 1. Online Payment

«Back to List: Development Package

Payment Type Detail
Payment Type Name

Payment Type Note

Payment Options 31 | Notes &Atiachments [0 | PavmentTs [0 | Recurring Payments o1 |
Manual Payment

Capture payments for goods, supplies, donations, products &
senices either online. or from
Accounts/Contact/Opportunities/Any Object in salesforce com

Enable Donation By
Donation By Label

1. Onling Payment

Customize Page | Edit Layout | Printable View | Help for this F

URL Tokens [0

v
Payment By

Merchant Facility  DEMO FACILITY. Donation By Options  Indiidual: Company
[ @@swm‘, A
Pre-Authorisation Enable Email Receipt Only v
Payment Type  Orders Suceess URL
Enable URL Tokens. Previous URL
Enable CAPTCHA v Pay Now Label
Active Card Types  Visa: MasterCard Checkout Thankyou Message
surcharge Card Type 1 Visa; MasterCard
Surcharge Card Fee% 1 3.000%
Surcharge Card Type 2
Surcharge Card Feet 2
¥ Donations
Enable Donation With v Donor Care:
Enable Suggested Amounts v /@ Large Payment Amount.
Suggested Donation Amt1 10
Suggested Donation Amt2 20 Enable Recurring  v*
Suggested Donation Amt3 30 Enable Day of Month Selection  v*
Recurring Retry Attempts
Recurring Payments Type  Regular

/ Payment Frequency Options.
L

One-off: Monthly

v Campaign/Appeals

—J

Enable Appeals v/ ——@ Default Campaign - DEMO Appeal
Appeals Label  Appeal Campaign Member Paid Status  Paid
Chat
~ Mempersnips J '
Enable Payment Options  v” /{—J Enable Membership Search  v”
Payment Option Label  Payment By E( MembershipId Label  Membership No.
Date of payment

Membership Start
Membership Start Grace Days.

 Orders/supplies/Payments

Pfiable Delivery Address
Freight Amount.

o
$20.00

v Custom

ds
Enable Custom Fields.
Custom Fields Header
. Enable Custom 2 Fields
Custom Fields 2 Header

v Enable Custom 3 Fields.

Invoice Custom Fields 3 Header

¥ Chatter
Chatter Updates.

Large payment New Account with Payment New Contact with Payment: First time Subseriber; Renewing Subscriber: New recurring payment

~ Receipting Text

Receipt Text

Created By

Thank you for making your payment, your support is very much appeciated

Please also checkout our free App on the wivw appexchange.com that allows you to default campaign member status's based on the Campaign Type

Campaign Status”

Regards,
The team at AAkonsult Pty Ltd

Jeff Challis, 6/10/2012 4:50 PM

Last Modified By

Manual Payment

Search for "AAkor

Jeff Challis, 7/10/2012 3:01 PM

Payment Options
Action  Payment Optio
Edit | Del Family
Edit | Del Corporate
Edit | Del Single

New Payment Option

Payment Options H

‘Subscription Type Subscription Level Default Price i
Subscription Contact $45.00
Wembership Contact $500.00
Subscription Contact $30.00

Frequency

The screenshot above shows the various sections on the Checkout form and the related data in the
Payment Form (related to the Merchant Facility) that controls what data is shown and when those

components appear on the form. For details of the legend, please see the index at

up explanations
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3. Use table to look up explanations

Form Layout - Legend.

Notes

Browser Tile—Shows companyname rom
‘Company information.

p > Administ
‘Campany Profile> Company
Information

B TestMode ‘Testhode.- Tnis warning shows iftne merchant,

fotivs sccount.

generltextgr
yourorgansationonalformsthat relateto this

Overview merchantaciity

D Header Section - Campaign  Use the“Payment Form Text”on the Campaigns
Canpaigns-PagmenFarm | 1410 deinespelictex andgrapics it may

URLSrameter s e, of  cstautcampaign on
PaymentForms s assion

£ Membership Search ‘Enable Membership Search' is enabled the
PaymentFom- enabie mambwsti oG wiagpon onmepameIoTe

Membershi
inownce naxus S on e o mabcaly

names s shown. This sllows heuserto enterdsta
ey andproices o orgsnisatonuih o

fa valid suburbis entered. then thesame
aocompletsacity s proidedorposcoes. The
postcodesshownare those located g

Closestio thesuburb.

fpee

i
b
i
%,
i

CoymentFoms. s s ifecentrom the mailing adcress

OrdersiSupplies/Paymerts
section

custom felds onthepaymentfom. Ussthis for
PaymentForm- Appeats stom felds onhe paymeetiom. Uss s
S agreingio Terms and Condears, ik surveys
To aga elds, a0d new custom fields o h
‘Als0-Custom Obicts > custom object thenadd those felss
PaymentIxn> Fiiasels- e cockouCLSIOME ks FIEdSel
Keepnmind s roiefor ot
~aymentn m updateto hese felds.
Three lots of custom sectionsare possible. The
Fieldsets

eckoutCusionFieids2 anc
redkouestom 3 e us o the 3 diterent
sectons.

R Py i i s s
o BRI et
Section on web’ enabled and are within the current date

o —
sy e

3 Membership Tupes ‘When Ensble Payment Options'is enabledonthe
PaymentForms form, the web form wil display a
PaymentFormPayment  pckistofvalues for-Wembership' Thesevalues

onunmmnud s

spyeechanges hetiemersho Type e
Py chans:
NB: Whilstmembershipis givenas an example
above, this optioncould beused forany
productiservice hathayeavalue.

3 iftnetype of
PaymentF

s stage” il appear.
Suggested Donations amounts can be sed i
‘Conjunctionwith-Donation it Forexample,
Someone migh be payingfor suppiesr training
‘andyouwould alsolketo promptihem (o make
donationstthe same time.

thenthe payeevilbe prompted with an amount
feld.

Thesecond suggesteddonaton wil beused 158
aefaultvalue.

L Recuring Payments When Enble Recurring Payments s selected tne
PaymentF

is displayed. Ifa ser selects  nan-One-of”
frsuincyype bemarecutingpymentecarowi
be crested for thatcontact.
Toshowsiauseecinalinedayofinewesknen
the Enable Day of Month Selecton”

‘The pigklstvalue on the paymert_binobjectfor day
Clmonihcan be use for Gelaulind a prefrreaey

M Donstion ‘Donations By can havethe eld label changed
PaymeniForm - Payment | U519 theDonsiansy Latelnthe PaymentForns

Ifthe paymentis notby an “IndividuaT thenthis wil
displayanotherscreen andask the name, for
ample-CompanyName'.

N Ereignt Hihe regntamountfornePaymertForm st
PaymentForm— ank

o paymerts | 51 ana nckeed i art ofneti (card

0 suchage Sl‘rmllvsmu\ulmnd onceacredtcargiypeis
PaymentFom- Payment | >4
Detals

geedwilon sppenrfonsormore

e hasa cnary

P TaxAmounts Hthe Tax option”Amourts Include Tax”or “Amount
Excludes

be calculated and shown onthe screen

y-Tax
CalcuiationSection

Q  Muticuency When muli-currency handing s Inguf then the
Account,
S oty aches DerwenngRovermers i
raris st turthe
e shestor w2 Shosrin corency e
ansachamul el T wilhe ot et
‘Gurrency enteredforthe Merchant Facityorthe
URL parameter Currency.

Merchantfaclty they willpay for this ransaction Optons are:
section on et paroftab - crediCare]

Invlca e sty orrstionl

m.mmmmuuy Bamctanser

Fieage o Senaty Pos f selcted, st

MerchantFacily.

s coontCa upes T o s sisn

i i)
Pamentrorm - CredtCars e o o
vee rs must be set up before you can
Comre sy orcaos

—user

Merchan calourorformcolassomalstor22 aiferet

To see examples ofthe different themes,visi:
hitpiquerv comthemeraller- then Gallery Tab

valid expiryandiicensel
Please seethe section on“Custom Themes" n this
manualfor more information

U captena Use CAPTCHA to ensure & human i processing
this ransaction andnotan automati process.
paymentForm—Payment | Enatiing CAPTCHA' wilask the peyeeto

googles“ReCapichi’ product.
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How to create a web form

1. Navigate to the Merchant Facility tab

nts RUEGELAETEINEE Payment Txn's

Merchant Facility

&Y DEMO EACILITY

Merchant Facility Detail

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce - Select AAkonsult Payments), or it can be found under the "+" at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll down to the Payment Forms heading

[Hew Payment o

Action Payment Form Hame Primary Payment Form Payment Type Default Campaign Enable Delive

Edit| Del 1.Online Payment Order v
Edit| Del 2 _Membershi Membership
Edit| Del 2. Subscription Subscription
Edit| Del 4 Appeal Conation DEMO Appeal
5. Donation with
Edit| Del option of regular Cionation
giving
i 6. EventTraining
Edit | Del Course Event

User Manual (c) AAkonsult Pty Ltd 2014 Page 21
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3. Select the 'New Payment Form' button

Payment Forms

Action Payment Form Name Primary Payment

Edit| Del 1.Online Payment
Edit| Del 2. Membership
Edit| Del 2. Subscription
Edit| Del 4.Appeal

5. Donation with
Edit| Del option of reqular
ivin

6. EventTraining

Edit| Del = urse

l Hew Payment Form

Form Payment Type Default Campaign Er
Order
Membership

Subscription

Cianation CEMO Appeal

Cianation

Event

4. Fill in the fields relevant to your form and SAVE

Payment Form Edit

& New Payment Form

Help for thie P

Payment Form Edit

Information

Sl Se— )

Payment Form Note ‘

4

Merchant Facility I DEMO FACILITY @

Primary Payment Form O

Pre-Authorisation O
e
Enable URL Tokens O

Enable CAPTCHA

| =Regquired Inform
Enable Donation By ]
Donation By Label
Donation By Options 1 i lable - E] Chosen -
Individual I
o, @ v

Enable Subscribe To Emails o

SR S—

Enable Email Receipt Only o

S
Custom Theme Resource Name I:I

] —

Active Card Types
e Available - E] Chosen -
Visa .
kol.l MasterCard E]
American Express = =
Surcharge Card T 1
e ee Available - E] Chosen -
Visa .
MasterCard E]
American Express ~ &
Surcharge Card T 2 Checkout Tl M o
b we Available - E] Chosen N B ‘
Visa .
MasterCard @
American Express = =

The form must have:

1. Name

User Manual (c) AAkonsult Pty Ltd 2014
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2. Merchant facility
3. Credit Card types

There are many options available to tailor to your requirements.

5. Test your form by selecting the 'Credit Card' button

Payment Form
& Buy My Book

Pavment Options [0] | MNotes & Attachments [01 | Payment Txn's [0] | Recurring Payvments[01 | URL Tekens [0] | Campaign

Payment Form Detail [ Edit ] [nelete] [ Clone l [Ma.ik:-ut Generatio ||l

Payment Form Hame  Buy My Book Enable Donation By

Payment Form Note  Example of a payment form Donation By Label [
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6. View your creation

ILep 1 U3

My Contact Details

& denotes & compulsory fighd. Please fill all of these fiekds in below and then press the Continue button.
Title —-MNone-- s
First Name*

Last Mame*®

Phone
Mobile Phone

Email

Subscribe to Email Upda\teso

Street
-
Suburb/Town? Williamstown
State Victoria
Postcode
Country Australia #

Delivery Address Same as @

Billing @

Transaction Details

Book Purchase Amount [1]

Frequent:grB @ One-off

My Payment Details

Freight £10.00
Includes G5T of $0.9

Total Amount Charged £10.00 FID

konsult

The order of fields and the appearance of the form can be changed to suit your organisation.

There are a few more steps required to publish your web form

User Manual
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How to clone a web form

Navigate to the Merchant Facility tab

nts RUEGELAETEINEE Payment Txn's

Merchant Facility

&Y DEMO EACILITY

Merchant Facility Detail

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce - Select AAkonsult Payments), or it can be found under the "+" at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

Scroll down to the Payment Forms heading

[Hew Payment o

Action Payment Form Hame Primary Payment Form Payment Type Default Campaign Enable Delive

Edit| Del 1.Online Payment Order v
Edit| Del 2 _Membershi Membership
Edit| Del 2. Subscription Subscription
Edit| Del 4 Appeal Conation DEMO Appeal
5. Donation with
Edit| Del option of regular Cionation
giving
i 6. EventTraining
Edit | Del Course Event
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Select the web form you would like to clone

Payment Forms [Hew Payment Form

Action Payment Form Hame Primary Payment Form Payment Type Default Campaign Enable De

Edit| Del 1. Online Pavment Crder

Edit| Del 2 _Membership Membership

Edit| Del 3. Subscription Subscription
Edit| Del 4. Appeal Conation DEMO Appeal

5. Donation with

Edit | Del option of regular Donation
ivin

6. EventTraining

Course Event

Edit| Del

Select the 'Clone’' button

Payment Form
&% 1. Online Payment

Pavment Options [0] | Motes & Attachments [01 | Pavment Txn's [10+] | Recurring Pavments[2] | URL Tokens [2] | Can

Payment Form Detail Edit ailout G.eneration] [Cred'rt Cardl [Manual Payment

Payment Form Hame 1. Online Payment Enable Donation By

Payment Form Note  Capture payments for goods, supplies, donations, products & Donation By Label
semnvices either online, or from Accounts/Contact'Opportunities/Any
Ohbjectin salesforce.com.

Merchant Facility DEMO FACILITY Donation By Options
Primary Payment Form Enable Subscribe To Emails
Pre-Authorisation elNewsletter Campaign
Payment Type Crder Enable Email Receipt Only
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Change the fields relevant to your form and SAVE

Payment Form Edit

& New Payment Form
Payment Form Edit
Information

Payment Form Name I 1. Online Paymen o

Payment Form Note

4

Capture payments for goods,
supplies, donations, products & r

Merchant Facility | DEMO FACILITY Q) e;

Primary Payment Form O

Pre-Authorisation O

Pamest e

Enable URL Tokens O

Enable CAPTCHA O Ci
Active Card T
e LA RES i vailable - @Cho&en -
° American Express I Visa
Diners MasterCard
- 5 - .
Surch Card T 1
“herle SETEE RS Available - @ Chosen -
IMasterCard l Visa
American Express E
Diners b e

The form must have:
1. Name
2. Merchant facility
3. Credit Card types

There are many options available to tailor to your requirements.

Test your form by selecting the ‘Credit Card’ button

Payment Form
&% Buy My Book
Pavment Options [0] | MNotes & Attachments [01 | Payment Txn's [0] | Recurring Payvments (01 | URL Tokens [0] | Campaign

Payment Form Detail [ Edit ] [Delete] [ Clone l [Mailout Generatio |Il

Payment Form Hame  Buy My Book Enable Donation By

Payment Form Note  Example of a payment form Donation By Label [

(c) AAkonsult Pty Ltd 2014 Page 27
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View your creation

ILep 1 U3

My Contact Details

& denotes & compulsory fighd. Please fill all of these fiekds in below and then press the Continue button.
Title —-MNone-- s
First Name*

Last Mame*®

Phone
Mobile Phone

Email

Subscribe to Email Upda\teso

Street
-
Suburb/Town? Williamstown
State Victoria
Postcode
Country Australia #

Delivery Address Same as @

Billing @

Transaction Details

Book Purchase Amount [1]

Frequent:grB @ One-off

My Payment Details

Freight £10.00
Includes G5T of $0.9

Total Amount Charged £10.00 FID

konsult

The order of fields and the appearance of the form can be changed to suit your organisation.

There are a few more steps required to publish your web form

User Manual
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How to rearrange fields on a web form

To provide the best possible flexibility, AAkonsult Payments makes extensive use of the Salesforce
CRM fieldset capabilities. This enables administrators to easily add custom fields or move/hide
existing fields used on the forms. The hiding of fields should only be used if there is not a standard
Payment Form configuration setting as described in the previous section of this manual.

If you have added your own custom fields, please ensure you make the fields publically accessible,
see: How to make a custom field visible on public web forms

1. Navigate to Setup > Create > Objects > Payment Txn

App Setu Screensteps for
PP P Edit |i'" Cache Salesforce v
Edit & DIecDebl  Ankpayments v
Custom Labels Edit * Ermorlog AAkPayments v
Edit ~* lmport File AAkPayments v
Packages ——
Report Types Edit ¥ :En:m File Line AAkPayments Import File v
Global Actions o
Impaort File Line Import File Line
Tabs Edit  ltemPayment AAkPayments ltem, Payment v
[+ Workflow & Approvals Ixn Txn
'+ Develop Edit % E‘;{;ﬂ?m AMkPayments 4
[*| Deploy
Schema Builder Edit il Payment ltem  AAkPayments Payment Txn v
Canvas App Previewer
Installed Packages Payment [tem
Edit ™ Grou AAkPayments ~ Payment Txn v
AppExchange Marketplace ~foup
Critical Updates .
Edit |+ Payment Option AAkPayments Payment Type v
e Edit * PaymentTxn  AAkPayments v
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2. Enter the Payment Txn screen and scroll down to Field Sets

Field Sets | New |

Action Field Label Installed Package APIName Where is thi
Edit & checkoutComplete AAkPayments  AAkPay__checkoutComplete Payments (

— — payment.
Edit * checkoutCompleteBankTransfer ~ AAkPayments  AAkPay__checkoutCompleteBankTransfer g’;'?mn':’:"‘“:
, , . . Shown on ¢
Edit - checkoutCompleteDirectDebit AbfkPayments  AAkPay_ checkoutCompleteDirectDebit payment mq
Events Pay
Edit il checkoutCompleteEventsFree AfkPayments  AAkPay_ checkoutCompleteEventsFree completion
payment is
Events Pay
Edit il checkoutCompleteEventsPaid AbfkPayments  AAkPay_ checkoutCompleteEventsPaid completion
Payment by
. . Shown on ¢
Edit il checkoutCompletelnvoicele AlkPayments  AAkPay  checkoutCompletelnvoiceMe payment my
Edit * checkoutCompl Payments (

™ pleteManual AfkPayments  AAkPay__checkoutCompleteManual
Manual pay
Edit + checkoutCompletePostal AAkPayments  AAkPay checkoutCompletePostal Shown on c
= — payment mi
Payments -
on paymeni
Edit -+ checkoutCustom2Fields AAkPayments ~ AAkPay__checkoutCustom2Fields Displays un
AnKEayments y above the
Allows for a
field set anc
Payments -
on paymeni
Edit - checkoutCustom3Fields AAKPayments  AAkPay _checkoutCustom3Fields Displays un
= AnKEayments y above the
Allows for a
field set anc
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2.1 Note each field set name on the diagram below

Dnates demgsr ¥ & [ W e 2 rer
MO 0 40 R My o
hokce
[ o f
Frogency D ) mall © Conff  dssorisg
Fayeeet By ] a ol rar
Indhidual  Compon Frigad

e $50.00
Sarcarae® fo.0a
sl ATHf "'_1
i in et OO Dok
Total demceet Sy,
m—mm‘ﬁ
e Card Tips RS ——

Loy Lo 1 "
\rvD mij

=] 1 a
LY
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3. Rearrange Fields

checkoutCustom2Fields +

| Save | Cancel| | Undo |

Payment Txn
Account
Contact

Country Delivery Street Fundraiser I
Delivery Country Delivery SuburbyTown || | Agree to the Te...
Delivery Postocode Email Invoice Mo
Delivery State Last Mame

Opportunity

In the Field Set i

Invaice No.

Locate the particular fieldset you wish to update, then press the edit link next to it.

—

Drag fields from the pallet on/off the fieldset.

2. When hovering over the field on the pallet - double click or press the wrench icon to make
required. Some fields that are set by AAkonsult Payments are required cannot be made
optional.
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4. Rearrange Sections

You can re-arrange the various sections on the payment form, for example you can move the
transactions amount details to the top of the form.

4.1 Select the fieldset called 'checkoutOrderSections'

Edit ﬁ, checkoutinternalShippingAddress  AAkPayment

Edit * checkoutMemberSummary AlkPayment
Edit ~ checkoutOrderSections AlkPayment
Edit lil checkoutPaymentCCDetails AbkPayment
Edit |+ checkoutPaymentComments AAkPayment
Edit [+ checkoutPaymentDetails AlkPayment

—_ [} . v . - - . om R
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4.2 Drop and Drag fields into the order you require

checkoutOrderSections «

User Manual

Save | Cancel 4 Undo| 3 Redo| = Field Set Properties

&, Quick Fi“ﬂ| Payment Txn Name | *®

checkoutContactDe...  checkoutCustom3ec..
checkoutCustomSec...  checkoutCuztom Sec...
checkoutCustomSec...  checkoutCustom 3ec...
checkoutCustomSec... checkoutPaymentDe...

Drag any of the fields above into the list belg

In the Field Set i

checkoutContactDetails
checkoutCustomSection
checkoutCustom3ectionZ
checkoutCustomSection3
checkoutCustom3ectiond
checkoutCustomSections
checkoutCustomSectiont
checkoutTransactionDetails
checkoutPaymentDetails

(c) AAkonsult Pty Ltd 2014
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How to publish a web form using URL tokens (preferred
method)

This method of publishing your web form is useful if you have more than one merchant facilities or
more than one payment form.

Before starting this step, make sure your Merchant Facility has a Site URL specified on it. To setup
the Site URL, please see How to connect your new site to your Merchant Facility

1. Navigate to the URL Tokens tab

Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions + ¥

Direct Debit Batches

URL Tokens

- L S .._. Accounts Y

2. Select 'New'

URL Tokens

" Home

View: Edit | Create New View

Recent URL Tokens

URL parameter Name Amount Account Contact Payment Option Token
UT-0000001 CuoAgfFtTMMHDSUImMLMdz2

UT-0000000 C_2FP_2Fv_2FPSENctbzynjHO

User Manual (c) AAkonsult Pty Ltd 2014

Page 35




User Manual konsult
[ PAYMENTS

3. Select 'Merchant Facility' and ‘Payment Type' from the drop down
menu and Save

URL Token Edit

' New URL Token

URL Token Edit | save | | Save & New| | Cancel |

Where Used | pjpjic Web Forms V|
Short Description

Merchant Facility DEMO FACILITY

Payment Type 1 QOnline Payment

mei L Available [y [Ghosen
Credit Card A
Invoice Me v
Send By Post E]
Recurring Payment | | Q_q

4. Use this URL for your website

URL Token

«~ UT-0000002

« Back to List: Static Resources

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

Payment Txn's [0] | Account Subscriptions [0] | Subscriptions [0] | Accounts[0] | Contacts [0] | Opporunities (0] | Campaigns [0] | Campaign Members [0]

URL Token Detail [ Edit | | Detete | | Clone |
URL parameter Name  UT-0000002 URL Parameters  key=alJ9000000Uhj6j&Token=sorllATzPSfZGvC_2BbskglmiXkbx84VQyDoperdDH2q8_3D
Where Used  Public Web Forms FullURL  Renew Now
Short Description Pay Now  Pay Now
Merchant Facility ~DEMO FACILITY Breyious LI
Payment Type 1. Online Payment Full Text URL  https://aakpaytest-developer-edition.ap1.force.com/AAkPay__checkout?
=a0J9000000Uhj6j8Token=sorllATzPSfZGvC_2BbskglmiXkbx84VQyDo DH2:

Payment Method

Recurring Payment

For adding the web form to your website, please see the installation manual How to add your form to
your website

User Manual
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How to publish a web form

Before making payment forms visible externally, the installation of AAkonsult Payments and post
implementation configurations need to be completed as detailed in the AAkonsult Payments
Installation guide.

After installation and post installation configuration, at least one Merchant Facility and one Web
Payment Form for the Merchant account should be setup.

If you are looking for notes on how to add the payment for URL to your website, please see How to
add your form to your website

1. Navigate to Setup > App setup > Develop > Sites

App Setup

[»| Customize

[*] Create

E) Develop
Apex Classes
Apex Triggers
Apex Test Execution
API
Components
Custom Settings
Email Services
Pages

Sites

Static Resources
Tools
Remaote Access

2. Select your site

Sites (aakpaytest-developer-
edition.ap1.force.com)
Action Site Label + Site URL Site Description Active  Site Type
Edit | Deaclival hitp://aakpaytest-developer-edition.ap1 force.com/ v  Force.com
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3. Find your website name

Custom URLs

Action Domain Name

edition.ap1 force com

e WFT_ L _WE . PN [ ———

4. Copy this into your browser with https:// as a prefix

e )| (@ hitps://aakpaytest-developer-edition.apl force.com/ O = 3

5. Add ‘aakpay__ checkout' at the end.

I!E https://aakpaytest-developer-edition.ap1.force.com/aakpay_ checkout 0O ~ & =
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6. Enter to see your web form online

O Information:

Payments in test mode. Only test cards accepted.

AAkonsult Payments DEMO payment page.

Alkonsult Payments 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,
contact/account matching and pre-built workflow processes remove wasted office
administration time and allow you to spend more time on donor care and customer
relationships.

Use the following demo cards:

* Visa - 4111111111 1111INM
« MasterCard - 5431111111111111
= Amex - 271111111111114
= 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 of3

My Contact Details

* denotes a compalsory field. Please fill all of these fields in bebow and then press the Continue batton.

Title

First Name*

7. Use this URL for your website

For adding the web form to your website, please see the installation manual How to add your form to

your website
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How to add custom fields on a web form
1. Enable Custom Fields
1.1 Navigate to the Merchant Tab / Payment Types

ents B ELieE i Payment Txn's Manual Payments  Recurring Payments  Subscription Groups  +

Merchant Facility
&% DEMO FACILITY

« Back to List: Email Templates

Payment Forms [5+] Motes & Attachments [0 | Payment Txn's [5+] | Recurring Paym

Merchant Facility Detail | Edit || Delete | | Clone |

Payment Setting Name  DEMO FACILITY

Active v
Primary v F
Merchant Fee Payt

Site URL  hitps:ipaym-developer-edition.na7 force.com/

Events Calendar URL  hitps:Jipaym-developer- Px
edition.na? force.com/AAkPay  EventsCalendar

Upcoming Events URL  hitps://paym-developer-
edition.na? force.com/AAkPay  EventsUpcoming

Payment Method  Credit Card; Bank Transfer; PayPal; Manual; Direct Debit Max Sub
Cre
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1.2 Select Online Payment and select 'Edit'

ients | SeeiEhie g E (= Payment Txn's  Manual Payments  Recurring Payments  Subscription Groups  +

Payment Form

&% 1. Online Payment

Customize Page | Edit Layout | Printal
« Back to List: Email Templates
Payment Options |01 | Motes & Attachments 101 | Payment Txn's [01 | Recurring Paymentsdl | UBL Tokens [0 | Campaigns [0 | £

Payment Form Detail m clete | [ Clone | Illlaibut Generation | ICredit Card [uanual Payment
Payment Form Name 1. Online Payment Enable Donation By v
Payment Form Note  Capture payments for goods, supplies, Donation By Label  Payment By

donations, products & services either online, or
fram Accounts/Contact/Cpportunities/Any Object
in salesforce.com.

Merchant Facility DEMO FACILITY Donation By Options  Individual; Company
Primary Payment Form Enable Subscribe To Emails
Pre-Authorisation eMewsletter Campaign
Payment Type Crder Enable Email Receipt Only
Require URL Token Opportunity Record Type
Enable CAPTCHA Custom Theme Resource
Name
Active Card Types  Visa; MasterCard Confirmation Page Action
Crernbrron Frrd Toomn 4 i ko Pinmn Db
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1.3 Scroll down to Custom Fields and enable Custom Fields with the tick box.

Custom Fields

Enable Custom Fields @

Custom Fields Header

|Quick Survey

Enable Custom 2 Fields @

Custom Fields 2 Header

[Extra Information]

x]

Enable Custom 3 Fields D

Custom Fields 3 Header |

Create a Header names for your new fields.

2. Create Custom Fields

Enable Custom 4 Fields D

Custom Fields 4 Header |

Enable Custom 5 Fields D

Custom Fields 5 Header |

Enable Custom & Fields D

Custom Fields & Header |

2.1 Navigate to Setup > Create > Objects > Payment Txn

App Setup

Custom Labels

Objects
Packages
Report Types
Global Actions

Tabs
[*| Workflow & Approvals

[»| Develop

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

Administration Setup

User Manual

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

(c) AAkonsult Pty Ltd 2014

[
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[

Screen for
Cache Salesforce
Direct Debit
—B;’t'f:h AAkPayments
Error Log AAkPayments
Impaort File AlkPayments
Import File Line s avpayments  Import File
ltem
Impaort File Line Import File Line
ltem Payment  AfkPayments ltem, Payment
Ixn Txn
Merchant
Faciity AlkPayments
Payment ltem  AAkPayments Payment Txn
Payment [tem
G—*‘mﬁ'— AAkPayments Payment Txn
Payment Option AAkPayments Payment Type
Payment Txn AdkPayments

NN NN NN RN

N
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2.2 Scroll Down to 'Custom Fields & Relationships' and select ‘New'

Ean MELUI Y MELUIU | Y mELUId 1y
Custom Fields & Relationships ield Dependencies | | Set History Tracking |
Action Field Label APl Name Installed Package Data Type [
Edit 4+, Account AAkPay  Account_ ¢ AAkPayments Lookup
EE— — — (Account)

Edit liLl Account No. AlAkPay  Account Mo_ c AAkPayments  Text(20)
Lookup

Edit = Account Subscription AAkPay  Account Subscription_ c AAkPayments  (Account
Subscription)
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2.3 Specify the type of field you would like and select 'Next'

Payment Txn

New Custom Field

Step 1. Choose the field type

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

Data Type

O None Sel d Select one of the data types below.

O Auto Number A system-generated sequence number that uses a
incremented for each new record.

A read-only field that derives its value from a formu
when any of the source fields change.

O Formula

A read-only field that displays the sum, minimum, «

) Roll-Up Summa
g L count of all records listed in a related list.

Creates a relationship that links this object to anocil
a lookup icon to select a value from a popup list. T

O Lookup Relationghip

Creates a special type of parent-child relationship |
object (the parent, or "master") where:
* The relationship field is required on all detail res
* The cwnership and sharing of a detail record ai
* When a user deletes the master record, all det:
* You can create rollup summary fields on the mi
The relationship field allows users to click on a lool
object is the source of the values in the list.

() Master-Detail Relationship
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2.4 Enter details for your field and select 'Next'

Payment Txn Help for this Page ﬂ

New Custom Field

Step 2. Enter the details Step 2 of 4

Field Label  ['Survey Response | (&

Please enter the maximum length for a text field below.

Length |60 |
Field Name | Survey Response | @
Description A
v
Help Text P
W

Required [ ] Ahways require a value in this field in order to save a record
Unique [ | Do not allow duplicate values

'» Treat "ABC" and "abc” as duplicate values (case insensitive)
. Treat "ABC" and "abc” as different values (case sensitive)

External ID [ Set this field as the unique record identifier from an external system

Default Value  Show Formula Editor

Use formuls syntax e g., Text in double quotes: "hello”, Mumber: 25, Percent as decimal: 0,10, Date expression:
Today()+ 7

The fields showing a red bar are compulsory.
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2.5 Set field security for your new field

Payment Txn Help for this Page &)

New Custom Field

Step 3. Establish field-level security Step 2 of 4

Field Label  Survey Response
Data Type  Text

Field Name  Survey Response

Description

Select the profiles to which you want to grant edit access to this field via field-level security. The field will be hidden from all profiles if you do
not add it to field-level security.

Field-Level Security for Profile [ visible ] Read-Only
Contract Manager L
Cross Org Data Proxy User

Custom: Marketing Profile U
Custom: Sales Profile ]
Custom: Support Profile /] |
Force.com - App Subscription User ]
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2.6 Add to page layouts and 'Save'

Payment Txn Help for this Page a

New Custom Field

Step 4. Add to page layouts Step 4 of 4

[Previuus] [Save& Hewl [ Save ] Cancel

Field Label  Survey Response
Data Type  Text

Field Name  Survey Response

Description

Select the page layouts that should include this field. The field will be added as the last field in the first 2-column section of these page
layouts. The field will not appear on any pages if you do not select a layout.

To change the location of this field on the page, you will need to customize the page layout. To change the values that appear, you will need
to customize the Record Types.

Add Field Page Layout Name

Auth Layout

Direct Debit Layout
Events Layout
Manual Layout
Payment Layout
Refund Layout
Shopping Cart Layout

When finished, click Save & Mew to create more custom fields, or click Save if you are done.

[Previuus] [Save& He'wl [ Save ] Cancel

3. Add Custom Fields to your web form
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3.1 Navigate to Setup > Create > Objects > Payment Txn

ScreenSteps for
Edit H—"' Cache Salesforce v
Edt & pedDebl  aakpayments v
Custom Labels Edit i] Error Log AAkPayments v
Objects
Edit [ lmpor File AAkPayments v
Packages
Report Types Edit ¥ :$n:m File Line AAkPayments Import File v
Global Actions o
Import File Line Import File Line
Tabs Edit  ltemPayment AAkPayments ltem, Payment v
[v| Workflow & Approvals Txn Txn
*| Develop Edit & Merchant L,H,"t AAkPayments v
[*| Deploy
Schema Builder Edit il Payment ltem  AfkPayments Payment Txn v
Canvas App Previewer
Installed Packages Payment [tem
Edit ™ Groy AAkPayments Payment Txn v
AppExchange Marketplace ~2folp
Critical Updates \
Edit - Payment Option AAkPayments Payment Type v
SR L T Edit * PaymentTxn AAkPayments v
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3.2 Scroll down to 'Field Set's and select 'Edit' for your custom field

Field Sets
Action Field Label Installed Package APIMame
Edit il checkoutComplete AlkPayments  AAkPay_ checkoutComplete

Edit [ checkoutCompleteBankTransfer ~ AAkPayments  AAkPay_ checkoutCompleteBankTransfer

Edit il checkoutCompleteDirectDebit AbfkPayments  AAkPay_ checkoutCompleteDirectDebit

Edit [ checkoutCompleteEventsFree AlkPayments  AAkPay  checkoutCompleteEventsFree

Edit [ checkoutCompleteEventsPaid AlkPayments  AAkPay__ checkoutCompleteEventsPaid

Edit il checkoutCompletelnvoiceMe AfkPayments  AAkPay_ checkoutCompletelnvoiceMe
Edit il checkoutCompleteManual AAkPayments  AAkPay  checkoutCompleteManual
Edit il checkoutCompletePostal AlkPayments  AAkPay_ checkoutCompletePostal

dit |+ checkoutCustom2Fields AlkPayments  AAkPay  checkoutCustom2Fields

Edit il checkoutCustom3Fields AAkPayments AAkPay  checkoutCustom3Fields
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3.3 Drop and drag your new field into the web form layout

checkoutCustom2Fields »

Help g

Save | Cancel | 4 Undo| < Redo | | Field Set Properties

Payment Txn @, Quick Find| Payment Txn Name | %

C{Jnt:[:T Account No. Country Delivery Street Membership No. Street
. "“!l' Automatic Renewal Delivery Country Delivery Suburb/Town || Payment For Subscribe to Emai...
Orig'nal Pmem Birthdate Delivery Postcode 1 Agree to the Te... Postcode Suburb/Town

Comments Delivery State Invoice No. State Survey Response

Drag any of the fields above into the list below.

In the Field Set

Survey Response

3.4 Select 'Save'

4. Check your web form

User Manual
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4.1 Navigate to 'About AAkonsult Payments' tab and select the web form you
have modified

AAkonsult Payments

t About AAkonsult Payments

Getting Started

Adkonsult Pty Ltd provides a sample DEMO account for evaluation and test pun
Please review the installation and user manual links provided in the 'Quick Links

Setup View Payment Type Notes
Capture payments for goods, supplies,
Setup View 1. Online Payment Accounts/Contact/Opportunities/Any O
. IMemberships can be setup at Contact
Setup View 2 Membershi reminders. Members Id + Lastname ca
- Subscriptions can be setup with varyin
- " '
Selup View 3 Subscripion renewed and have freight amounts adc
Appeals are linked to Campaigns. Sefu

Setup View 4. Appeal Tab.

Multiple Appeals can be running at the

5. Donation with option  Regular giving is easy to setup. Updati
Setup View of regular giving salesforce.com. Tokens are used for a

Events/Training courses is an optional
Setup View 6. Event/Training Course registration. A variety of ticket types an

B L e

4.2 View your new fields in the web form

Survey Response

Comments o A
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How to change field names, section heading names and
information messages

As AAkonsult Payments is part of a managed package, you cannot update the object field labels
using the normal administration options. However, you can use the translation workbench to achieve

the same outcome.

To update labels, you will need to first enable the translation workbench, then update the object label
or the custom label settings.

1. Enabling Translation Workbench

(c) AAkonsult Pty Ltd 2014 Page 52
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1.1 Setup available languages

l Search All Setup... Ql Language Settings

Expand All | Collapse All

Salesforce1 Setup Language Preferences

Force.com Home

Erggle end-user languages - Help and Setup are nottranslated in end-user languages
o ian, Polish, Czech, Turkish, Indonesian, Romanian, Vietnamese, Ukrainian, Hebrew, Greek, Bulgarian, English (UK), Arabic, Slovalk, |

Enable platiorm-only languages - no default translations are provided for platform-only languages
System Overview French (Canadian), Georgian, Serbian (Cyrillic), Serbian (Latin), English (Australian), English (Malaysian), English (Indian), English (Phillipin
(Switzerland), Tamil, Arahic (Algeria), Arabic (Bahrain), Arabic (Egypt), Arabic (Irag), Arabic (Jordan), Arabic (Kuwait), Arabic (Lebanon), Arak
(Singapore), English (South Africa), French (Belgium), French (Luxembourg), French (Switzerland), German (Luxembourg), talian (Switzerla

Personal Setup Spanish (Paraguay), Spanish (Peru), Spanish (Puerto Rico), Spanish (United States), Spanish (Uruguay), Spanish (Venezuela)
[*| My Personal Information
(¥ Email Add or remove languages from the Available Language list
[*] Import . .
Available Languages Displayed Languages

[*| Desktop Integration

i Croatian " English "
>/ My Chatter Settings Slovene Ge?man
[+] My Connected Data French (Canadian) Spanish jlon
Georgian French E]
Serbian (Cyrillic) Add  |ltalian Up
Al Serbian (Latin) o (»] |Japanese (4]
& Custrmiee D)) [Swedsh =
[+ Create English (Malaysian) = Korean
English (Indian) EMOYE | ¢ hinese (Traditional) Down
(v Develop . o X S E]
English (Phillipines) Chinese (Simplified)
[+/ Deploy English (Canadian) Portuguese (Brazilian) | Bottom
Schema Builder Romanian (Moldova) Dutch
Canvas App Previewer Bosnian Danish
Installed Packages Macedonian R Thai 2

AppExchange Marketplace
Critical Updates

Languages that appear in gray are currently used by your company, users, or both. They cannot be deactivated.

Administration Setup

[*] Manage Users

[*| Manage Apps

[*| Manage Territories

& Company Profile
Company Information
Fiscal Year
Business Hours

Language Settings

[*| Security Controls
[*| Domain Management
[»| Communication Templates

This option is necessary if you are going to be changing field labels to a language that is not
available as standard. This can include variations of English that are not US English, for example
en-AU for Australia locale.

1. To maintain the list of available languages, navigate to Administration setup > Company
Profile > Language Settings.

Check both “Enable End User Language” and “Enable Platform Only Languages”

If your language is not one of the standard ones, then select that language from the Available
Languages and move this to the Selected Languages

4. press SAVE button

W N
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1.2 Enable Translation Workbench

[ Search All Setup Q l

Expand All | Collapse Al

Salesforce1 Setup
Force.com Home
System Overview

Personal Setup

[»/ My Personal Information
[»] Email

[* Import

[»| Desktop Integration

[+ My Chatter Settings

] My Connected Data

App Setup

[» Customize

[*] Create

»| Develop

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

Administration Setup

[»] Manage Users

[»] Manage Apps

[»] Manage Territories

[+ Company Profile

[* Security Controls

[»/ Domain Management

[+ Communication Templates
a 1 )

Override
Export
Import

[»| Data Management

Translation Workbench

Translation Settings

Welcome to the Translation Workbench

The translation workbench allows you to create translations for the customizations you've made to your Salesforce com organization. Everything from custom picklist values to custom |

A If you want to use the translation workbench, you need to enable it. Enabling the workbench makes some changes to your Salesforce.com organization:

« Picklistvalues must be edited individually. This means you can't mass edit picklist values, though you can still mass add new values.

» When picklist values are sorted alphabetically, the values are alphabetical by the organization's default language

« Reports have a language drop down on the filter criteria page when any filter criteria uses the "starts with”, “contains™ or "does not contain” operators.

» Importfiles have a language drop down and all records and values within the import file must be in that language

« Web-to-Lead and Web-to-Case have a language drop down before you generate the HTML.

» All rules and setup data must be entered in the organization's default language - Global administrators must work together in the organization's default language

Ifyou'd like to proceed with using the workbench, click Enable. If you need to turn the workbench off, click Disable on the translation settings page.

-0

1. Under setup > administration setup > Translation Workbench > Translation Settings
2. Click ENABLE

User Manual
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1.3 Add Languages for Translation Workbench

Home About AAkonsult Payments  Merchant Facilities Payment Txn's  Manual Payments Recurring Payments 4+ =

Search All Setup... Q] Translation Workbench Help for this Page &

Expand All | Collapse Al

Click Add to select the languages your organization supports and the users who are responsible for translating that

Salesforce1 Setup language.
Force.com Home Supported Languages

Action Language Active Translator(s)
System Overview Edit  Spanish

Edit  French

Personal Setup Edit Japanese

*| My Personal Information

[*] Email o The Translation Workbench is currently enabled for your organization. To disable it, click the Disable button.
) mpor

[+ Desktop Integration
»| My Chatter Settings
*] My Connected Data

App Setup

[*| Customize

[*¥| Create

*| Develop

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

Then add a translation language.
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1.4 Select Language to Add to Translation Workbench

l Search All Setup... Q] Flarlslﬂtioli Workbench
ew Language

Expand All | Collapse Al
Choose the language you wish to add. Add translators for this language to the Selected List box and click Save. After

Salesforce1 Setup translations available to your users.
Force.com Home Language Translation Edit
Select Language

System Overview

o Language | English (Australian) v

Active

Personal Setup

*] My Personal Information

[+ Email
(¥ Import To make users translators for this language, select them from the Available List and click Add. Make sure you give all transla
translating.

Search User5| | [ Find ]

Identify Translators for this Language

[+ Desktop Integration

[»| My Chatter Settings
D My Connected Data Available List Selected List

Jeff Challis ~ —-Mone—- ~

App Setup Add
¥ Customize @

[*| Create E

[+ Develop Remove
[*| Deploy
Schema Builder

Canvas App Previewer
Installed Packages

AppExchange Marketplace \o,l

Critical Undates

1. Add English if you need to override standard labels provided by AAkonsult.
2. Press SAVE button
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2. Change Section Headings and Messages

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

Step 1 of 2

My Contact Details

Title

First Mame*

Last Mame"
Membership No. @
Phone*®

Mobile Phone

Email®
Street®

Suburb/Town® Williamstown

State” Victoria

Postcode® 2016

4k

Country* Australia

Transaction Details

Membership Family =
Membership Amount $45.00
Donation Amaount 0.00

This procedure walks you through steps on updating section headers and custom messages. If you
are looking at changing the field labels then please see Overriding Field Labels

1. Section headers are the names at the top of a group of fields. If you are using custom
sections, then these can be updated in the Payment Form > Custom Headings section.
Examples of sections headers that are applicable to this procedure are: "My Contact Details"
and "Transaction Details"
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2. Messages are text on the form that display helpful information or error messages. They are
also used for labels on buttons. An example of a message is "* denotes a compulsory
field...."

All of these updates are maintained under the Custom Labels section in Salesforce

2.1 Locate Custom Label

-l

Home  About AAkonsult Payments  Merchant Facilities Pay Txn's Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions + =

'y

Search All Setup... Q l All Help for this Page @

Expand All | Collapse All
Custom Labels are custom text values, up to 1,000 characters, that can be accessed from Apex Classes or Visualforce Pages. If Translation Workbench has been enabled for your
Salesforcel Setup organization, these labels can then be translated into any of the languages salesforce.com supports. This allows developers to create true multilingual apps by presenting information
to users - for example, help text or error messages - in their native language. You can create up to 5,000 custom labels.

Force.com Home View: Create New View e =Previous Page | Next Page=
EFGHIJKLMNUPQRSTUVWXYZOtherNI
System Overview F— —
New Custom Label
Personal Setup Action Name Categories Short Description Value Language
N Checkout Label Step , i
'+ My Personal Information I‘i‘l Checkout Label Ste Checkout Label Checkout Label Step Step {0} of {1} English
(v Email % Checkout Label Tax Exclusive Checkout Label Tax Checkout Label Tax Exclusive {0} Amount English
[»] Import 4 Checkout Label Tax Inclusive Checkout Label Tax Checkout Label Tax Inclusive Includes {0} of English
RU=sk inp laiiEation é Checkout Label Terms and Conditions Checkout Label Terms Checkout Label Terms and Conditions  Terms & Conditions English
[»] My Chatter Settings _ _ _
[ My Connected Data I‘i‘l Checkout Label What s This Checkout Label Checkout Label What's This What's this English
4 Checkout Label Your Choice Checkout Label Checkout_Label_Your_Choice (Enter your choice) English
App Setup é Checkout Legend Details Confirm Checkout Legend Checkout Legend Details Confirm Confirmation Details English
-
& T e eckout Legen ontas efails Checkout Legend Checkout_Legend_My_Contact_Details My Contact Details English ]
Create Checkout Legend Pavment Details Checkout Legend Checkout_Legend_Payment_Details Iy Payment Details English
I‘i‘l Checkout Legend Payment Details confirm Checkout Legend gzﬁgmuuegend Payment Detalls Payment Confirmation Details English
Custom Labels
I‘i‘l Checkout Legend Transactions Defails Checkout Legend Checkout_Legend_Transactions_Details Transaction Details English
=p=For your safety and security, we
FewEms require that you enter your card's
Report Types verification number. The CCVis a
Tabs three or four-digit value printed on the
i . card or signature strip. =/p=
Action Link Templates New! =p==strong=Nastercard, Visa &amp;
[» Global Actions Diners</strong==hr />
For these cards, the number is not
[»] Workflow & Approvals f
4 Checkout Lightbox CCV CheckoutLightbox,CCV  Checkout_Lightbox_CCV e e e

1.

Navigate to setup > create > custom labels

2. Press "C" in the rolladex to locate labels beginning with "C". For the checkout form, almost
all labels used begin with "Chechout..."

3. Locate the label and click into
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2.2 Create a new Override

LCustom Label i Printable View | Help for this Page [7 ]
Checkout_Legend_My_Contact_Details (Managed)

« Back to List: Custom Labels

[ é This Custom Label is managed, meaning that you may only edit certain attributes. Display More Information

Local Translatiens / Overrides [0] | Packaged Translations [0

Custom Label Detail
Short Description  Checkout_Legend_My_Contact_Details Name  Checkout_Legend_My_Contact_Details
Language  English
Mamespace Prefix  AAkPay
Installed F g AfkPayments
Categories  CheckoutLegend
Value My Contact Details
Created By  Jeff Challis, 3/04/2015 11:48 AM Modified By  Jeff Challis, 3/04/2015 11:48 AM

Local Translations / Overrides [New Local Translations / Oven'ides]

[ﬂ These translations were created by administrators in your company. Local translations override packaged ones. ]

Mo records to display

Packaged Translations

o These translations were automatically created when the upgradeable AppExchange package containing this custom label was installed. Although you cannot delete packaged
translations, you can override them with your own text by clicking the Override link next to the desired language. Overridden translations appearin gray.

Mo records to display

2.3 Enter your new label text

New Translation

Translation Edit Cancel

Master Label Information

Master Label  Checkout Legend My Contact Details Master Label Language  English
Master Label Text My Contact Details

Translation Information

s @) lngin 5] 5

Translation e My Student Registration Details|

Cancel

1. Select Language - Eg. English
2. Enter your new label details
3. Press SAVE button
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2.4 Review your updates

Title

First Name™

Last Mame™

Membership No. @

Phone®
Mabile Phone

Email®

Strest”

Suburb/Town®
State™®
Postcode®

Country*

konsult
| PAYMENTS

My Student Registration Details

--Mone--

Williamstown
Victoria
3016

Australia

L1

Ak

Membership

(c) AAkonsult Pty Ltd 2014

Transaction Details

Family

4k
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3. Overriding Field Labels

Step 1 of 3 |
My Student Registration Details

* danotes a compulsory field. Pleasa fill all of thesa fields in below and then prass the Continue button.

Title --Mone-- #

Last Mame™

Membership No. @

Phone*®
Mobile Phone
Email*
Street”
4
Suburb,/Town®* Williamstown
State® Victoria
Postcode® 3016
Country* Australia =

This procedures takes you through the steps in changing field label for a field such as first name.

If you are looking at changing Section headings, button labels or messages, please see: Change
Section Headings and Messages
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3.1

| e e J ST T AR
Translate
Expand All | Collapse Al
To get started in the Translation Workbench:
Salesforce1 Setup
1. Select a language (if you're a translator for more than one language).
2. Select a setup component.
Force.com Home 3. If necessary, select an object and aspect. For example. a workflow task has an object (Account, Contact, etc.) and aspect (Subject or Comment) to filter for translatable terms.
4. Double click in the translation column to enter new values. You can tab to jump to the next row.
System Overview L
Select the filter criteria:
Personal Setup P/ Language  English (Australian) | v |
(2| My DersanalInformafion | Setup Component ‘ Custom Field Iz‘
[»] Email o Object \Paymerrl Txn
[»] Import " spect | Field Label v
[+ Desktop Integration A A
[+ My Chatter Settings —
[+] My Connected Data 0’
Master Field Label « Field Label Translation Field Type Out of Date

App Setup Discount Amount Formula (Currency)

¥ Customize Donation Amount Currency (7, 2)

[+ Create Donation By Picklist

[+ Develop Donation By Name Texti60)

v/ Deploy Drawer Texti60)
Schema Builder Email Email
Canvas App Previewer Email Receipt Only Checkbox
Installed Packages Expiration Menth Picklist
AppExchange Marketplace Expiration Year Picklist
Critical Updates Expiry Date Formula (Text)

Financial Institution Text(40)

°

o o o o o e o o

(¥ Manage Users Foreign Transaction Tax Excluded Checkbox
[+] Manage Apps Freight Currency(12, 2)
[+] Manage Territories Frequency Picklist
[+] Company Profile Fundraiser ID Text{40)
(¥ Security Controls | Agree to the Terms and Conditions Checkbox
[+| Domain Management 1 Wil Be Attending Checkbox
[+] Communication Templates Institution Address Text(50)
B Translation Workbench Invoice Description Rich Text Areal32768)
Translation Settings Inveoice Mo. Text(20) (External ID}
coe
B \-/ Job Title Text(128)
Override Last Hame ToxtE0)
\l:: :: Lat Text(20)

Navigate to setup > administration setup > Translation workbench > Translate

Select your language eg. English (Australia)

Select “Custom Fields” for the component

Select "Payment Txn for the Object"

Select "Field Label" for the Aspect.

Locate the field you wish to update double click into the “Field Label Override” area.
Press SAVE button.

Noakwd =
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3.2 Review your updates

4. Translation Trouble Shooting

My Student Registration Details

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

Title —~Mone-- &

Student First Name®

Last Mame*®

Membership No.©

Phone®
Mobile Phone
Email*
Street®
o
Suburb,/Town*® William stown
State® Victoria
Postcode® 3016
Country*® Australia

(c) AAkonsult Pty Ltd 2014
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4.1 Check your selected language matches the Sites user langaue

User Edit
Payments Site Guest User
User Edit
General Information
First Name User License  Guest
Last Name Ilsne Guest User | Profile  Payments Prc
Alias | quest | St
Email | jeff.challis@aakonsult.com |
Ussmame | loayments@nipaakpay-devel( Salesforce CRM Content User [ ]
Nickname Ilpa.j”ﬂem5 | A Email Encoding |@

Division | |

Locale Settings

When you added a language to the Translation Workbench, ensure that this language matches the
locale for the user setup for the "Sites" User.

le. Under Setup > Develop > Sites. Click into your website. Click on Public Access Settings button,
click onto View Users/Asssigned User button. Click Edit next to the users and review/update the
Locale. For more information and steps on this users, please see the installation manual: How to set
up external site security (older version) - in particular the Name and TimeZone section.

User Manual
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How to create a custom theme

In addition to the standard themes that are available, you can define our own custom theme. This is
available as an additional license option. Please contact info@aakonsult.com for more info.

Please note, AAkonsult Payments is currently compatible with jquery themes 1.9.2. This may
change as new releases of AAkonsult Payments comes out or JQuery updates their
themeroller. AAkonsult does not warrant forward/backward compatibility, so please check
new themes out thoroughly before deploying.

1. Activate Custom Themes

1.1 Navigate to 'Merchant Facilities' tab and scroll down to 'Additional License
Options'
s e eEI -
ABN

Receipt Text
Receipt Footer  Thank you for trialing AAkonsult Payments.

Mote, you can include your logo on the receipt by attaching it to the Merchant Facil
v Additional License Options

cense Options  Shopify; Direct Debit; Events; Custom Themes
License Expiry Date  28/06/2014
License Key  hHwB407euPPHgatS4X6pVHxw3nwCRopRXcKDapBikjY=

¥ System Information
Created By  Carol Challis, 14/05/2014 1:25 PM

| Edit || Delete | | Clone | | Submit for Approval
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1.2 Select 'Custom Themes' from available additional licenses.

License Options

Available Shopify
Direct Debit
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1.3 Enter 'License Expiry Date' and 'License Key' to activate

¥ Additional License Options
License Options  Shopify; Direct Debit; Events; Custom Themes
License Expiry Date  28/06/2014

License Key e . . : S =

2. Create a custom theme

2.1 Navigate to http://jqueryui.com/themeroller/

@ jQuery

user interface

Demos Download APIDocumentation Themes Development Support Blog About Search

ThemeRoller

IhemeRoller —

Roll Your Owi Gallery  Help

Accordion

~ Section 1

A

Mauris mauris ante, blandit et, ultrices a, suscipit eget, quam. Integer ut neque. Vivamus nisi metus, molestie vel,
gravida in, condimentum sit amet, nunc. Nam a nibh. Donec suscipit eros. Nam mi. Proin viverra leo ut odio.
Curabitur malesuada. Vestibulum a velit eu ante scelerisque vulputate.

http://jqueryui.com/themeroller/
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Ul |;

Download  Edit

Download  Edit Download  Edit

Themes can be configured to suit your organisation's style
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2.3 Download your theme

'hemeRoller —

Roll Your Own Gallery Help

F

Step through the Download Builder

2.4 Save the theme to your hard drive

Do you want to open or save jquery-ui-1.11.0.custom.zip from download.jqueryui.com?

3. Prepare file for loading

Before starting this section, we recommend that you have the option to see file extensions turned on
and that these steps are carried out on a PC.

To turn on file extensions to be shown, open windows file explorer - then click on the view menu

option, then options - change folder and search options. Then click on the View Tab and untick the
option "Hide Extensions for known file types".

3.1 Unzip and open folder

Theme Test » jguery-ui-1.9.2.custom » jguery-ui-1.9.2.custom » k customn-theme

-

* [ Mame Date modified Type Size
L. images 370472015 318 PM File folder
™. jquery-ui-1.9.2.custorn.css 1/01/2013 2:45 PM Cascading Style 5. 19 KB
™. jquery-ui-1.9.2.custorn.min.css 1/01/2013 2:45 PM Cascading Style 5. 17 KB

Navigate through the unzipped folder structure until you come across a folder with images and the
css. for example jquery-ui-1.9.2.custom\css\custom-theme

User Manual
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3.2 Select the file containing the name "jquery-ui-......custom.css"

* [ Mame Date modified Type Size

| [V]™. jquery-ui-1.9.2.custom.css 1/01/2013 8:45 PM  Cascading Style S...

T Jquery-ui-1.9 storm.min.css 17T KB
3.3 Rename the file to 'jquery-ui.custom.css’
Marme : Date modified Type Size
™. jguery-ui.custom.css 18/07/2014 3:07 PM  Cascading Style 5. 28 KB
The name must be exact
3.4 Select the "jquery-ui.custom.css" and images folder
[] Mame . Date modified Type Size
| images 3/04/2015 3:24 PM  File folder
[¥]™. jquery-ui-1.9.2.custom.css 1/01/2013 8:45PM  Cascading Style ... 19 KB
™. jquery-ui-1,9.2.custorm.min.css 1/01/2013 8:45 PM Cascading Style 5. 17T KB
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3.5 Zip these files together

s

Mame Date maodified Type Size

| images 18/07/2014 319 PM  File folder

1'.' jquery-ui.custom.css 18/07/2014 3:07 PM Cascading Style 5... 28 KB
KN Zipped file 18/07/2014 3:22 PM Compressed (zipp... 110 KB

4. Load custom theme into Salesforce

4.1 Navigate to Setup > Develop > Static Resources

App Setup

[»| Customize

[»| Create

E Develop
Apex Classes
Apex Triggers
Apex Test Execution
APl
Components
Custom Settings
Email Services
Fages
Sites

Static Resources

Tools
Remaote Access
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4.2 Select 'New'

Static Resources

Use static resources to upload content that you want to reference in a Visualforce page, including zip and jar files, in

View: Create New View

AB CDEF G

Action Name MNamespace Prefix Description E Type

Graphics, logos, styles.js for ent application/x-zi
4 paymentResource  AAkPay chonoat styles.js for paym nﬂ,ﬂ,pmm P
4.3 Enter details for the Custom Theme and 'Save'
Static Resource
Static Resource Edit
Static Resource Information o
L
Name |NewTheme \_/
Description Y
W

File | C:usersiCarol\DocumentsiAAkonsultiManualsiThemel  Browse. .. o

Cache Control I W o

_Save JCancel

Provide a name for the theme (no spaces)

Upload the zipped file (that you created) from the folder
Set Cache Control to 'Public'

Save

LN =

4.4 Navigate to the Merchant Facilities tab and scroll to 'User Interface’

User Interface
Form Width 500 Theme  redmond

Background Colour Custom Theme Resource Name

CAPTCHA Theme red
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4.5 Change Theme to ‘Custom Theme'

¥ User Interface

Form Width 500 LLELE ([Custom theme [

Background Colour Custom Theme Resource Name
CAPTCHA Theme red

4.6 Enter your new Custom Theme name

Theme  Custom theme

Custom Theme Resource Name |NEWT|'IEIT]EI x| w»

CAPTCHA Theme red

4.7 Save
5. Test custom theme

5.1 Navigate to 'About AAkonsult Payments' tab and select a web form

AAkonsult Payments

~ About AAkonsult Payments

Getting Started

Adkonsult Pty Ltd provides a sample DEMO account for evaluation and test pun
Please review the installation and user manual links provided in the 'Quick Links

Setup View Payment Type Notes
Capture payments for goods, supplies,
Setup View 1. Online Payment " ts/Contact/O tunities/Any O
. IMemberships can be setup at Contact
Setup View 2 Membershi reminders. Members |d + Lastname ca
- Subscriptions can be setup with varyin
- 0 )
Selup View 3 Subscripion renewed and have freight amounts adc
Appeals are linked to Campaigns. Sefu

Setup View 4. Appeal Tab.

Multiple Appeals can be running at the
5. Donation with option  Regular giving is easy to setup. Updati
Setup View of regular giving salesforce.com. Tokens are used for a
Events/Training courses is an optional
Setup View 6. Event/Training Course registration. A variety of ticket types an

B L e
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Payments in test mode. Only test cards accepted.

AAkonsult Payments DEMO payment page.

Ablkonsult Payments 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,
contact/account matching and pre-built workflow processes remove 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 1of3
My Contact Details
* denotes a compulsory field. Please fill 2l of these fields in below and then press the Continue button.
Title --None--
First Mame*

Last Name*

Phone

Mobile Phone

Email

Street
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How to take a Credit Card Payment

There are several ways of taking a Credit Card payment and the option you choose will depend on
your needs. Options include:

1. Public website - taking an online payment

2. From within Salesforce, taking a payment against an Account, Contact, Opportunity or any
object

3. Charging a card already stored on file. For example, if you have rental equipment and the
item is returned damaged.
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1. Public Website

Transaction Details

Payment Amount 0

Payment By (=] Individual o Company

My Payment Details

Total Amount Charged $0.00

Credit Card Type o |m| o |m |

MName On Card®

Credit Card Number®

Expiry Date* @ 05 s/ 2015 ¢
ccv+ 0 What's this
Cummentsﬂ
Step 1 of 3
Continue

¢) paymentexpress

Privacy Policy

Online payments can be captured directly from your website, or by sending a link to your customer/
donor asking for payment.

Please see the installation manual How to add your form to your website for more information on
adding your form to the website or locating the URL's where the public facing web form is located.
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2. From within Salesforce

yments Merchant Facilities Payment Txn's

Manual Payments  Recurring Payments  Subscription Groups  Account Subscripti

[ e
Subscrip

Subscription I

n - Opportunity

() AAkonsult - Memberhsip

. M- Show Feed

« Back to List: Recurring Payments

Customize Page | Edit Layc

Products [0] | Open Activities (0] | Activity History 0] | MNotes & Attachments [0] | ContactRoles[1] | Partners 0] | Competitors (01 | Stage History [1]
Opportunity Detail | petete |
Opportunity Owner  [Z] 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

Order Humber
Tracking Number
Main Competitor(s)
Created By

Contact Id for Role
Opportunity Record Type
Delivery/installation Status

Current Generator(s)

Jeff Challis, 28/05/2015 9:36 PM Last Modified By

Main [Change]

Jeff Challis, 28/05/2015 9:36 PM

Description

Pre-defined buttons exist for charging a Credit Card against and Account, Contact or Opportunities.
Custom buttons can be added to any object in Salesforce.

Please see the Installation Manual Buttons - Optional section for setting up buttons in your instance
of Salesforce.

There are two button options available as Standard.

1. Credit Card Payment. This button simply launches the online checkout form and pre-fills the
related information (eg. Contact details if available)

2. Make Payment. This button prompts for some options on the type of payment and related
options such as Subscription/Membership Renewal or Token Card Charge.
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2.1 Make Payment Example

Payments Merchant Facilities Payment Txn's Manual Payments Recurring Payments Subscription Groups Account Subscriptions + ~

DEMO FACILITY

= 1. Online Payment
& 2. Membership

# 3. Subscription
@ 4. Appeal

W 5. Donation with option of regular ...

CO00C0CCO0CQ0O B

4¢ 6. Event/Training Course

After selecting the Make Payment Option in the previous section, the following screen is shown.
This allows for quick selection of any of the currently setup Payment Forms. Also, going across the
top is "Credit Card", "Manual Payment" or "Charge Card" options providing different ways/menthods
of transacting.

The Charge Card option will only appear if there is a valid related Recurring Payment associated
with the contact. This allows for a card to be tokenised, saved and then later on charged.

3. Charging a previously tokenised card

With the appropriate permissions, you can charge a card that has been previously tokenised and
stored.

Please see How to make an additional payment to a recurring payment (Token Charge) for more
information.
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How to set up credit cards

1. Configuring Credit Cards

Before you can take Credit Card Payments, you must have a merchant facility.

Please see Setting up Merchant Facilities (Installation Manual) for details about Merchant Facilities
and how to get one.

Generally speaking, Visa and MasterCard are provided by your bank or a Merchant Facility Provider.
Others such as American Express and Diners are provided by those vendors. So, you may need to
have multiple Merchant Facilities setup with various providers.

1.1 Cards types to Accept

Payment Form

&Y 1. Online Payment

« Back to List: Custom Object Definitions
Payment Options [0] | Motes & Attachments[01 | P

Payment Form Detail

Payment Form Mame 1. Online Payment

Payment Form Mote  Capture payments for goods, supplies, donations, products & services either online, or from Accounts/Contact
Objectin salesforce.com.

Merchant Facility DEMO FACILITY
Primary Payment Form
Pre-Authorisation
Payment Type = Order
Enable URL Tokens
Enable CAPTCHA

Active Card Types  Visa; MasterCard
urcharge card 1yp

Surcharge Card Fee®% 1

Surcharge Card Type 2
Surcharge Card Fee% 2

* Donations

The various types of cards that you wish to accept for a web form are maintained on the Payment
Form.

To locate the Payment Form, navigate to the "+" at the end of the tabs and select Merchant Facility.
Then press the [GO] button and click into a Merchant Facility. Scroll down the Merchant Facility
Form to the related Payment Forms and then click into the appropriate form.

Update the Active Card Types with the Cards you would like to process. Please note, if a Merchant
Facility has not been requested and activated by AAkonsult then you will not be able to accept that
type of card.
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2. Credit Card Process Flows

AAkonsult
Payments External Web Internal Staff

Depending on your country and bank you have your Merchant Facility with will determine which of
the following process flows will be used for taking Credit Card Payments

The sections below provide more details of the process flows. The colour coding used in the
processes are:

* AAkonsult Payments pages are those pages using salesforce.com sites functionality

+ External web is a non salesforce.com page, such as Pay Pal.

+ Payee Actions are manual steps that a payee needs to do. These could include sending
payments.

Internal Staff are actions required by internal users of AAkonsult Payments where they need to
perform a manual step within Salesforce.

2.1 Credit Card (hosted) Payment Express or Authorize.Net

Confirm Payment

Enter Details e Payment —> Complete

The most common flow process is using the Credit Card (hosted) option. This takes the payee
through 3 simple steps. These being entering of the details, confirming of the payment and the
payment complete screen.

This option works when the Payment Gateway is set as “Payment Express” or “Authorize.Net” and
the payment method is set as Credit Card.

2.2 Credit Card PxPay Non-Hosted

Enter Details Enter Credi Card MM 3pcecyre MW payment Confirm R 9 Payment

Details Complete

Some organisations may already have a Payment Express PxPay account and wish to continue with
this, or for organisations that their banks require a DPS hosted payment option.
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For this option, the payee enters their core payment details. When they press continue, they are
taken to the payment express page to capture the credit card details and confirm the transactions.
They are later returned to AAkonsult Payments and shown the payments screen.

The 3D Secure process will only occur if your merchant facility with the bank and payment express is
setup for this option and the person making the payment is enrolled or their bank supports 3D
Secure.

2.3 Credit Card PxFusion Non-Hosted

The Payment Express PxFusion option would be selected by customers where their bank requires
them to have 3D Secure facilities or their bank requires this option over the hosted (Payment
Express) option.

From a user perspective, this option is very similar to the Hosted Payment Express option where
they user normally only sees the AAkonsult Payments Checkout forms. The user would only leave
these forms when 3D Secure is enabled and the payees bank also supports 3D secure. In this case,
they will be taken to the appropriate 3D secure site, such as verified by visa.

2.4 Payment Methods comparison

Transactions
Pre-Authorisation
{ Complete
Regular Payments
Electronically

=
o
3
h—
|
3]

Refund
3D Secure
Support

Payment Express

Payment Express PxPay
Payment Express PxFusion
PayPal

Checkout and Pay Later
Authorize.Net
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How to manage expired credit cards

Approximately 45 days before a card is expired, an internal email notifying staff off the upcoming
expiry.

Alternatively you can also get a list of expiring cards, but navigating to the Recurring Payments Tab,

then creating or selecting an existing list view filter based on the Card Expiry Date. Also, make sure
you enter the details in straight away and staff do not write them down for updating later.

1. Contact payee for instructions

You'll need to call the payee or ask them to phone you with the new details. Please ensure they
don't email you the Credit Card details.

If their card expiry date is the only option to have been updated, then you can select that option, vs.
getting the full card details again.

1.1 Navigate to the Recurring Payments tab

ents Merchant Facilities Payment Txn's Manual Payments RIGHETGLDEEETHENEEN S

(@ Recurring Payments

4 Home
View: | All Credit Cards v || Got | Edit| Create New View
Recent Recurring Payments
Recurring Payment Hame Campaign Account Contact Date Established
Bob Barker donations CEMO Appeal SeaShepherd Bob Barker
Loan Repayments Sea Shepherd Charles Latrobe
manth James Bond
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1.2 Find the recurring payment name

:nts  Merchant Facilities Payment Txn's Manual Payments REETRT Gl RRETEN

I |AII Credit Cards v | Edit | Delete | Create Mew View

[Hew Recurring Payment] Change Owner @

[ Action Recurring Paymen... Payment Amount Recurring Paymen... Contact
| Edit| Del BobBarker dona... Bob Barker
| Edit]Del maonth James Bond

2. New Card

2.1 Select the Update Card Details button

ants Merchant Facilities Payment Txn's Manual Payments BEETHLGERETGELEN  Subscription Groups  Account Subscriptions  Subsc

g+ Recurring Payment
4. Bob Barker donations
« Back to List: Recurring Payments

Pavment Txn's [01 | Opportunities[o] | Motes & Attachments [01

Recurring Payment Detail Edit [-::redit Card Token Payment [ Update Card Details § Update Expiry Date

w Information

Contact  Bob Barker Payment Amount

Recurring Payment Name  Bob Barker donations Currency  AUD
Merchant Facility ~ DEMO FACILITY Freight
Payment Form 1. Online Payment Expiry Reminder
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2.2 Update details and confirm

' Update Regular Payment Details

Credit Card Details [cc-nﬁrm] [Canc:ell

Regular Payment Details

Credit Card Type | w Visa () MasterCard

Cardholder Hame | Bob Barke

Credit Card Number I| |

Expiry Date I|—None— v /12014 v | (MMYYYY)

CCV | |

Comments

¢) dps paymentexpress

Privacy Policy

(contirm) [cancel

3. New Expiry Date

3.1 Select the Update Expiry Date button

v Recurring Payment

L, Bob Barker donations

¥ Back to List: Recurring Payments
Payment Txn's [0] | Opporunities[0] | Motes & Attachments [01

Recurring Payment Detail [ Edit l [-::redit Card Token Paymentl [Update Card netails]

¥ Information

Contact  Bob Barker Payment Amo
Recurring Payment Name Bob Barker donations Currel
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3.2 Update details and confirm

' Update Regular Payment Details

Credit Card Details Confirm || Cancel |

Regular Payment Expiry Date Details

Llse the form to update customer's credit card details where the card has expired and they rece

Expiry Date I|—Nc+ne— v /2014 v | (MIAYYY)

¢) dps | paymentexpress

Privacy Policy

Confirm) [Cancel
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How to set up PayPal

Please see the installation manual How to set up PayPal

1. Enabling PayPal

‘ayments B\ o ELAE | Payment Txn's M

Merchant Facility

— &Y DEMO FACILITY

. « Back to List: Custom Object Definitions

After Setting up PayPal as per the installation manual procedure How to set up PayPal, you can
make the option available by locating the Merchant Facility.

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

User Manual
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1.1 Enabling PayPal

1.

User Manual

Payment Method

Pledge

Bank Transfer
Manual

Direct Debit

-

T

)

Chosen
Credit Card
PayPal

Locate the Payment Method field and double click
2. Select PayPal and then press OK button followed by the SAVE button

(c) AAkonsult Pty Ltd 2014

| OK || cancel |
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1.2 Checkout preview

My Payment Details

£45.00

Total Amount Charged

Payment Method i)

© Information:

After pressing the Confirm button, you will be asked for your PayPal
details and upon completion you will return to this payment form to
complete the transaction.

Cﬂmmentsﬂ

A

Step 1 of 3

On the Merchant Facility, you can click on the Site URL and this will show you the updated checkout
2. PayPal Process Flow Overview

form. This will now include the newly included payment options.
AAkonsult
Payments External Web Internal Staff

The sections below provide more details of the process flows. The colour coding used in the
processes are:

» AAkonsult Payments pages are those pages using salesforce.com sites functionality
» External web is a non salesforce.com page, such as Pay Pal.
» Payee Actions are manual steps that a payee needs to do. These could include sending

payments.

Internal Staff are actions required by internal users of AAkonsult Payments where they need to
perform a manual step within Salesforce.
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2.1 PayPal Process Flow

Logn to Confirm Payment

Enter Details Pay Pal — — Payment

Complete

A # #

For payee’s that wish to use their PayPal accounts to pay salesforce.com, they will need to enter
their core details in the first/capture screen, then they need to login to their PayPal Account and
confirm the transactions, followed by Confirming the payment in salesforce.com.

This option is available when the PayPal is selected as one of the Payment Method options.

Please see the AAkonsult Payments Installation manual for details on How to set up PayPal
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How to activate direct debit payments

The Direct Debit option (available as an additional license) allows your customers/members/donors
to pay regular payments or membership/subscriptions directly from their bank account as an
alternative option to paying by credit card.

Currently, AAkonsult Payments supports direct debits in the following countries:

 Australia (All Banks)
* New Zealand (ANZ,ASB, BNZ, Westpac)

Before you can use a direct debit with AAkonsult Payments, you will need to contact your bank and
arrange to have a Direct Debit facility setup. You will need to ask for the option where you can
upload a direct debit file for processing. This option is normally added to your internet banking.

More information:
Australian Direct Debits

Australian Payments Clearing Association (APCA) was established in February 1992 to oversee and
manage the development and operation of the Australian payments clearing system.

Most Australian bank use the Australian Banking Association (ABA) format for direct debit
transactions. The following links provide more information about this.

» Direct Entry fact sheet: http://www.apca.com.au/docs/about-payments/
direct_entry fact sheet.pdf

» For information about the ABA Text file format generated, please see:
http://www.cemtexaba.com/aba-format/cemtex-aba-file-format-details.html

» Westpac upload guide: http://www.westpac.com.au/docs/pdf/bb/BOL StepbyStep-
Aug2006.pdf

New Zealand Direct Debits
When setting up direct debits in New Zealand, you’ll need to ensure the following:

* The “Direct Debit Authority Number” assigned by your bank is entered into the “User
Identification Number Field”.

* The Bank and Branch number are entered into the “BSB No.” field. These are in the format
of 99-9999

* The Account number and suffix are entered into the “Account No.” field. These are in the
format of 9999999-999

» Enter your company name or account name into “User Preferred Specification” on the
Merchant Facility.
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You can see more information on the extracted file standards at:

* ANZ: http://www.anz.com/Documents/AU/corporate/clientfileformatsH2H. pdf
 BNZ: https://www.bnz.co.nz/static/www/docs/online-banking/ib4b-file-format-quide.pdf
» Westpac NZ: http://www.westpac.co.nz/assets/Business/Accounts-and-Online-Services/

Business_Online_download_help.pdf
* ASB Bank: https://fnb.asb.co.nz/content/fnb help/pdf/fnb _import export guide.pdf

1. Overview

— L I —

Extract for Bank Payment
— g Emors B
- -

Once you have setup the Merchant Facility with the required Direct Debit fields and licensing
options, the direct debit process overview is as follows:

1. When a new person wants to pay by direct debit, setup their details in the Recurring
Payments Tab with a new entry of type “Direct Debit”.

2. The Recurring Payments processor runs everyday. It looks for payments that are due that
day and creates a Payment Txn entry for the payment with a status of “Direct Debit Start”.

3. When you are ready to process Direct Debit transactions, you create a new “Direct Debit
Batch” and add all Payments Txn generated in step 2 above.

4. The “Direct Debit Extract” process is run to create a text file containing all transactions in the
correct format for uploading. This file is then uploaded into your Internet Banking Direct Debit
upload facility and the transactions are processed through that.

5. Should any transactions fail during bank processing (eg. Insufficient funds), then you need to
locate the transaction(s) in Salesforce and Mark these as being in error. Should the errors
happen more than the allowed retry count, then the transaction Recurring Payment will be
marked as being in a suspended status and any related subscriptions/memberships will be
canceled.

6. Once all updates have been completed, the Batch is marked as complete and the Payee
Recurring Payment is updated to reflect the successful payment.

2. AAkonsult Payment License

2.1 Purchase an additional license for Direct Debits

Contact info@aakonsult.com for details
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2.2 Navigate to the Merchant Facilities tab and scroll down to the Additional
License Options

w Additional License Options

License Options  Shopify; Direct Debit, Events; Custom Themeas
F108/2050

BnLThp3AIASTYTINWIUhA+yqcfb TFEDTKINGLD'

License Expiry Date
License Key

2.3 Enter license details and SAVE

w Additional License QOptions
License Options  Shopify; Direct Debit, Events; Custom Themes
Tinarzosn

GnLThp2AIASTYTIRWIUNA+yqefo TFEDTRINOQDY

License Expiry Date

License Key

3. Bank details

3.1 Contact your bank to create direct debit facility

Confirm with your bank if a Self-balancing transaction is required or not.

3.2 Navigate to the Merchant Facilities tab and scroll down to the Direct Debit/
ACH heading

Direct Debit/ACH

Bank Deposit Account

Account Ho.

BSB Ho.

User Preferred Specification
Include a Self-Balancing transaction
Statement Text

DEMO Savings Account Direct Debit File Format
123456 Bank Code
111-222 User ldentification Number
My Account

v

3.3 Enter details from your bank and SAVE

Australian Banking Association (ABA)
BQL - Bank of Queensland
1234

¥ Direct Debit/ACH
Bank Deposit Account
Account No.
BSB No.

User Preferred Specification

a Self-Bal;

ing tran

Statement Text

DEMO Savings Account Direct Debit File Format
123456 Bank Code
111-222 User ldentification Number
My Account

v

All fields must be entered except the Statement Text field.

Check if a Self-Balancing transaction is required
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3.4 Scroll down to the Direct Debit/ACH T&C heading

¥ Direct Debt/ACH T&C's

Terms and Conditions
Terms and Conditions

These terms and conditions will be based on your organisations advise from your bank and your legal adviser...

This must be setup before using the Direct Debits module.

3.5 Enter Terms & Conditions (T&C) as required by your bank and SAVE

4. Enable Direct Debits

4.1 Scroll up to the Merchant Facility Detail heading

Merchant Facility

&5 DEMO FACILITY

« Back to List: Payment Txn's
Payment Forms [101 | Notes & Attachmentz 0] | |

) |

Payment Setting Hame  DEMO FACILITY
Active v

Primary v

Merchant Fee

Aite URL  httpsiiaakpavtest-developer-edition.apl.force.. .

Upcoming Events URL  hitps:faakpaviest-developer-
edition.apl force. comidAkPay  Eventslpocoming

Events Calendar URL  hitps:iaakpaytest-developer-
edition.ap1.force . comiAAkPay  EventsCalendar

Payment Method  Credit Card; Manual
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4.2 Edit the Payment Method field

Merchant Facility Detail

Payment Setting Hame  DEMO FACILITY
Active | iy
Primary v
Merchant Fee

Site URL  hitps:laakpayvtest-developer-edition.ap1.force...

Upcoming Events URL  hitps:laakpaviest-developer-
edition.ap1.force comidAkPay  EventslUpooming

Events Calendar URL  hitps.faakpaytest-developer-
edition.ap1.force comiAAkPay  EventsCalendar

Credit Card; Manual /l

4.3 Move Direct Debit to the RHS, select OK and SAVE

Payment Method

Fledge - E] Chosen
Bank Transfer Credit Card

FayFal . MManual
Direct Debit

@ Cancel
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How to set up a direct debit manually

A Direct Debit can be setup manually by your organisation or a payee can sign up online. This
procedure is for organisation setting up a new Direct Debit from within Salesforce.

1. Navigate to the Recurring Payment tab

yments  Merchant Facilities Payment Txn's Manual Payments RIEHETGTGRES T ENTE

' (@ Recurring Payments

4 Home

View: | Al v || Got | Edit|Create Mew View
’ Recent Recurring Payments

2. Select the New button

g+ Recurring Payments

4 Home

View: | Al v || Got | EditlCreate New View

Recent Recurring Payments w=m
Recurring Payment Name Campaign Account Contact Date Established Frequency LastPayment|
Henry Barkly Recurring Payment - Started
51/3/2014 Henry Barkly Henry Barkly Maonthly 2100812014
Another loan Charles Fortnightly 30/07/2014
E— Latrobe
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3. Select Direct Debit from the pick list and select Continue

New Recurring Payment
@ Select Recurring Payment Record Type

Select a record type for the new recurring payment. To skip this page in the future, char

Select Recurring Payment Record Type

Record Type of new record Il Direct Debit v |

(Contimue) cancer

4. Enter details for the recurring payment and SAVE

Recurring Payment Edit
@ New Recurring Payment

Recurring Payment Edit

Information

||°||Ccmtac‘l

Recurring Payment Name
Merchant Facility
Payment Form

Bank Account Name
Financial Institution
Institution Address

BSB No.

Account No.

Statement Text

Recurring Payment Status

| Save | | Save & New| | Cancel

I|J0hn Batman | Oil

IDEMOFACILITY ooﬁgm
|: EE

|The Bank of Australasia |

|Lond0n

| 123456 °}
| 12345678 o

|Le ase Payment

I | Active @El

o Payment Amount

Currency

Freight

@ Frequency

Last Attempted Date/Time
Transaction Generated

Retry Attempts

Last Subscription |ssue Purchased
Last Payment Date

Next Payment Date

Payment After Next Payment Date

|l250 |

EUR v

| |
[ Sox onthy v

| [
]

| |

| |
| |r2sw0ep01a)
[25/08/2014]
[ |izswsm01a)

Accoint |Me|h0ume Estahlishemen| CN| LavmEntiliy
Campaign |Amazing Event | CN| HavnEREMOnt
Account Subscription | | G‘;I End Date l:l [25/08/2014 ]
Contact Subscription | | G‘;I
Record Type  Direct Debit
1. Link to a Contact name or add if details are not found
2. Create a name for the recurring payment
3. Link to your Merchant Facility
4. Link to your online form
5. Enter bank details
6. Enter BSB No (For Australia, the format is: 999-999)
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7. Enter Account No
8. Set Recurring Payment Status to Active
9. Enter payment amount
10. Select frequency
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How to set up a direct debit online

A Direct Debit can be setup manually by your organisation or a payee can sign up online. This
procedure is for a Payee Signing up for Direct Debits online.

To set up direct debits online:
1. Check set up

2. Activate Workflow for email template
3. Review email template

1. Set up
These items may already be set up

1.1 Navigate to the Merchant Facility tab and scroll to the Merchant Facility
Details heading

Vierchant Facility Detai [ Edit l [Dele‘tel [ Clcrrlel

Payment Setting Name  DEMO FACILITY
Active v
Primary v
Merchant Fee

Site URL  httpsfaakpavtest-developer-edition.apd.force. ..

Upcoming Events URL  hitps:Vaakpavtest-developer-
edition.ap1 force. comidskPay  EventsUpcoming

Events Calendar URL = hitps:faakpaytest-developer-
edition.ap1.force comiAAkPay  EventsCalendar

Payment Method  Credit Card; Manual; Direct Debit
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1.2 Check for Direct Debit in the Payment Method field

Merchant Facility Detail [ Edit ] [nelete] [ Clone ]

Payment Setting Hame  DEMOQ FACILITY
Active 7
Primary v
Merchant Fee

Site URL  hitps:laakpaytest-developer-edition.ap force...

Upcoming Events URL  hitps:iaakpavtest-developer-
edition.ap1 force.comidskPay  Eventslpooming

Events Calendar URL = hitps:faakpaytest-developer-
edition.ap1.force. comiAskPay  EventsCalendar

Credit Card; Manual; Direct Debit

0
-

1.3 Scroll to the Direct Debit/ACH T&C heading

¥ Direct Debt/ACH T&C's

Terms and Conditions
Terms and Conditions

These terms and conditions will be based on your organisations advise from your bank and vour legal adviser...

This must be setup before using the Direct Debits maodule.

1.4 Check that your organisation's Terms & Conditions about Direct Debits has
been updated

¥ Direct Debt/ACH T&C's

Terms and Conditions ?

S e B I U & = 4

'
i
il
111
111

+
Tl

+
Il

Terms and Conditions
These terms and conditions will be based on your organisations advise from your bank and your legal adviser....

This must be setup before using the Direct Debits module.

2. Workflow for Direct Debit Sign-up forms

An email template is automatically sent to a payee for direct debit verification
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2.1 Navigate to Setup > App Setup > Create > Workflow & Approvals > Workflow
Rules

App Setup

[¥| Customize

B Create
Apps
Custom Labels
Objects
Packages
Repor Types
Tabs

[»| Global Actions

B Workflow & Approvals
Waorkflow Rules
SOproval Frocesses

Flows
Tasks
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2.2 Read Understanding Workflow and select Continue

Understanding Workflow

[Many of the tasks vou normally assign, the em:
it automatically.

What is Workflow?
Workflow automates the following types of acti

it Tasks—Assign a new taskto a user, roh
i Email Alerts—3end an email to one orn
iz Field Updates—Update the value of a fie
i Qutbound Messages—Send a secure,

For example, workflow can:

it Assign follow-up tasks to a support rep «
it Send sales management an email alert
i Change the Owner field on a contract thr
= Trigger an outbound APl message to an

Each workflow rule cansists of:

2 Criteria that cause the workflow rule ta
i Immediate actions that execute when ar
it Time-dependent actions that queue whe
high-value opportunity is still open ten day:

L) Dont show me this page again
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2.3 Use the alphabet search function to locate Send Client Direct Debit Signup
forms

All Workflow Rules

Configure your arganization's workflow by creating workflow rules. Each workflow rule consists of. Quick Tips—
« Criteria that cause the workflow rule to run. » Useful Sar
+ 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 « Video Tuta

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: | Al Workflow Rules v | Create New View

AECDEFGHIJKLMNOPQRS|TUV\|

Is triggered by the Annual Statement Send button on the Campaign.
Sends the Visualforce Mass Annual Statement Email when the status is changed to Statement Send

Edit| Deactivate +{Send Client Direct Deoit Signup forms After a new online Direct Debit Facility has been applied for, send the customer details on what they need to do nextin order to

Action Rule Name + Description

Edit| Deactivate # Send Annual Statement

have their facility activated.

Artivate this methnd if van are nat nsinn the instant refiind notificatinns This will email details nfthe refiind confirmatinn tn the




User Manual

User Manual konsult
[ PAYMENTS

2.4 Check that the workflow is activated

Workflow Rule

Send Client Direct Debit Signup forms (Managed)

« Back to List: Workflow Rules

[|i'-| This Warkflow Rule is managed, meaning that you may only edit certain attributes. Display More Informatic

Workflow Rule Detail [ Clone ‘ ’Dm‘tmte]

Rule Name  Send Client Direct Debit Signup forms

Mameaznars Prafiv A AP aw

The "Deactivate" button will be set if the form has already been activated. If this is the case, then
you do not need to do anything more. If the button says Activate, then please press to Activate.

3. Review email wording for direct debit sign-up

3.1 Select email Workflow Action

Workflow Actions Edit

Immediate Workflow Actions

Type Description

Email Alert end Email Mew Mew Direct Debit Verification instructions

3.2 Select Email Template 'New Direct Debit’

Email Alert

Send Email New New Direct Debit Verification instructions (Managed)
« Back to List: Workflow Rules

[H_'-, This Email Alertis managed, meaning that you may only edit certain attributes. Display More Infarmation

Rules Using This Email Alert [1] | Approval Processes Using This Email Alert [0

Email Alert Detail Edit | | Clone
Description Send Email Mew New Direct Debit Verification instructions Email Template § MNew Direct Debit
Unique Name  Send_Email_Mew_MNew_Direct_Debit_Verification_instructions Object  Recurring Payment

Hamespace Prefix  AdkPay
Installed Package  AAkPayments

From Email Address Current Users email address
Recipients  Related Contact Contact
Additional Emails
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3.3 Edit and review email wording and SAVE

Email Template Edit  Save | | Save &New| Cancel

Email Template Information

Folder I|Mknnsult Payments v

Available For Use

Email Template Name I|New Direct Debit |

Template Unique Name I|New_Direct_Dehit ||l|

Namespace Prefix ~ AAKPay
Installed Package  AAKPaymients

ETELT I| General US & Western Europe (IS0-88589-1, ISO-LATIN-1) ¥ |

Description

|Send out an email with details on what is required for Direct Debit "u"eriﬁc;|

SLb oA I|{[Organizatinn_Name} - Welcome |

Email Body  |yyi naskPay  Recurring_Payment__c.AAkPay_ Firsthame_ ¢}, =~
Thank you far registering for Direct Debit payments.

Before we can activate this Direct Debit facility, we reqguire you to
complete the following steps:

1. [TQ BE COMPLETED - PLEASE WORK with your bank an
what verification steps are required] e

The email template text should be updated as required. You may wish to add supporting forms and
documents into the attachments section (after the form is saved).

3.4 Test email

Email Template ' Send Test and Verify Merge Fields l

Subject {lCOrganization.Mame} - Welcome

Plain Text Preview

Hi {1AAkPay__ Recurring_Payment__c A4kPay__Firsthame__c},
Thank you for registering for Direct Debit payments.
Before we can activate this Direct Debit facility, we require you to complete the following steps:

1. [T BE COMPLETED - PLEASE WORK with your bank an what verification steps are required]
2.
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3.5 Fill in test data and select OK

Preview the template with the following records:

Recipient Record: i
| Contact | |Eli|| Gates | Q|

Related To Record: i

|Accuunt d | |Me|huurne Estahlishemen| Q)

|#| Send email preview to: |cam|@chal|ispalace.cum |

3.6 Check test email
Hi .
Thank you for registering for Direct Debit payments.

Before we can activate this Direct Debit facility, we reguire you to

1. [TO BE COMPLETED - PFLEASE WORK with your bank on wh
2.

Regards

Adkonsult
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How to process direct debit payments - before banking

Using the online web forms, a payee can enter their details and choose to pay by direct debit. An
email template is automatically sent to them asking for authorisation. Once this authorisation is
returned, the direct debit payments can be processed.

You will need to:

Verify the direct debit set-up

Run the Batch Processor

Create a new batch

Add transactions to the new batch

Extract the batch to create an ABA file for your bank

abrwON -~

After the bank has imported your file, you will need to:

1. Check errors
2. Mark transactions as complete (this will activate recurring payment processes)

Refer: How to process direct payments - after banking

1. Verify Direct Debit setup

Step 3of3d

Payment Confirmation Details

Thank you for signing up for reqular Direct Debit Payments. We will be
in contact with you shortly where we will ask for verification of
ownership of this account and authority to set-up this Direct Debit
facility. Upon successful verification, we will then activate the account.
Flease guote reference PAY-0000042 should you have any queries.

First Name William

Last Name Hobson

A payee can sign up for Direct Debits online. After the press the submit button, they will see the
Confirmation Screen (Screenshot above), plus they will receive an email asking them to verify their
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banking details. The type of information they need to provide will be a requirement that your bank
will specificify.

All Direct Debits that are signed up for online are recorded in Recurring Payments and
Subscriptions/Account Subscriptions with a status of “Awaiting Account Verification”.

Once the payee has returned the verification details requested, their recurring direct debit payment
can be and activated. The following steps detail how you would activate the Direct Debit for a

payee.

1.1 Navigate to the Recurring Payment tab and use the picklist to find All Direct
Debits

nts Merchant Facilities Payment Txn's Manual Payments RE=TGLGREETEN

b

'~ All Direct Debits v | Edit| Delete | Create New View

r T il

1.2 Sort using the Recurring Payment Status to find all direct debits awaiting
account verification

I |AII Direct Debits v | Edit | Dielete | Create Mew Viey

[Hew Recurring Pajrmentl [Change Dwner] @

[ Action Recurring Paymen... Recurring Payment $tatus + Bank Account
O Edit] Del  William Hobson Di...  Awaiting Account Verification Supplies

O Edit| Del Lease Payments Active Land up for G
O Edit| Del Philanthropic Dona...  Active Giveaway Acc
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1.3 Select each direct debit payment

. Al Direct Debits v | Edit| Delete | Cre:

[Hew Recurring Payment] [Change Dwner] @

Action Recurring Paymen... Recurring Payment Status +

Edit | Del Awaiting Account Verification

Edit| Del Lease Payments Active
Edit| Del Philanthropic Dona...  Active

00 0O

1.4 Change the Recurring Payment Status to Active and SAVE

Recurring Payment Detail

w Information

Contact  William Hobsaon
Recurring Payment Name  William Hobson Direct Debit Payment - Started 25/8/2014
Merchant Facility DEMO FACILITY
Payment Form Stvlish Magazine
Bank Account Name  Supplies
Financial Institution  Bank of Australasia
Institution Address Londan
B5B No.  ***-456
Account No.  ****5F73
Statement Text

Account  William Hobson
Refer: How to process direct debit payments

2. Run Batch Processor

A nightly process looks for all recurring payments that due for processing. To do this, it checks to
see if the “Next Payment” date is on or before today, has a status of Active and has is not already
being considered for processing.

The processor creates a new “Payment Txn” record with a status of “Direct Debit Started”.
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2.1 Navigate to the Merchant Facility tab and scroll down to the Batch Payments

Processors heading

Batch Payments Processors

Recurring Payments Processor Status Started

Fun Mow

Batch Payments Processor Status Stared

Fun Mow

2.2 Check that the Recurring Payments Processor and Batch Payments
Processor Status is set to 'Started’

w Batch Payments Processors

Recurring Payments Processor Status Started

Fun Mow

Batch Payments Processor Status Startad

Fun Mow

3. Create a new batch

3.1 Navigate to the Direct Debit Batches tab

Direct Debit Batches

Home
View: Edit | Create New View
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3.2 Select the New button

Direct Debit Batches

Home
View: Edit | Create Mew View

Recent Direct Debit Batches

Direct Debit Batch Name Merchant Facility Processing Date
Coooooao2 CEMO FACILITY
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3.3 Enter the Merchant Facility and Payment Form you are extracting
unprocessed direct debits from and SAVE

Direct Debit Batch Edit

New Direct Debit Batch

Direct Debit Batch Edit | save | | save & New| | Cancel
Information
Merchant Faciity | pEpo FACILITY O Yl
PaymentForm | ENENITRE |5

Statement Text | |

4. Add transactions to new batch

4.1 Select the Add to Batch button

Direct Debit Batch

DD0000005

= Back to List: Recurring Fayments
Pavment Txn's [01 | Open Activities (01 | Activity History[01 | Notes & Attachn

Direct Debit Batch Detail Add to Batch l Bulk Add to Batch ' ract for Prooessing] E

Direct Debit Batch Name Coo000o0s
Merchant Facility DEMQ FACILITY Processi
Payment Form Stylish Magazine

Statement Text Ho. i

Direct Debit File Format  Australian Banking Association (ABA) Total Batch 4
User Preferred Specification My Account Ho. in Last Extrac
User Identification Humber 1234 Total Amount in Last Exti
Bank Code  BOL - Bank of Clueensland Download Last Extrac

Note: If you have a large quantity of transactions to process, use the Bulk Add to Batch button which
will run the processor in the background and notify you by email when the process is complete.
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4.2 Check transactions to be included

Transactions to process (3)

Payment Txn Ho Contact Frequency Total Amount Status
PAY-0000045 William Hobson One-off $19.99 Direct Debit Start
PAY-0000049 Alfred Langhorne One-off F18.99 Direct Debit Start
PAY-0000050 Andrew Chirnside One-off F18.99 Direct Debit Start
PAY-0000051 Elizabeth Dralgarna One-off F18.99 Direct Debit Start
PAY-0000054 Edward-Garland Figg One-off $19.99 Direct Debit Start
4.3 Select the Add to Batch button
Direct Debit Batch
Add transactions due to batch
[ad to et
Direct Debit Batch Information
Direct Debit Batch Hame Do00000os
Merchant Facility  DEMO FACILITY
Bank Account Hame  DEMO Savings Account
Bank Code  BOL - Bank of Queensland
Transactions to process (3)

Payment Txn No Contact Frequency Total Amou

BAY-0000045 William Hobson Cne-off $19.99

PAY-0000049 Alfred Langhorne Cne-off $19.949

PAY-0000050 Andrew Chirnside Cne-off $19.99

PAY-0000051 Elizabeth Dalgarna One-off $19.949

PAY-0000054 Edward-Garland Figg Cne-off $19.99

5. Extract batch to file

Recurring Paym
William Hobsaon

Alfred Langharn

Thomas Chirnsi

Elizabeth Dalgal
Edward-Garlanc

Clicking the “Extract for Processing” button on the batch will generate a text file in a format enabling
the transactions to be uploaded by your banks Direct Debit facility.
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5.1 Select the Extract for Processing button

Direct Debit Batch

DDO0000005

« Bachk to List: Recurring Payments

Customize Page | Edit Layout | Printal

Pavment Txn's [51 | Open Activities [01 | Activity Histery[01 | Motes & Attachments [01

[ Clone ] [Add to Batchl [Bulk Add to Batch ][ Mark Error] [Mark Comp ] [Bulk Mark Comp

Direct Debit Batch Detail

Direct Debit Batch Name  DD0000005 Owner ECaroIChallis Chanagel
Merchant Facility ~ DEMO FACILITY Processing Date
Payment Form Stylish Magazine Status Mew

Statement Text No. in Batch 5

Direct Debit File Format  Australian Banking Association (ABA) Total Batch Amount

User Preferred Specification No. in Last Extracted File

Total Amount in Last Extract File

My Account
User Identification Number 1234

Bank Code  BOL - Bank of Queensland Download Last Extracted File
AccountNo. 123456
BS5B No. 111-222
Bank Code Value  BOL

Created By

Carol Challis, 26/08/2014 11:25 AN Last Modified By

Caraol Challis, 26/08/2014 11:33 AM

5.2 Select Extract Transactions

Direct Debit Batch

Extract Direct Debits for Bank Processing

Direct Debit Batch Information
Direct Debit Batch Name
Merchant Facility
Bank Account Hame

Bank Code
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DEMD FACILITY

DEMO Savings Account
BQL - Bank of Queensland

Extract Transactions ] [Cannell
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5.3 Await processing and select Close

Direct Debit Batch

Extract Direct Debits for Bank Processing

[6 The Direct Debit process has been started. When it is complete, you will get an email notification and can then download the file from t

Direct Debit Batch Information

Direct Debit Batch Name  DDO000005 Direc
Merchant Facility DEMO FACILITY
Bank Account Hame  DEMO Savings Account User idel

Bank Code  BOWL - Bank of Queensland

Batch Apex Jobs
Apex Class Created Date Created By Status
directDebitBatchExtractProcessor 26/08/2014 11:42 AM Carol Challis Processing

5.4 Download file for bank from the Notes & Attachment heading

Notes & Attachments \Hew Note | | Attach File || View Al

Action Type Title

Edit | View | Del Attachment Coo000005-1408261142 aba

5.5 Import ABA file to your bank

After the bank has imported your file, you will need to:

1. Check errors
2. Mark transactions as complete (this will activate recurring payment processes)

Refer: How to process direct debit payments - after banking
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How to process direct debit payments - after banking

After the bank has imported your file, you will need to:

1. Check errors
2. Mark transactions as complete (this will activate recurring payment processes)

1. Check errors
1.1 Check bank report for transaction errors
If accounts are incorrect or have insufficient funds, the bank will return a list of transaction errors

1.2 Navigate to the Direct Debit Batch tab and select the relevant batch

Direct Debit Batches

Home

View: Edit | Create New View

Recent Direct Debit Batches
Direct Debit Batch Name Merchant Facility Processing Date Status No. in Batch
DDo000o00s DEMO FACILITY 26/08/12014 Extracted 5
DDoooooo4 DEMO FACILITY MNew
Co0o00003 DEMO FACILITY Mew

L e LT TN

1.3 Select the Mark Error button

Direct Debit Batch

DDO0000005

« Back to List: Recurring Payments
Payment Txn's [5] | Open Activities [01 | Activity Histery[0] | Motes & Attachments [11

Direct Debit Batch Detail [m [ Clone ] [Add to Ba.tch] [Bulk Add to Batc:hl [E:nra::t for Prooessin
Direct Debit Batch Name  DDO00000S owner  [Ec
Merchant Facility DEMO FACILITY Processing Date 26/08
Payment Form  Stylish Magazine Status  Extrar
Statement Text Ha. in Batch 5
Direct Debit File Format  Australian Banking Association (ABA) Total Batch Amount  $99.9
User Preferred Specification My Account Ho. in Last Extracted File 6
User Identification Number 1234 Total Amount in Last Extract File £99.9
Bank Code  BOL - Bank of Queensland Download Last Extracted File  DDOC

Account No. 123456
B5B No. 111-222
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1.4 Select the transaction(s) in error

Direct Debit Batch

Mark transactions as error

Mark A= Errarl [Cancell

Direct Debit Batch Information
Direct Debit Batch Name DDoQgoooos

Merchant Facility  DEMO FACILITY
Bank Account Name  DEMO Savings Account
Bank Code  BOL - Bank of Queensland

Transactions to process (9)

[ Payment Txn Ho Contact

[ PAY-0000045 William Hobsaon
PAY-0000049 Alfred Langhorne

(] PAY-0000050 Andrew Chirnside
[ PAY-0000051 Elizabeth Dalgarno
a PAY-0000054 Edward-Garland Figg

1.5 Select the Mark as Error button

Direct Debit Batch

Frequency Total Amount
One-off 519.99
One-off $19.99
One-off $19.99
One-off $19.99
One-off $19.99

Mark transactions as error

Status

Direct Debit Processing
Direct Debit Processing
Direct Debit Processing
Direct Debit Processing

Direct Debit Processing

Mark As Error

Direct Debit Batch Information
Direct Debit Batch Name
Merchant Facility
Bank Account Name

Bank Code

C000000s
CEMO FACILITY

DEMC Savings Account
BOL - Bank of CQlueensland

Transactions to process (3)

| Payment Txn Ho Contact Frequency
O EaY-0000045 William Hobson One-off
EAY-0000049 Alfred Langharne One-off
= PAY-OO00050 Andraw Chirnside Cine-nff

User Manual
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Total Amount

$19.99
519.99
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1.6 Check the status of the transaction in error

&y Payment Txn's |New Payment Txn | | Mark Error(s)
|| Action Payment Txn Ho Transaction Type First Hame Last Hame Email Transaction Date Status To
[ | Edit| Del PAY-0000045 Purchase William Hiobson infoi@aakonsult.com 25/083/2014 Direct Debit Processing
[ | Edit| Del PAY-0000049 Furchase Alfred Langhorne info@aakonsult.com 26/08/2014 Direct Ciebit Error
[ | Edit| Del PAY-D000050 Purchase Thomas Chirnside nfo@aakonsult.com 26/08/2014 Direct Debit Processing
[ | Edit| Del PAY-0000051 Furchase Elizabeth Dalgarmno  infoi@aakonsult.com 26/08/2014 Direct Debit Processing
[ | Edit| Del PAY-0000054 Purchase Edward-Garland Fiag infoi@aakonsult.com  26/08/2014 Direct Debit Processing

When a Payment Transaction is Marked in error, the status is updated to “Direct Debit Error”.

Each time a recurring payment has a transaction in error, this increments the number of retries and if
the number of retries should exceed the Payment Form - Maximum retries then the Recurring
Payment status is changed to “Suspended Max retries exceeded” and the transaction will not be
considered for future processing. If the suspended recurring payment is associated with a
membership/subscription then the membership/subscription is also cancelled.

2. Complete transactions

Marking transactions as complete is a necessary step and closes off all non-errored payment
transactions. Failing to do this will mean the recurring payment will not be considered for future
processing/generation.

2.1 Navigate to the Direct Debit Batch tab and select the relevant batch

Direct Debit Batches

Home
View: Edit| Create New View

Recent Direct Debit Batches
Direct Debit Batch Name Merchant Facility Processing Date Status No. in Batch
DD000000s DEMO FACILITY 26/08/2014 Extracted 5
DD0000004 DEMO FACILITY New
DD0000003 DEMO FACILITY MNew
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2.2 Select the Mark Complete button

m Direct Debit Batch Customize Page | Edit Layout | Printabl
« Back to List: Recurring Payments
Pavment Txn's [51 | Open Activities [0] | Activity History[01 | Motes & Attachments [1]

Direct Debit Batch Detail [ Clone ] [Add to Batch] [Bulk Add to Batch] [Ex‘lrac‘t for Prooessing] [Mark Error]

Direct Debit Batch Name  DD0O000005 Owner E Carol Challis [Change]
Merchant Facility =~ DEMO FACILITY Processing Date  26/08/2014
Payment Form  Stylish Magazine Status  Extracted
Statement Text No. in Batch 5
Direct Debit File Format  Australian Banking Association (ABA) Total Batch Amount  $99.95

Note: If you have a large quantity of transactions to process, use the Bulk Mark Complete button
which will run the processor in the background and notify you by email when the process is
complete.

2.3 Select the Mark as Complete button

Direct Debit Batch
@ Mark transactions as complete

Mark As Complete

Direct Debit Batch Information
Direct Debit Batch Name oooaaaoos
Merchant Facility DEMO FACILITY
Bank Account Name  DEMO Savings Account Use
Bank Code  BOL - Bank of Queensland

Transactions to process (4)

Payment Txn No Contact Frequency Total Amount Status
PAY-0000045 William Hobson One-off 18,99 Direct Debit Processing
PAY-0000050 Andrew Chirnside One-off 18,99 Direct Debit Processing
PAY-0000051 Elizabeth Dalgarna One-off 18,99 Direct Debit Processing
PAY-0000054 Edward-Garland Figg One-off 18,99 Direct Debit Processing
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2.4 Check transactions now have 'Receipting Complete’

&Y Payment Txn's |New Payment Txn | | Mark Error(s) |
[ | Action Payment Txn Ho Transaction Type First Name Last Hame Email Transaction Date Status
[J | Edit| Del PAY-0000045 Purchase William Hobson infof@aakonsultcom 25/08/2014 Receipting Complete
[ | Edit| Del PAY-0000048 Purchase Alfred Langhorne [nfof@aakonsultcom 26/08/2014 Direct Debit Error
[ | Edit| Del PAY-0000050 Purchase Thomas Chirnside info@aakonsult.com 26/08/2014 Receipting Complete
[ | Edit| Del PAY-0000051 Purchase Elizabeth Dalgarmo  info@aakonsultcom 26/08/2014 Receipting Complete
[ | Edit| Del PAY-D000054 Purchase Edward-Garland Figg info@aakonsult.com  26/08/2014 Receipting Complete
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How to set up ‘Checkout & Pay Later’ option

There are several options where the Payee might be allowed to pay later, these include: Invoice Me,
Send By Post and Bank Transfer.

For these options, the payee commits to the payment/donation on the webform checkout and then
later posts in (or bank transfers) the amount. An internal staff member receives the payment and
marks the payment as received.

1. Enabling Pay Later Options

yments RUEGEIETENEE  Payment Txn's

Merchant Facility
- &Y DEMO FACILITY

. « Back to List: Custom Object Definitions

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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1.1 Select the allowable Payment Methods

Payment Method

Available Chosen
PayPal @ Credit Card
Manual Invoice Me
Direct Debit - E] Send By Post

| ok || cancel |

1. Locate the Payment Method field and double click
2. Select PayPal and then press OK button followed by the SAVE button

User Manual
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1.2 Checkout preview

My Payment Details

Total Amount Charged $45.00
Payment Method @ E] credit Card
Invoice Me

Send By Post

Bank Transfer

0
| Gily
g
@@=
©

Pledge

Credit Card Type o |VISA o |m|

MName On Card®

Credit Card Number”

Expiry Date* @ 04 + /2015 s
ccv+0 What's this
Cﬂmmentsﬂ

A

Step 1 of 3

On the Merchant Facility, you can click on the Site URL and this will show you the updated checkout
2. Pay Later Process Overview

form. This will now include the newly included payment options.
AAkonsult
Payments External Web Internal Staff

The sections below provide more details of the process flows. The colour coding used in the
processes are:

* AAkonsult Payments pages are those pages using salesforce.com sites functionality
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» External web is a non salesforce.com page, such as Pay Pal.
+ Payee Actions are manual steps that a payee needs to do. These could include sending
payments.

Internal Staff are actions required by internal users of AAkonsult Payments where they need to

I Mark Payment

perform a manual step within Salesforce.

2.1 Pay Later Process Flow

- Post or Bank
Enter Details e~ COnfim - NG Payment NG~ iancfer
Payment Complete Payment

In many cases, organisations will need to provide other options from Credit Card as methods of
payments. These could include:

* Invoice Me. For this option, the payee is expecting your organisation to send an invoice.
» Send By Post or Pledge.
* Bank Transfer.

3. Pay Later Payment Received

ayments  Merchant Facilities Manual Payments  Recurring Payments  Subscription Groups  Account Subscriptions  Subsci

n Q | All Awaiting Payment v | Edit| Delete | Create Mew View

. [Chanﬂeﬂwner][ﬁ.ppmveRﬂfund“AuthorisaﬁonComplete"PaymentRBneivad][GenerateReneiptsHContac’tRfamn::iliaﬁonl @ A/BICIDIEIFIGIHIIIJIK

|| Action Payment Txn No + Total Amount Transaction Date Payment Source Name Drawer Bank

] Edit]Del |e BAY-0018003 52000 9/05/2013 Send By Post Jeff Challis Jeff ANZ
' ] Edit] Del |° PAY-0023244 55030 9M10/2020 Joe VHPA

] Edit| Del |° PAY-0023335 $50.30 9M10/2020 Joe VHPA

] Edit] Del |° PAY-0023337 EARE A 25/09/2013 ANZ

] Edit] Del |° PAY-0023382 $50.30 91072020 Joe VHPA

] Edit]Del |° PAY-0023630 11871 25/09/2013 ANZ

|| Edit|Del &3 PAY-0023641 $130.00 25/09/2013 ANZ

Once a payment is received, you need to locate the Payment and then mark the Payment as
received.

You can optionally record details about the payment such as cheque, method of payment etc.
To locate the Payment Txn, you can either:

1. Do a global search based on the bank transfer reference
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2. Navigate to the Payment Txn, select the list view "All Awaiting Payment" (Shown in
screenshot above)
3. Locate the Contact or Account and see the related Payment Txn records

3.1 Marking a Payment as Received

'‘ayments  Merchant Facilities Manual Payments Recurring Payments  Subscription Groups  Account Subsci

Payment Txn
N & BV 5018003
. 4 Show Feed

« Back to List: Payment Txn's
Refund Txn's [0 | Recurring Autherisations 0] | Open Activities [0] | Activity History [3] | MNotes & Attachments [0] | Account Subscription Payments [0 | S
| Error Logs [0

Payment Txn Detail Refund | Payment Received [ eceipt

w Contact Information

Membership Id Phone

Title Mobile Phone

First Name  Jeff Email

Last Hame Challis Receipt Email

Job Title Biller Code

. Receipt No. 0017885 Pay Now
Account

Click into the Payment Txn that you wish to mark as received.

Press the PAYMENT RECEIVED button.
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3.2 Mass Marking Payments are received

mments  Merchant Facilities Manual Payments Recurring Payments  Subscription Groups  Account Subscriptions  Subscripti

' Q | All Awaiting Payment ¥ | EAit| Delete | Create New View

4
L%

l [Channe{)wnml[hppmveRefund"huthorisaﬁon(:omp neraieReoeipts”Contac‘lReoonciliaﬁonl @ AIBICIDIEIFIGIHIIIJIKILID

o. Action Payment Txn No t Total Amount Transaction Date Payment Source Name Drawer Bank
Edit| Del |ﬂ EAY- 0018003 $2000 9/05/2013 Send By Post Jeff Challis Jeff ANZ
l Edit| Del | ﬂ FAY-0023244 $50.30 9M10/2020 Joe VHPA

Edit| Del | ﬂ PAY-0023335 $50.30 9M0/2020 Joe VHPA

[ Edit]Del Iﬂ PAY-0023337 11871 25/09/2013 ANZ

Edit| Del | ﬂ PAY-0023382 $50.30 9M0/2020 Joe VHPA

[ Edit] Del |° EAY- 0023630 11871 25/09/2013 ANZ

[l Edit]Del |° PAY-0023641 $130.00 25/09/2013 ANZ

[ Edit] Del |° EAY 0023647 $118.60 24/09/2013 ING

[ Edit]Del Iﬂ PAY-0023652 $11.29 25/09/2013 ANZ
l [] Edit|Del|gp PAY-0024354 $100.00 25102013 Eel Gordon

[ Edit]Del Iﬂ PAY-0024357 $23.20 11172013 Steve Pall

T mamimo SR mans Ammesas memoms maiasemean e

Navigate to the Payment Txn Tab, Select listview filter of "All Awaiting Payment" and Press the GO
button.

1. Select the transactions you wish to mark as payment received
2. Press the PAYMENT RECEIVED button
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How to do manual payments

Manual payments can be made for all non-credit card type payments. This allows for cheques,
money orders, bank transfers etc. to be recorded in salesforce.com.

When using Manual Payments in conjunction with Subscriber Group (family members), please

ensure you read details in the “Subscription Groups (Family Membership)” section.
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1. Navigate to the Manual Payments tab

s M Facilities F

% Manual Payment

Txn's Iiwlma Recurring Payments

Manual Payment Detail

Transaction Information
Merchant Facility

Payment Type

Contact Lookup/Copy

Default Contact Info From

Contact Information
Title
First Name
Last Name
Account
Email
Phone

Mobile Phone

Mailing Information

Street

SuburbiTown
State
Postcode

Country

Payment Information
Method of Payment
Bank Deposit Date
Amount
Freight
Drawer
Bank
BSB No.
Account No.
Cheque Number
Transaction Date
Payment By

Payment By Name

Total Amount

Notes Information

Comments

For quick entry of contact details.

—

DEMO FACILITY o9

[1. Online PaymentERCN]

[Australia v|

[ErT=—
|[22i07/2014 | (2200712014 ]

]
L
]
L
(20072014
L

§0.00

~
W

Uses the lookup next to the Default Contact Info From section

konsult
| PAYMENTS

2. Enable Membership Search on the Payment Form (Merchant Facility - scroll down to related
Payment Forms). This will allow you to use a membership number/supporter number to
quickly locate the contact

3. Press the Manual Payment button from an existing contact

(c) AAkonsult Pty Ltd 2014
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2. Enter details and Save

@ Manual Payment

Manual Payment Detail | save and New | | Cancel |
Transaction Information
Merchant Facility  DEMO FACILITY [ J2N|
Payment Type 1 Online Payment | &
Contact Lookup/Copy
Default Contact Info From  [5am Simon | &

Contact Information

Title | _None— v|

First Name | Sam

Last Name || Simon

|
|
Account | | &
Email | |
Phone | |
Mobile Phone | |
Mailing Information
street | Ann St Pier i
v
Suburb/Town  yjlliamstown |
State | VIC |
Postcode  [3016 |
Country | Aystralia v

3. Check payment processing has occurred.
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3.1 Navigate to the Payment Txn's tab

its  Merchant Facilities m Manual Payments

Payment Txn

&% PAY-0000005

Je Hide Feed

Post # File Link Poll
il

Write something. ..

Q| Show All Updates ~

There are no updates.

Befund T=n's [0] | Recurring Authorisations [0] | Open Activities
Pay

Payment Txn Detail @

¥ Contact Information
Membership Id 000002
Title
First Name  Sam

Last Name  Simon
Receipt No. 0000006
Account  Sea Shepherd
Transaction Source  Manual

Survey Response
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3.2 Scroll down to check that matching is complete

uuuuuu r BV L

¥ Payment Information
Payment Source  Manual Payment
Method of Payment  Cash
Tranzaction Date  22/07/2014
Quantity  1.00
Amount  550.00
Currency  AUD
Discount %
Dizcount Amount  $0.00
Freight  $0.00
Donation Amount  50.00
Mo. of Subscription Days 0
Tax Calculation

Foreign Transaction Tax +
Excluded

Tax Code GET
Tax Rate  10.00000%
Tax Amount  $0.00
Total Amount  $50.00

Banked Amount  $50.00
Status  Matching Complete
Drawer

Bank
BSE Mo.

This means that the payment has been processed and a receipt has been sent to the payee.

If the status is showing as Receipting Complete, then this means the Batch Processor mode is being
used and that has not yet run. This may take up-to 10 minutes to run.
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How to do Manual Payments with Soft Credits

Soft credits are when a person organising the donations gets recognition for getting other peoples
donations. For example, sponsorship for completing a fun run. The AAkonsult Soft Credits are
designed to work in conjunction with the Non-profit Stater pack.

When a person is marked to be credited with a soft credit, the processing of a Payment Txn will
Create an opportunity for the donation and will also add the person to be soft credited with as a
related contact to that opportunity. The Non profit starter pack opportunity roll-ups then updates the
Soft Credit person amounts on their contact record.

Soft Credits entry is available through the Manual Payments Screen. To enable this option, select
“Yes” for Enable Soft Credits on the Payment Form record (Under the “Donations” section). This
option should be used in conjunction with the Create Opportunities set to Yes on the Merchant
Facility.

Once enabled, the person to Soft Credit Section will appear on the manual payment forms.

1. Enabling Soft Credits

e Merchant Facilities ]

Merchant Facility
A mrnams EA ST TV

Navigate to the Merchant Facility.

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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1.1 Enable Create Opportunity on Merchant Facility

* Account, Contact, Opportunity Matching

Account Matching Method . Create Using Contacts Name Override Ta

Automatic Matching  Match and Create New If Mo Match Found

get Contact Value

Account Template Create Opportun ine ltems
Contact Template Price Book  Standard
Matching Rules  Account + First Name + Last Name; First Name + Last Name + Multi-Currency Handling  Hide

Fundraiser ID; First Mame + Last Mame + Phone; Last Name + Email;
Last Mame + First Name + Suburb; Last Name + Mohile; Membership
Id + Last Name

Disable Custom Indexing Default Currency  AUD
Subscription Lapsed Grace Days 30 Print Email Receipt  jefi.challis@aakpaydevi.com

¥ Tax Calculation
Tax Code  GST

Scroll down the screen to the "Account, Contact, Opportunity Matching" section
Enable Create Opportunity

Press SAVE button

1.2 Click into the Payment Form

Edit | | Delete | Clone
©/Fzyment rorms

Action Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donation By Enable Donation With
Edit| Del §1.Cnline Payment o Order ¥ v
Edit| Del 2.Membership v Membership v
Edit| Del 3. Subscription Subscription v
Edit| Del 4.Appeal Donation DEMO Appeal v
5. Donation with
Edit | Del option of reqular Donation v
giving

Show 1 more » | Go to list (6) =

Notes & Attachments | New Note | | Attach File| | View Al

1. Scroll down to the related Payment Form Section
2. click into the required Payment Form
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1.3 Enable Soft Credit on Payment Form

SUILIAIYT alu | BT £ ray muw Laust

Checkout Thankyou Message

nable Donation With v Donor Care
Enable Suggested Amounts Large Payment Amount
Suggested Donation Amt2 20

Suggested Donation Amt3 30 Enable Recurring
Suggested Donation Amt 4 Enable Day of Month Selection e
Suggested Donation Amt 5 Recurring Retry Attempts 3
Product  Payment Recurring Payments Type  Regular
Donation Product Payment Frequency Options One-off
¥ Campaign/Appeals
Enable Appeals Default Campaign
Arnrnaale | akal Annnal Mammainn Mambhar Daid Cfatue [=Rr

1. Scroll down to the Donations section of the Payment Form
2. Select Yes for Enable Soft Credits

1.4 Non Profit Starter Pack - Soft Credits

Households Settings

=] g
5 Configure Settings
Setftings that control the behavior of the Households package. Changing these will change how your Nonprofit Starter Pack behaves
Rollup Settings
' Enable Opp Rollups in Triggers Always Rollup to Primary Contact [ ]
) ST E— s W
Opportunity Record Types to Exclude from Account [ pope - A ‘Opportunity Types to Exclude from Account Rellups -none - ~
Rollups | Main Existing Customer - Upgrade
Membership Existing Customer - Replacement
Existing Customer - Downgrade
New Customer v
Opportunity Record Types to Exclude from Contact [ oo PN Opportunity Types to Exclude from Contact Rollups  [_ one P
Rollups | Main Existing Customer - Upgrade
Membership Existing Customer - Replacement
Existing Customer - Downgrade
New Customer W
e ] T

Soft Credit Settings

Enable Soft Credit Rollups. Opportunity Contact Roles for Soft Credits

- none -
Business User

Decision Maker
Economic Buyer
Economic Decision Maker
Evaluator

Executive Sponsor
Influencer

Technical Buyer

Other

Fund Raiser

When using Soft Credits with the Non Start Profit Pack, ensure household settings have been
enabled for the soft credit Contact roles.
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2. Soft Credit Processing

Payment Information

Method of Payment I| —MNone— r |

Bank Deposit Date | g/04/2015 | [6/04/2015]
Amount |u_|:||:|

Freight |U.UU

Donation Amount |U.UU

Dirawer |

Bank

B56 No.

|
|
Account No. |
Cheque Number |

Transaction Date G/04/2015 [G/04/2015]

Payment By Individual ¥

Payment By Name | |

Total Amount  $0.00

Person to Soft Credit

Contact

Contact Role

Notes Information

Comments

[Smreand Hew] [Canoel]

When entering manual payments, you can now link the payment with a Contact to Soft Credit.

If you need to add/update the contact roles, then edit the picklist “Contact Role” on the Payment ltem
Custom Object. You should also keep these contact roles aligned with the Opportunity Contact
Roles (as maintained under setup > App Setup> Customize > Opportunities > Contact Roles.

If you need to change which fields are prompted for then edit the FieldSet “manualSoftCredits” on
the Payment ltem Custom Object.
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Import Files Overview

Import files enables organisations to import payment transactions from virtually any system that can
generate a comma separated value (CSV) file.

Import files are capable of handling CSV files with more than 40,000 rows. The main exception to
this is GiveNow file format where headers and totals are left making the limit around 10,000 rows.

The import file process consist of the following broad steps:

Select the import file

Match the column Headings from the spreadsheet with fields in AAkonsult Payments
Upload the CSV file

Review the imported data and make sure all is OK

Process the Imported details. This creates Payment Txn records which are then processed
by the Batch Processor as normal Credit Card or Manual Payments would be processed.

abrwN -~

For some import files, they may bring in values for Fundraiser first name, Fundraiser last name and
Fundraiser ID. For these import types, the Payment Txn Generated will have a related Payment
Item created of type “Soft Credit”. It is recommended that the following settings be enabled:

1. The Merchant Facility Tab has Matching rules that include “Fundraiser ID”, eg. First Name +
Last Name + Fundraiser ID

2. The Payment Form has “Enable Soft Credits” set to Yes

3. You are using the Non-profit starter pack as this has special functionality for Soft Credits

Should the import line item be matched to a Campaign Name and there is a value in this data, then
the line will be linked to an active Campaign with the same name. If an active campaign does not
exist then the line item will be marked as being in error.

Whilst the import process is generic, it has built in templates to make the process much simpler for:

» Australia GiveNow

» Australia GoFundraise

* Australia Everyday Hero
» Australia BPAY CBA

+ Paypal
Please see related sections for details on items where specific logic exists for each of the above
import types.
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How to import CSV files

The Import files tab enables organisations to import payment transactions from virtually any system
that can generate a comma separated value (CSV) file.

The import file process involves three steps:
1. Preparing the import file and matching column headings in the spreadsheet with fields in
AAkonsult Payments
2. Uploading and reviewing data
3

. Processing data to create Payment Txn's records which are processed by the Batch
Processor

1. Prepare import file

1.1 Navigate to the Import Files tab

Import Files

Home
View: Edit | Create New View

Recent Import Files

Ma recent records. Click Go or select a view from the dropdown to display records.

1.2 Select the New button

Import Files

Home
View: Edit | Create Mew View

Recent Import Files

Mo recent records. Click Go or select a view from the dropdown to display records.
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1.3 Enter details for import file and select Next

@' Import File
Import File - Step 1
\o_/ Merchant Facility | DEMO FACILITY (xRN
e Payment Form |1 Online Payment Q)
e Import Type | Custom v | o
° Import From - ) A
\—/I | '®! File Upload "' Copy/Paste
@ Header On Row | |
@ Campaign | ES
o Automatically Create Child Campaigns = [
= Import Date | 3/04/2015  |[3/04/2015]
Notes
File Upload Details
FileName | Choose File | No file chosen

Select your merchant facility

Select the Payment Form that the data will be matched with

Match the Import Type. This should match the source system you are importing form or you

can start with your own custom mapping

4. Select the source for your import File (file upload, or Copy/Paste). If this is changed, then file
upload section will be changed to reflect the option selected. If you wish to email the CSV
file, then see the installation manual How to setup Import Files Email Listner

5. If the import file does not have the headings on the first row, then you can specify the row the
headers are actually on

6. Allocate a campaign (optional). If selected, then the transactions will be associated with this
campaign

7. If the campaign was selected and the import file includes campaign names and these

campaign names don't already exist, then this option enables campaigns to be automatically

created and linked to the Campaign as specified in point (6)

LN~
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1.4 Match the data fields

’ Import File

Previous | | Cancel| | Save Mapping | " |Import|

Import File - Step 2

Impart Type Template  [Aystralia Everyday Hero| |5°,

Column in uploaded file maps to... Existing Payment Txn Field Receiving field exists Mandatory to proceed Comments

o ©

o

Bank Deposit Date @ (V) o use the standard date format dd/mmiyy

Biller Code @ (V]

Campaign Name A This Import File Line ltem field has no equivale
o

Couriry o

Credit Card CCV to Process & This Import File Line ltem field has no equivale
Credit Card Expiry MMYYYY iy This Import File Line ftem field has no equivalt
Credit Card No to Process iy This Import File Line liem field has no equivalt
curency )

)

Donation By/Company Name @ o

Emai o

First Name Q

©

Frequency )

Fundraiser First Mame A This Import File Line ltem field has no equivale

Ensure that mandatory fields are matched

1. These mappings can be saved and used for future imports. If saving, then the best practice is
to use the predefined name + short description after. For example "Australia Everyday Hero
- custom"

2. Import and review import file
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2.1 Select the Import button when data matching is complete

St ot o Bt e e~ B i - T s sttt Ttt T m T st m s ——

’. Import File

[Pleurioua] [Cancel] [Save Mapping lm.

Import File - Step 2
Import Type Template | Aystralia Everyday Hero| |

Column in uploaded file maps to.. Existing Payment Txn Field Receiving field exists Mandatory to proceed Comments
| gross v Amount Q Q

|- Please select — ¥ | Bank <

|dﬂt& ¥ | Bank Deposit Date @ o o use the sta
|— Please select - ¥ | Biller Code @ o

|- Please select — ¥ | Campaign Name iy This Impor
|- Please select — ¥ | Comments <

2.2 Await email when processing is complete and select Close

# Import File

|

[6 Your request has been submitted and yvou will receive an email confirmation once the updates are complete.

Imnnrt Fila - Stan 7
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2.3 Review imported data and correct errors

Import File Customize Page | Edit Layout | Printable Wiew | Help for this Page 0
« Back to List: Custom Object Definitions
Import File Line tems [4] | Notes & Attachments [11

Import File Detail

Import Name 120140825001 owner & Carol Challis [Changel
Merchant Facility DEMO FACILITY No.of Line ltems 4
Payment Form 3. Subscription Total Amount  §151.25
Import Type  Australia Everyday Hero Status  Imported
Import Date  25/08/2014 LastProcessed  25/08/2014 12:31 PM

File Name  EverydayHero.csv

¥ Notes
Hotes  Sample data for csv import
Created By  Carol Challis, 25/08/2014 12:25 PM Last Modified By ~ Carol Challis, 25/08/2014 12:31 FM
Import File Line Items Import File Line ftems Help (2)
Import File Line ltem Name Line No. Amount Transaction Date Bank Deposit Date Line item Status Bank Biller Code Payer Name
1L0000000 1 510,00 10/04/2014 10/04/2014 New
1L0000001 2 $26.25 10/0412014 10/04/2014 MNew
1L0000002 3 $10.00 14/04/2014 14/04/2014 New
1L0000003 4 $105.00 10/04/2014 10/04/2014 Mew

Note: All Line Item Status values should have a status of New. If they have "Error" then you'll need
to check/update.

3. Process import file
This will create Payment Txn's records for the new file

3.1 Select the Process button to accept the data

120150403819

« Back to List: Development Package

Customize Page | Edit Layou

Import File Line ltems [4] | Motes & Attachments [0 | Error Logs [0

Import File Detail ' edit [{( Process
Import Name 120150403819 Owner EJeﬁChaIlis Change]
Merchant Facility  DEMQ FACILITY MNo. of Line ltems 4
Payment Form 1. Online Payment No. of Lines with Errors = 0
Impert Type  Australia Everyday Hero No. of Credit Card Charge Errors 0
Campaign Has Credit Cards to Process
Automatically Create Child Campaigns Total Amount  $176.00
Import Date 3/04/2015 Total Charged to Cards  50.00
Import From  File Upload Status  Imported
Header On Row Last Processed  3/04/2015 5:01 PM

File Name  EverydayHero Jodie.csv

¥ Notes
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3.2 Select the Process Transactions to confirm

Import File
# Process Uploaded Items
ancel

Process Uploaded ltems
Import HName  [20150403819
Merchant Facility DEMO FACILITY
Payment Form 1. Online Payment

Import Type  Australia Everyday Hero
Import Frem  File Upload
Campaign
Import Date  3/04/2015
Mo, of Line tems 4
Mo. of Lines with Errors 0
Total Amount  $176.00

Notes

Process Trans-actibns] [Cannel]
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3.3 Await email when processing is complete and select Close

Import File
# Process Uploaded Items
| |Close |

‘ e Your request has been submitted and you will receive an email confirmation once the updates are complete.

Process Uploaded ltems
Import Name  |20140825001
Merchant Facility ~ DEMO FACILITY
Payment Form 3. Subscripticn
Import Type  Australia Everyday Hero
Import Date  25/08/2014
Ho. of Line Items 4
Total Amount  $151.25
Hotes  Sample data for csvimport
Campaign

Ho. of Lines with Errors 0

Updating Progress

Your request has been submitted and you will receive an email confirmation once the updates are complete.

Apex Class Created Date Created By Status

importFileProcessor 25/08/2014 12:43 P Carol Challis Completed 0%
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How to handle BPAY Australia import files

The import file process allows for a CSV file to be uploaded and automatically match payment details
with existing Payment Transactions generated by the Payment Schedule processor (invoices).

The matching process:

1. The processor searches for Payment Txn's with a status 'Awaiting Payment' that match the
Biller Code and the amount.

2. If there are no Payment Txns with the Same Amount for that Biller Code, then it will look for
other transactions and will start applying the amount from the oldest to the newest.If it able to
allocate all the funds and have some left over, then it will apply the remainder to the oldest
invoice. If it the Payment Txn amount is greater than the founds amount, then the Payment
Txn will be made to the same amount as the funds amount and a new Payment will be
generated for the shortfall and will have a status of “Awaiting Payment”

3. If there are no Payment Txn’s on file, then a new Payment Txn will be generated using the
contact details that have the biller code allocated.

4. If there are no contacts with the biller code on file, then the payment will be uploaded with as
much details as possible from the imported file. This will need to be manually edited before it
can be processed.

1. Set up Biller Codes

Biller Codes or Customer Reference Numbers (CRN) can be generated by programs downloaded
from your bank. For more information go to the BPAY help page.

1.1 Navigate to the Contact tab

- Contacts

£/ Home

View: | New This Week v || Got | Edit| Create New View

Recent Contacts

Hame

Potter. Harry
Batman. John
Latrobe, Charles
Barker. Bob

Zimon. Sam
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1.2 Enter the unique Biller Codes for each contact

- Contact Customize

£/ Governor Charles Latrobe

M- Show Feed
« Back to List: Payment Txn's
Opportunities [0] | Cases[0] | Open Activities [0] | Activity History[81 | Campaign History [0] | Motes & Attachments [01 | HTKL Email

Contact Detail [E] [Delete] [ Clone l [Request Update
Contact Owner  [E] Caral Challis [Changel Phone
Name  Governor Charles Latrobe Home Phone
Account Name  Charles Latrobe Mobile
Title  Governor Other Phone
Department Fax
Birthdate Email
Reports To Wiew Org Chartl Assistant
Lead Source Asst. Phone
Mailing Address Other Address

1.3 Importing and Processing BPAY Transactions

To process BPAY transactions, follow the steps in How to import CSV files
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How to handle GiveNow import files

The standard CSYV file provided by GiveNow includes some details before the first heading line and
also some totals after the last line.

The AAkonsult Payments supports either having the header and total information in the file, or
having this removed prior to the import. If the heading information is left in, the value after “Appeal
Name:” will be read and the associated campaign will be found and applied to every line on the
import file. In addition, the header and total sections will be removed before the CSV file is saved
and attached to the main “Import File” batch object in salesforce.

The GiveNow CSV file has two rows of data for each donor. The first line contains donor details and
the second line contains the GiveNow merchant fee. These lines contain the text “Bank Fee for
XXXX” where XXXX is a reference for the row that has the fee.

The import Processor CSV import process will correctly handle the 2 line format of a GiveNow CSV
file. To process GiveNow transactions, follow the steps in How to import CSV files
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How to upload and bulk process Credit Cards

Import Files includes the ability to bulk upload and bulk process credit cards.

Before doing this process, ensure your have some good policies and processes in place and
that you comply with your PCI Compliance requirements. This particularly includes your
processes outside of Salesforce where you capture and store the card details in a
spreadsheet. You should ensure that these spreadsheets are just being used for processing
and are not stored/saved or emailed at all to anyone.

The CSV file to be used can include the Credit Card Number, CCV and Expiry date. If the Credit
Card Number or CCV is included then it is encrypted during the upload process and is cleared out
when the card has been attempted to be charged.

The CSV file is temporarily stored against the import file. It is therefore important to make sure only
authorized staff with login access have access to the Import File. Please consult your Salesforce
CRM consultant or Salesforce online manuals for information on object level permissions based on
profiles.

It is important that after uploading the CSV file, that if the file is still stored against the related
list that you make sure it is deleted. This file should not be visible after the upload and would
only be still left there should their be an unexpected error.

The process is similar to the other CSV methods mentioned earlier where the CSV is uploaded, the
column headings are mapped to Salesforce fields and the details are imported into Salesforce. The
line items are reviewed and when complete the Process button is pressed. The main difference with
the Credit Card Imports, vs. the normal CSV processing is that a separated process runs after the
main “Process” where the cards are actually charged.

To process Credit Card upload transactions, follow the steps in How to import CSV files The main
difference in processing is that the final step will trigger a second batch processor that goes through
and actually charges the cards.
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How to add custom fields to Import Files
The import file process allows for extra fields to be added and processed.
Quick Steps:
1. Add a new Custom field to the "Import File Line Item" Custom Object
2. Add a new Custom field with the same API name to "Payment Txn" Custom Object

3. Optionally add a new Custom field with the same APl name to Account, Contact or
Opportunity

1. Data Model and the Processes

Import File Line

Before adding new fields, it is useful to understand which Objects are updated and when.
The above process shows the data model being used as part of the Import Files Process

1. When you add a new Import File, select the CSV to upload, match the columns to the field
names in Salesforce and press the "Import" button. This creates the "Import File" and
"Import File Line Item (s)". Each import line item represents a row in the CSV file imported.

2. On the Import File screen in Salesforce, when you press the "Process" button, followed by
"Process Now", this process creates the "Import File Line Item Payment Txn" record and an
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"Payment Txn" record. The records are created for every "Import File Line Item" record.
The main reason why a "Import File Line Item" is not matched directly to a "Payment Txn"
record, and the "Import File Line Item Payment Txn" record is created is because one "Import
File Line Iltem" (row in a CSV file) could match to multiple "Payment Txns". Eg. when using
BPAY and a person over pays a payment.

3. The Batch Processor runs every 10 minutes and processes Payment Txn records. For more
info about the Batch Processor, see: How does the Batch Payments Processor work

2. Field Mappings

Search... Search Jeff Challis ~

Help AAkonsult Payments ~
Home  About AAkonsult Payments  Merchant Facilities Payment Txn's  Manual Payments  Recurring Payments  Subscription Groups  + ﬂ

pmootFe @ @
| IPleviousJ ICanoeI] ISave Mapping] ‘llmporl]

ﬂ 120150411000

&) DEMO FACILITY
4 JefiChallis Im
4 Pavments Site Guest User

AAkonsult €

-©

Import Fjje - Step 2
pe Template

Australia E reryd w_Hero

- Column in uploaded file maps to... EXistind Payment Txn Field Receiving field exists Mandatory to p d C ts
(4 Max Fisher Recurring
Pament: Staied 342015 © ©
&) PAY-0000007 — Please select - | v Bank o
€ Membership - Max Fisher - use the standard date format
weois Bank Deposi Dats @ © © iy
() Membership - Hayden Coad -
3/4/2015 — Please select - Biller Code @ (7]
&) PAY-0000006 ) °".i3 Import File Line ltem field has no
&) PAY-0000005 ~ Please select - u Campaign Name A \ ALi'-.-aIert in the Payment Txn Object
- Please select - Comments (7]
B Recycte 8 comty [V courry ©
Credit Card CCV to This Import File Line ltem field has no
— Please select — u Process A equivalent in the Payment Txn Object
_ — Credit Card Expiry This Import File Line ltem field has no
Please select MMYYYY a equivalent in the Payment Txn Object
. This Import File Line ltem field has no
- Please select — | v | Cradit Card Mo to Process Fiy equivalent in the Payment Txn Object
curency ©
- Please select — | v | Donation By °
Donation By/Company
- Please select -
Name @ °
emal | Email ©
donor first name || First Name o
- Please select - Freight o
-- Please select - u Frequency °

1. The first column has picklists that match the column headings in the CSV import file (selected
in prior step of the wizard)

2. The second column has fields from the "Import File Line Item" Object
3. If the "Payment Txn" Object does NOT have a field with the same API Name as the "Import
File Line Iltem" Object then a warning message is shown.
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If your CSV file (1) contains a column that you wish to import and store in Salesforce, then you need
to create a new custom field (2) on both "Import File Line Iltem" Object and the "Payment Txn"
Object.

The next steps will take you through adding a new example field for "Fee"
3. Adding a new custom field to Import File Line Iltem
During this process, we will add an example field called "Fee" that is of type Currency.

3.1 Locate Custom Object Import File Line Iltem

l Search All Setup... O..l Custom Objects Help for this Page @

Expand All | Cellapse All
Custom objects are database tables that allow you to store data specific to your organization in salesforce.com. You can use custom objects
Salesforce1 Setup to extend salesforce.com functionality or to build new application functionality.

Once you have created a custom object, you can create a custom tab, custom related lists, reports, and dashboards for users to interact with
Force.com Home the custom object data. You can also access custom object data through the Force com APIL

| New Custom Object | | Schema Builder |

System Overview

Action Label Installed Package Master Object Deployed Description
Personal Setup ) Account Used for storing memberships and subscriptions that an Account may
il Vi e . ;
Edit Subscription AAkPayments Account v have joined up with/subscribed to
[»| My Personal Information . . o o
. Account Account Joiner object between Accuount Subscriptions and payments. This will
[} Email Edit rh Subscription AAkPayments Subscription v allow for visibility of different Account Subscription amounts paid and
[+ Import Fayment subscription when. It also allows for summarising of all subscriptions by Account.
[+ Desktop Integration . MNonprofit Starter Custom object for storing additional addresses for Household Accounts in
[+ My Chatter Settings Edit li‘l Address Pack Account v the Nonprofit Starter Pack.
[*| My Connected Data ’ - - Account,
Edit ¥ Afiliation Affiliations Contact v
Edit ri‘l Batch MNonprofit Starter v The holding object for batch entry. Interaction with this object should occur
App Setup I == Pack only through the Batch Data Entry tab.
[» Customize : DEPRECATED- MWonprofit Starter
Edit v
Fund Pack
Create — —
s DEPRECATED-
e Edit ri‘l Eelationship Eelationships v Errors can now be found in the Errors Log tab in the NPSP Settings page.
Error
. Direct Debit Direct Debits Batch contains a list of transactions that are to be uploaded
Batch AAkPayments ;
Edit Batch AAkPayments v to your bank for processing.
Packages MNonprofit Starter Contains errors generated from the MPSP package during normal
)
Report Types Edit b Emor Pack v operations.
Tabs ;
. Should any system errors be detected, then they will be logged here.
Action Link Templates Mew! Edit |i“ Error Log AAkPayments v Worldlows will alert system administrators of these errors for actioning.
[*] Global Actions
: ) Monprofit Starter
[»] Workflow & Approvals Edit 'i-‘ GAU Allocation Pack v
: General Monprofit Starter - ; ) -
[+ Develop Edit rb Accounting Unit Pack v Accounting units used for allocating Cpportunities.
[+ Deploy ) ) . .
) Edit rh Household Households v Physical mailing address for grouping contacts
Schema Builder
Canvas App Previewer Edit il AAkPayments v Used for file imports, such as BPAY Transactions
Installed Packages Edit | & Import File Line § » Impoart File ¥~ Imported file line items details as extracted from the Import File
Itam
AppExchange Marketplace
Critical Updates Import File Line Import File
E Edit ri‘l ltem Payment  AAkPayments Line ltem, v Links the imported line item(s) with the associated Payment Txn(s)
T=n Payment Txn

—_—

1. Navigate to Setup > Create > Objects
2. Click into "Import File Line Item"
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3.2 Add a new field

] Custom Object Help for thi

Import File Line Item (Managed)

l |i=| This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More [nformation

Standard Fields [31 | Custom Fields & Relationships [45] | Validation Rules 101 | Page Layouts[1] | Field Sets[0] | Compact Lavouts [11 | Search Lavouts [«
Buttens, Links. and Actions [8] | Becord Types [0 | Object Limits [111

Custom Object Definition Detail | Edit |
Singular Label  Import File Line ltem Description  |Imported file line items details as extract
the Import File
Plural Label  Import File Line ltems Enable Reports v
Object Name  Import_File_Line_ltem Track Activities
Namespace Prefix ~ AAkPay Allow Sharing v
APIName  AAKPay__ Import_File_Line_ltem__c Allow Bulk APl Access v
Allow Streaming APl Access v
Track Field History
Deployment Status  Deployed
Help Settings  Standard salesforce.com Help Window
Created By  Jeff Challis, 3/04/2015 11:48 AM Modified By  Jeff Challis, 3/04/2015 11:51 AM

Package Information

Installed Package  AAkPayments Available in Versions 4.2 - Current
Standard Fields Standard Fields
Action Field Label Field MName Data Type Controlling Field Indexe
Created By CreatedBy Lookup(User)
Impaort File Line Item MName Mame Auto Number

LastModifiedBy Lookup(User)

oastModiﬁed By

gustom Fields & Relationships ml,_] eld Dependencies | Custom Fields & Relationships
Action Field Label APl Name Installed Package Data Type Indexed Controlling Field Mc

Jei

Edit li‘l Amount AAKPay__ Amount__c AfkPayments Currency(7, 2) 3

11

Jel

Edit I'i'l Bank AAkFPay__Bank__c AlkPayments Text(50) 3

11

1. Scroll down to the "Custom Fields & Relationships" section.
2. Press NEW button
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3.3 Choose field data type

ITRTEMETL IR LT TLErm

) Help for this Page W&
New Custom Field

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

Data Type

C None Selected
O Auto Number
C Formula

O Roll-Up Summary

O Lookup Relationship

() Master-Detail Relationship |1/

C' External Lookup Relationship

(_) Checkbox

==Y

(O pate

() paterTime

) Email

(O Geolocation

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 fermula expression you define. The formula field is updated when any
of the source fields change.

A read-only field that displays the sum, minimum, or maximum value of a field in a related list or the record count of
all records listed in a related list.

Creates a relationship that links this object to ancther chject. The relationship field allows users to click on a lookup
icon to select a value from a popup list. The other object is the source of the values in the list.

Creates a special type of parent-child relaticnship between this object (the child, or "detail”) and another object
(the parent, or "master”) where:

« The relatiecnship field is required cn all detail records.

« The ownership and sharing of a detail record are determined by the master record.

« WWhen a user deletes the master record, all detail records are deleted.

= fou can create rellup summary fields on the master record to summarize the detail records.

The relationship field allows users to click on a lockup icen to select a value from a popup list. The master object is
the source of the values in the list.

Creates a relationship that links this object to an external object whose data is stored in an external data source.

Allows users to select a True (checked) or Falze (unchecked) value.

Allowrs users to enter a dollar or other currency ameount and automatically formats the field as a currency amount.
This can be useful if you export data to Excel or ancther spreadsheet.

Allews users to enter a date or pick a date from a pepup calendar.

Allowrs users to enter a date and time, or pick a date from a popup calendar. When users click a date in the popup,
that date and the current time are entered into the Date/Time field.

Allows users to enter an email address, which is validated to ensure proper format. If this field is specified for a
cantact or lead, users can choose the address when clicking Send an Email. Mote that custom email addresses
cannot be used for mass emails.

Allows users to define lecations. Includes latitude and longitude components, and can be used te calculate

1. Select Field data type. In our example, we are adding a new Currency field.

2. Press the NEXT button
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3.4 Enter field Label and Continue with Wizard

Import File Line Item Help for this Page 0

New Custom Field

Step 2. Enter the details Step2of 4

care

Field Label | Fee | )

Please enter the length of the number and the number of decimal places. For example, a number with a length of 8
and 2 decimal places can accept values up to "12345678.90".

Length I|15 | Decimal Places Ilz

Mumber of digits to the left of the decimal Mumber of digits to the right ofthe decimal
Gain point

Field Name IlFEE

Help Text

Required [ | Always require a value in this field in order to save a record

Default Value  Show Formula Editor

Use formula synteec e.g., Text in double quotes: "hello”, Mumber: 25, Percent as decimal: 0.10, Date expression:
Today() + 7

cae

The key item in this step is the "Field Name" value. This field is also known as the APl Name.
For the matching process, this field name must be exactly the same for all objects.

After entering the required information, press the NEXT button and continue with the wizard all the
way through using the default values.

4. Adding a new custom field to Payment Txn
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4.1 Locate Custom Object Payment Txn

[*/ My Connected Data ' - - Account,
Edit # Afiliation Afiliations Contact
: Monprofit Starter
App Setup Edit ¥ Batch ac
[¥] Customize Edit DEPRECATED- Monprofit Starter
Eund Pack
Create — —
o7 CEPRECATED-
- Edit - Relationship  Relationships
Custom Labels Error
Objects o Edit DreclDebl  pakpayments
: Monprofit Starter
Report Types Edit % Ermor Pack
Tabs
Action Link Templates New Edit ¢y ErorLog AAkPayments
[* Global Actions
) )
Edit % GAU Allocation L20LrofitStarter
(¥ Workflow & Approvals ack
: General Monprofit Starter
() Develop Edit Accounting Unit Pack
[+ De
S :on Build Edit % Household Households
chema Builder
Canvas App Previewer Edit % ImportFile AAkPayments
Installed Packages ] Import File Line )
AAKFaVments Imp
AopErchange Horkeblace Edit tem AAkPayments  Import File
Critical Updates Import File Line Import File
. Edit é Item Payment  AAkPayments Line Item,
Txn Payment Txn
Administration Setup Bt P:crizlzihant AAKPavments
Manage Users
Sl . NPSPData  Nonprofit Starter
[¥/ Manage Apps Edit Import Pack
[+] Manage Territories o
: ontacts & )
¥} Company Profile Edit ¥ Pavment Organizafions  OPPOMunity
[/ Security Controls Merchant
'+ Domain Management Edit  PaymentForm AAkPayments Facility
g ?{Jmml;ljuca:vlin:;mp:tes Edit |i‘, Payment item  AAkPayments Payment Txn
ransilation Tl nc
[» Data Management Edit —"'—g?orem ligm AlkPayments  Payment Txn
[+ Monitoring Lroup
[+ Mobile Administration Payment
[+ Desktop Administration o
(¥ Email Connect era ¥, | Edit & PaymentTxn  AAkPayments
[+/ Email Administration
® e A ' Donations Donations
Goog pPps

1. Navigate to Setup > Create > Objects
2. Click into "Import File Line Item"
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The holding object for batch entry. Interaction with this object should occur
only through the Batch Data Entry tab.

Errors can now be found in the Errors Log tab in the NFPSF Settings page.

Direct Debits Batch contains a list of transactions that are to be uploaded
to your bank for processing.

Contains errors generated from the NPSF package during normal
operations.

Should any system errors be detected, then they will be logged here.
Waorldlows will alert system administrators of these errors for actioning.

Accounting units used for allocating Opportunities.

Physical mailing address for grouping contacts

Used for file imports, such as BPAY Transactions

Imported file line items details as extracted from the Import File
Links the imported line item(s) with the associated Payment Txnis)

Payment settings (Merchant Accounts) for gateway and transaction types.

Custom object to hold denormalized data records that can be imported
into the Nonprofit Starter Pack.

FPayment Types for each merchant account. The could be items such as
Donations, Membership, Purchase, Suppliers, Training etc.

Related items to Payment Txn. The related items could be Household
Members, Shopping Cart line items or Event attendees.

Related to Payment T=n. Used by Event bookings to group Payment ltems
(attendees) by Ticket Type

Payment options are a list of items and pricing. For example, this might be
memberhips of type: Single, Family, Concession etc.

Payment transactions. Updated for both manual and credit card payments

Recurring Donations with no end date.
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4.2 Add a new field

Custom Object

Payment Txn (Managed)

[I‘i"l This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information

Standard Fields [5] | Custom Fields & Relationships [154] | Walidation Rules [4] | Page Layouts[7] | Field Sets[55] | Compact Layouts[1] | Search Layouts 5] |
| Apex Sharing Reasons [0 | Apex Sharing Becalculation[0] | Obiject Limits [111

Custom Object Definition Detail
Singular Label  Payment Txn Description  Payment trans:
card payments
Plural Label  Payment Txn's Enable Reports ¥
Object Name  Payment_Txn Track Activities v
Namespace Prefix ~ AAKPay Allow Sharing v
APIName  AAKPay_ Paymeni_T:n__c Allow Bulk APl Access v
Allow Streaming APl Access v
Track Field History v
Deployment Status  Deployed
Help Settings  Standard sales
Created By  Jeff Challis, 3/04/2015 11:48 AM Modified By  Jeff Challis, 3/

Package Information
Installed Package  AAkPayments Available in Versions 4.2 - Current

Standard Fields

Action Field Label Field Name Data Type Controlling Field
Created By CreatedBy Lookup(User)
Last Modified By LastModifiedBy Lookup(User)

Edit Owner Owner Lookup(User,Queue)
Payment Txn Mo MName Auto Number

Cdit  Record Type RecordType Fecord Type

ustom Fields & Relationships

L
Action Field Label APl Name Installed Package Data Type Indexe

Edit i—, Account AAkPay__ Account__c AbkPayments Look1 Q Chat 2 l

1. Scroll down to the "Custom Fields & Relationships" section.
2. Press NEW button

eld Dependencies] [Set History Tlackinq]
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4.3 Choose field data type

Payment Txn ) Help for this Page 0
New Custom Field

Step 1. Choose the field type Step 1
o Next | Cancel

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

Data Type

C'None Selected Select one of the data types below.

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

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

C' Roll-Up Summary A read-only field that displays the sum, minimum, or maximum value of a field in a related list or the record count of
all records listed in a related list.

O Lookup Relationship Creates a relationship that links this cbject to another cbject. The relationship field allws users to click on a lookup
icon to select a value from a popup list. The other object is the source of the values in the list.

C' Master-Detail Relationship Creates a special type of parent-child relationship between this cbject (the child, or "detail”) and ancther cbject
(the parent, or "master”) where:
« The relaticnship field is required on all detail records.
« The ownership and sharing of a detail record are determined by the master record.
« When a user deletes the master record, all detail records are deleted.
« You can create rellup summary fields on the master recerd to summarize the detail records.
The relatienship field allows users to click on a lockup icon to select a value from a popup list. The master object is
the source of the values in the list.

O Extemal Lookup Relationship Creates a relationship that links this cbject to an external object whose data is stored in an external data source.

OChec o Allows users to select a True (checked) or False (unchecked) value.

Allows users to enter a dollar er other currency ameunt and automatically formats the field as a currency amount.
This can be useful if you export data to Excel or another spreadsheet.

O Date Allows users to enter a date or pick a date from a popup calendar.
C' Date/Time Allows users to enter a date and time, or pick a date from a popup calendar. When users click a date in the popup,
that date and the current time are entered intn the NateTime field Aaa—_—_—_—

1. Select Field data type. In our example, we are adding a new Currency field.
2. Press the NEXT button
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4.4 Enter field Label and Continue with Wizard

AAKONSsUIt ? Search... Search Jeff Challis *  Help AAkonsult Payments ~

Home  About AAkonsult Payments  Merchant Facilites Payment Txn's Manual Payments Recurring Payments  Subscription Groups  + -

Search All Setup... Q l ﬁl’em;:.t Tél:_]stom Field Help for this Page @

Expand All | Collapse Al

Salesforce1 Setu
P Step 2. Enter the details Step2of4
Force.com Home Ganee

Field Label |[Fee | @

System Overview

Personal Setup Please enter the length ofthe number and the number of decimal places. For example, a number with a length of 8
and 2 decimal places can accept values up to "12345678.90".
[/ My Personal Information

[+] Email

[*] Import

[»/ Desktop Integration
(] My Chatter Settings
[»] My Connected Data

Length I|1a | Decimal Places ||2

Mumber of digits to the left of the decimal Mumber of digits to the right of the decimal
¥ point

Field Name

App Setup

Help Text

[¥] Customize
B Create
Apps
Custom Labels

Objects Required  [] Always require a value in this field in order to save a record
Packages
Report Types Default Value  Show Formula Editor

Tabs |
Action Link Tempmtes Mewd Use formuls syntex: .., Text in double quotes: “hello”, Mumber: 265, Parcent as decimal: 0.10, Date expression:

T 7
+) Global Actions o=
[»] Workflow & Approvals

cae

[»| Develop
[+ Deploy
Schema Builder

e

The key item in this step is the "Field Name" value. This field is also known as the APl Name.
For the matching process, this field name must be exactly the same for all objects.

After entering the required information, press the NEXT button and continue with the wizard all the
way through using the default values.
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How does the Batch Payments Processor work

When the checkout form is used on a public website, the Salesforce security settings for the
Salesforce Sites “Guest” user does not allow for Accounts or Contacts to be updated. For
organisations that would like to have contact phone, address etc. details automatically updated from
the online payment, then the Batch Processor must be used in conjunction with the Merchant Facility
“Override Target Contact Values” setting.

The Batch Processor is required for two reasons:

1. It improves the performance of the checkout form processing as the processor does much of
processing/updates required

2. As the public forms are using a "guest" salesforce user license type; that user does not have
the Salesforce license options to update many of the database tables/objects. The online
guest user simply populates the Payment Txn object details and then the Batch Processor
has the full level of access (based on the user that started it) and it can therefore do updates
that would not be otherwise be possible.

The Batch Payments Processor:

* runs every 10 minutes

+ activates processes set-up within AAkonsult Payments

+ ensures that details entered on web forms are automatically updated into your system

» checks the Payment Status field in the Payment Txn's tab and activates any workflows that

you have set up

Workflows are set up when AAkonsult is installed to notify if the Payment Processor was
inadvertently or unexpectedly stopped.

If using the batch processor conjunction with the Nonprofit Starter Pack then please read the section
on the Nonprofit Starter Pack before enabling.
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1. Navigate the Merchant Facilities tab

Merchant Facility

&Y DEMO EACILITY

« Back to List: Payment Txn's

Merchant Facility Detail

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce - Select AAkonsult Payments), or it can be found under the "+" at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll down to the Batch Payments Processors heading

¥ Batch Payments Processors

R ing Pay ts P Status Started Last Recurring Payment Run
Run Now

Next Run Time  26/07/2014 1:00 AM

Batch Payments Processor Status  Joiarted o Last Batch Processor Run o

Run Now
Next Run Time  25/07/2014 11:29 AM

1. The Batch Payments Processor can be started, stopped or run immediately

2. Shows the date of the last Batch Payments Processor run
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How to check the status of a payment

1. Navigate to the Payment Txn's Tab

wﬂhnualm Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions + -

Payment Txn's

&Y Home

View: [All

Help for this Page @

V][ Got | Edit|Create New View

ﬁ

Recent Payment Txn's [tiew |
¥ TxnNo T tion Type Bank Deposit Date Total Amount Charged Cardholder Name Credit Card No. Credit Card Type TxnRef Email Status
PAY-0000006  Purchase 240772014 $102.00 Governer Charles Hotham 4111 Visa 0000000115968cf5 Matching Complete
PAY-0000013 Complete 240712014 $23,472.24 Carolyn Chisholm Visa 00000001159a2742 Matching Complete
PAY-0000011 Complete 240712014 $17.34 Reverend Green Visa 00000001159a19d4 Matching Complete
PAY-0000010  Complete 2410772014 $471.24 Colonel Mustard Visa 00000001159a19bd Matching Complete
PAY-0000009  Complete 2410772014 $104.04 Henry Lawson Visa 00000001159a1%ab Matching Complete
PAY-0000008 Complete 2410772014 $10,212.24 Charles Latrobe Visa 00000001159a1999 Matching Complete
PAY-0000012  Complete 2410772014 $695.64 Banjo Patterson Visa 00000001159a055f Matching Complete
PAY-0000007  Purchase 2410772014 $522.24 Charles Hotham 411 Visa 0000000115993479 Matching Complete
PAY-0000005 Purchase 2210772014 Matching Complete
PAY-0000002  Purchase 14/05/2014 51,000.00 Jeff Challis 41,11 Visa 0000000112ddd555 info@aakonsult.com Matching Complete
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2. Select the individual transaction you wish to check

nts  Merchant Facilities m Manual Payments Recun

Payment Txn's

&% Home

View: |All V|| Go! | Edit]Create New Vi

Recent Payment Txn's
Transaction Type Bank Deposit Date Total Amount Charged
Purchase 24072014 $102.00
Complete 24/07/2014 52347224

PAY-0000011  Complete 24/07/2014 1734 |

PAY-0000010  Complete 24/07/2014 347124 1

PAY-0000009 Complete 24/07/2014 $104.04 |

PAY-0000008 Complete 24/07/2014 510,212.24

PAY-0000012  Complete 24/07/2014 $695.64 |

PAY-0000007  Purchase 24/07/2014 §522.24 1

PAY-0000005  Purchase 22/07/2014

PAY-0000002  Purchase 14/05/2014 51,000.00 .

[ ) NN | i R
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3. Scroll down to the Status field

¥ Payment Information

Quantity 1.00
Amount  $1,000.00
Discount %

Dizcount Amount  $0.00
Donation Amount  50.00
Freight  $0.00
Surcharge  $0.00
Surcharge Fee®  0.000%
Tax Code ) GST
Tax Calculation

Foreign Transaction Tax
Excluded

Tax Rate () 10.00000%
Tax Amount  $0.00
Total Amount Charged  $1,000.00
Banked Amount  $1,000.00
Currency  AUD
Merchant Fee
Cardholder Name  Jeff Challis

Transaction Type ~urchase

Status  Matching Complete
Merchant F3 ! JENILFEA

Payment Type 1. Online Payment

URL Token
Transaction Date  14/05/2014
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4. What are the different status's

User Manual

Confirmation

Confirmation
- Checked

Awaiting
Payment

Import
Payment
Start

Authorisation
Start

Refund Start

Recurring
Start

Payment
Start

Payment
Schedule
Start
Payment
Start

PxFusion

Direct Debit
Start

Direct Debit
Assigned
Batch

Direct Debit
Processing

Direct Debit
Error

Authorisation
Complete

Payment
Complete

Manual
Payment

Receipting
Start

Receipting
Complete

Matching
Start

Matching
Complete

Error

When the website visitor presses the "Continue” button, the Payment Txn
tecord is created with a status of “Confirmation”. System administrators
can setup validation rules to enforce business rules on this status — for
example minimum payments/donations.

Once a day, after the recurring payment processor has been run, all
Payment Txn's that are at a status of Confirmation are checked again to
see if they have been processed through the payment gateway. If they
have, the Status will be updated to Payment Complete, othervise they
will be assigned a status of Confirmation Checked.

WWhen a payee selects a non-Credit Card or PayPal method for payment
through the online payment form, the: status wil be set at “Awaiting
Payment'.

When the payment s received via post or bank transfer then an internal
user will click the ‘Payment Received” on the Payment Txn to complete
the payment process.

The status is set to Import Payment Start when a batch of records is
imported through the Import File section and that batch includes Credit
Card details. When the “Process” button is pressed, the related
transaction are assigned this status before the card Is charged and after
the card is charged, it will have either Payment Complete or Error status.
This status is used in conjunction with *Authorisation Complete”
Authorisations transactions will reserve funds, but will not transfer the
funds to the organisations bank account. If the Payment Form — “Pre
Authorisation” field is checked then payments will be updated to this
status when the website visitor (or internal users) presses the “Pay Now”

Refund start is the status assigned when a refund payment is submitied
Refunds are designed to be used in conjunction with Approval Workflows
that your organisation administrator can setup, or stand alone as by
installation defautt.
Once the “Approved” checkbox is selected (sither through the User
Interface. or by Approval Workflows — field Updates), then the status is
changed to Payment Start and this starts the refund process.
The Recurring Payments Processor (Start button on the Merchan
Fadiity) looks for all Recurring Payments that are scheduled for hat day
and creates a Payment Transaction record with a status of Recurring
Start.
Ifthe “Recurring Payment Type” on the Payment Form record s set as
“Regular” then the status is set to *Recurring Complete” which
automatically triggers that Payment Start Process.
If the “Recurring Payment Type” on the Payment Form record is set as
“Variable’, then the workflow “Payments - Recurring Process [ADD TIME
BASED WORKFLOW]' workflow process. This updates the status to
Payment Start to trigger the payment process. It can be useful to disable
this workflow rule if regular payments are variable to allow for manual
updates of the amounts and then to manually set the status to *Payment
Start”
Payment Start is assigned by various workflow updates and also by the
“Pay Now” button on the online checkout form.
This status will start the payment transaction through the payment
gateway to actually transact between the customer and your
organisations bank accounts.
Payment Schedule Start status is assigned when a new Payment Txn is
created for Recurring Payments of record type “Payment Schedule”
These payment transactions are created by the recurring payment
processor on the *Next Payment Date”-
Payment Start PxFusion is assigned when the Payment Gateway
selected is "Payment Express PxFusion” and where the user has
committed to pay. The Payment is Marked as ‘Payment Complete’ when
the charge has successfully been made. If for some reason, the browser
session Is cut off before the payment is completed, the background
processor will check all Payment Txn's that are this status and ensure
they are completed successfully.
The recurring payments processor looks for all Active Direct Debit entries
that are ready for processing and extracts/creates a Payment Txn
Record ready for assigning to a Direct Debit Batch
Users use the *Assign to Batch’ button on the Direct Debit Batch screen
to locate all transactions with a status of “Direct Debit Start” and then
associated them with that batch. Once the transaction Is assigned to the
batch, its status is updated to “Direct Debit Assigned Batch”
From the Direct Debit Batch Tab, Users click on the “Export Direct Debit”
button to create a file for uploading to the direct debit processing solution.
This then updates the status to “Direct Debit Processing”
After the Direct Debits have been processed by the bank, individual
transactions may fail for various reasons, including insufficient funds etc.
Transactions are updated to a status of "Direct Debit Error” to flag this
transaction as having errors.
Setting the status to Authorisation Complete within 7 days of the
authorisation start will change the funds from reserved and will
transaction the amount from the customers bank account to your
organisations account.
This status Is set from the *Authorisation Complete” button on the
Payment Transaction detal sereen or on mass from the Payment
Transaction List View and *Authorisation Complete” button.
After the "Payment Start” or “Authorisation Complete” transactions have
been processed, the status is updated to “Payment Complete”
To automate the receipting process, the workflow “send Receipt
Automatic’ sends the receipt and changes the status to *Receipting
Complete”.
When a Manual Payment Entry is saved, the Payment Transaction
record is created with a status of “Manual Paymen
To automatically receipt the workflow "Send Receipt Manual” will send
the receipt
If the workflow “send Receipt Automatic' is not enabled, then users can
change the status to Receipting Start, but navigating to the Payment
Transaction Tab, then selecting the listview filter "Ready for Receipting”,
selecting the items to receipt and pressing the “Generate Receipts”
utton.

When receipting is completed by the Visualforce Email “Payment
Receipt” then the status is updated to “Receipting Complete”.

If the PDF receipt Emailis not being used, then "Send Interim Receipt”
can be used. This can be updated with a workflow field update to
change the status to “Receipting Complete”

Please also review the section on “Batch Payment Processor”

Afier a receipt is sent and the stalus changed to “Receipting Completed”,
ifthe Merchant Facility - “Batch Payments Processor Status” is started,
then the status is automatically changed from Receipting Completed to
Matching Start when the next schedule starts approx.. every 10
minutes).

If the Background Processor is not running, then the workflow “set
Matching Start” will change the status from Receipting Complete to
“Matching Start”

Once the transaction is marked as "Matching Stat” and if the Merchant
Facility "Automatic Matching’ has any value that is NOT “Do Not Match”
then the process is un.

If the Merchant Facility has "Automatic Matching" a value of ‘Do Not
Match”, then users can use the manual matching process (see Manual
Matching section)

The "Matching Stat” process triggers all reconciliation and matching to
happen. All contacts, accounts and associated
subscription/memberships etc. are created or updated. At the completion
of this process, the status is marked as “Matching Complete”

Should an error occur at any stage, then the status is changed to error
and an entry is written into the Error Log. Please see the Error log for
detals.

The workflow “Error Log Notification” will notify Payment Transaction
ouner of the error detail. This workilow could be updated by your
organisations administrator to update other key payments personal
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Which status applies?

The status field is found in the 'Payment Txn's' tab within each transaction record.

For a definition of Status's please see What are the different status's

Refer to the table below

i

Direct Debit Assigned Batch

Confirmation

Awaiting Payment
Authorisation Start
Refund Start

Recurring Start
Recurring Complete
Payment Start

Direct Debit Start
Direct Debit Processing
Direct Debit Error
Authorisation Complete
Payment Complete
Manual Payment
Receipting Start
Receipting Complete
Matching Start
Matching Complete

Credit Card 1, S . S S S s v S S S - S .
X X B X X

Credit Card with pre-authorisation

X X X
Credit Card tokenised charge I B
X

Credit Card create Token

Credit Card Refund -l - J (1 J /1 ‘ { J ({ 1 [ [ | |
Credit Card Recurring Payment X X X X X X X X

Paypal ESCE [ O s
X X X

Paypal with pre-authorisation X X X X

Paypal Refund N I O o s
X X X X

Invoice Me, Pledge, Send by Post, X X X X
Bank Transfer

Manual Payment -l . J . 7 1 {1 I [ | |
Manual Payment with Subscriber X X X X X X X
Groups

Manual Payment Refund -t 7 7 1 ! | I [ | [ | [ [ |
X X X X X X X X X X
-t 7 7 ] [ | [ |
X X X X X

a
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How to automatically match Payee to Contact

AAkonsult Payments can match records both automatically and manually by searching for existing
contacts already in the database.

After a receipt has been send, the Payment Txn record is eligible for matching. If automatic matching
is enabled this process will start when:

+ If the Batch Processor is started, then the Batch Processor will change the status to Matching
Start to trigger the update

+ If the Batch PRocessor is NOT running, then the process will start when the Receipting is
complete.

1. Enabling Automatic Matching

1.1 Navigate to the Merchant Facilities tab

ments B ELAEHEIIEEN  Payment Txn's

Merchant Facility
| &Y DEMO FACILITY

' « Back to List: Development Package

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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1.2 Scroll down to the 'Account, Contact, Opportunity Matching' heading

¥ Account, Contact, Opportunity Matching
Account Matching Method Create Using Contacts Name Override Target Contact Values

Yes
Automatic Matching  Match and Create New If No Match Found Create Opportunity v
Accol emplate v

Create Opportunity Line ltems

Contact Template Price Book  Standard

Matching Rules  Account + First Name + Last Name; First Name + Last Name + Multi-Currency Handling  Hide
Fundraiser ID; First Name + Last Name + Phone; Last Name + Email;
Last Name + First Name + Suburb; Last Name + Mobile; Membership

Id + LastName
Disable Custom Indexing Default Currency  AUD
Subscription Lapsed Grace Days 30 Print Email Receipt  jeff.challis@aakpaydevi.com

w Taw Malaulatinn

1.3 Select 'Match and Create New if No Match Found' and SAVE

2. How does matching work?

Matching works on the number of fields that match on a payment record to
fields on the contact record. Each field that matches is allocated a
weighted score. When the score is greater than 50, it is considered a
good match.

The weighting for different field values:

« Email + 80

« Maobile + 80

s Phone +20

+« Membership Id + 90
s Street + 30

s  Account+ 25

s |ast Name=25

«  Suburb+ 15

s First Name + 20

« Fundraiser Id + 70

3. Match Only - option

No Match A new Account/Contact record is automatically created
High Match The payment is automatically linked with the contact
Low Match The payment will need to be reconciled manually

If the Automatic Matching is set to "Match Only", then depending on the score calculated is High/Low
or None then the resulting action as shown in the table above will apply.
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Low matches need to be reconciled manually
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How to manually match Payee to Contact

Manual reconciliation is used when:

* low match score is found for contacts/payee matching
« automatically generated contacts are not required

1. Set to 'No Match'

1.1 Navigate to the Merchant Facilities tab

M Payment Txn's Manual Paymen

Merchant Facility

&Y DEMO FACILITY

« Back to List: Contacts

Payment Forms [§] |

Merchant Facility Detail

Payment Setting Name  DEMO FACILITY
Active ¥

| | TSR -

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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1.2 Scroll down to the 'Account, Contact, Opportunity Matching' heading

¥ Account, Contact, Opportunity Matching
Account Matching Method  Create Using Contacts Name
Automatic Matching  Match and Create New If No Match Found
Account Template
Contact Template

Matching Rules  Account + First Name + Last Name; First Mame + Last Name +
Phone; Last Mame + Email; Last Mame + First Mame + Suburb; Last
Name + Mobile; Membership |d + Last Name

Disable Custom Indexing

Subscription Lapsed Grace Days 30

1.3 Select ‘Do not match' in the Automatic Matching field and SAVE

¥ Account, Contact, Opportunity Matching
Account Matching Method  Create Using Contacts Name

Automatic Matching I Do Nat Match i,

Contact Template

Matching Rulez  Account + First Mame + Last Mame; First Mame + Last Name +
Phone; Last Mame + Email; Last Mame + First Name + Suburb; Last
Mame + Maobile; Membership Id + Last Name

Digable Custom Indexing

Subscription Lapsed Grace Days 30

2. Select records to be reconciled

2.1 Navigate to the Payment Txn's tab

nts  Merchant Facilities m Manual Payments  Recurring P

Payment Txn's

&Y Home

View: |All V|| Go! | Edit|Create New View

Recent Payment Txn's
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2.2 Select 'Ready for Contact Reconciliation' from the View picklist and select
Go!

Payment Txn's

& Home
View: |Ready for Contact Reconciliation V|| cet | [Edit| Create New View

Recent Payment Txn's
Payment Txn No Transaction Type Bank Deposit Date Total Amount Charged Cardholder Na
PAY-0000017  Purchase 26/07/2014 $63.24 Charles Hothz
PAY-0000016 Purchase 26/07/12014 33264 John Batman
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2.3 Select the payments you wish to reconcile with the tickbox

q [Ready for Contact Reconciliation /| Edit | Delete | Create New View

|Change Owner || Authorisation Complete | Payment Received | Generate Receipts | Contact Reconciliation | @ A B

| | Action Payment Txn No + Credit Card Type Total Amount Char... Total Amount Stat
_1§Edit | Del | €9 PAY-0000018 Visa 5715224 5715224 Ilatc
Edit| Del | €9 PAY-0000019 Visa 57M1.41224 7141224 Rece

3. Reconcile records

3.1 Select the “Contact Reconciliation” button

q [Ready for Contact Reconciliation | Edit | Delete | Create New View

| Change Owner || Authorisation Complete | Payment Received | Generate Reoeiprts @

|:| Action Payment Txn No Credit Card Type Total Amount Char... Total Amount
] Edtl[}ellﬂ PAY-0000018 Visa 5715224 3715224
[ | Edit| Del | g» PAY-0000019 Visa BM1.412.24 7.412.24

Note: This will put you into another screen where you can choose to “merge/match with similar
contacts, or create a new one.

3.2 Select 'Merge with' or ‘Create a new Contact' from the drop down picklist

its  Merchant Facilities m Manual Payments  Recurring Payments  Subscription Groups  Account Sub

[Process Hatchinu] [Cancel]

@ Name Contact Name Compare Comments Email Account Payment Source 1
[+ Governor Charles Latrobe |Merge with: Charles Latrobe V| Payee/Contact Credit Card P

[Prooess Ilatchinu] [Cancel]
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3.3 Select the Process Matching button

its Merchant Facilities m Manual Payments  Recurring Payments  Subscription Groups  Account Sub

[Process Hatchinu] [Cancel]

@ Name Contact Name Compare Comments Email Account Payment Source 1
[+ Governor Charles Latrobe |Merge with: Charles Latrobe V| Payee/Contact Credit Card P

Process Matching ancel

3.4 Check the details are correct

nts  Merchant Facilities m Manual Payments  Recurring Paymer

Payment Reference Contact Name Account
PAY-0000020 Governor Charles Latrobe Charles | atrobe
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How the Recurring Payment Processor works

If the payee had selected to make a recurring payment by selecting any payment frequency other
than “one-off”, then a Recurring Payment entry is created.

A special frequency of “One-off Authorise” is used to capture a card and to create a an Inactive
recurring payment with its associated token. This is useful in the case where you may need to have
charge a card at a later date using the Recurring Payment Tokenise Charge facility. An example of
this might be when you charge a nominal fee for a training event with the understanding that they will
be charged a full fee if they don’t attend. Please ensure you check in your country to ensure this
type of terms and conditions are allowed.

Recurring Payment Options are only available with Credit Card payment types and for the Payment
Gateway of “Payment Express”, “Payment Express PxPay” or “Payment Express PxFusion” and
“Authorize.Net”. Recurring Payments is not supported with PayPal.

A recurring payment scheduler checks all active payments on a daily basis and if one is due, then it
will create a new Payment Txn record and charges the payees card.

The recurring processor can process transactions in one of three different methods. To select the
method used, navigate to the Payment Types related list from the Merchant facility tab and updated
the “Recurring Payments Type” field. The selected values can be:

* Regular. Use this if you have more than 200 payments that could happen in any one given
day. Also select this option when your regular payments will be the same amount each
month.

» Variable. Select this option if you wish to update the amounts before they are processed
each month. If amounts need to be manually updated before going out, then update the
amounts and change the status to Payment Start to transact.

» On Shipment. The Recurring Payment does not trigger the generation of the Payment, but a
button on the Subscription Issue called "Payment Generation" does. This is used by
memberships/subscriptions such as wine clubs that only charge cards when they are ready
for the next shipment to go out.

Note: if you have enabled the regular payment time based workflow of one hour offset then this will
process the payment automatically one hour after it has been created.

Note: Credit card details have not been stored, tokenised billing is used to re-bill. This will be helpful
for your organisation in obtaining PCI DSS compliance

If the Recurring Payments Processor is started, recurring payments can be made with:

* Credit Cards (Gateways: Payment Express, Payment Express PxPay or Payment Express
PxFusion)
+ Direct Debits

 Invoice based systems
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Recurring payments can also be generated automatically from the web form.

1. Recurring payments process flow

e Oniling Credit Card

Recurring Manual Entry -
Payment Em 4 Balch Processor
Processor

Selup Payment

Schedule

-

e B
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How to stop/start a Recurring Payment processor

» The Recurring Payment Processor is started once. It will then run continuously checking for
recurring payments at 1am every day.
» Do not stop your Recurring Payment Processor unless advised.

1. Navigate to the Merchant Facility tab

ts QLG BTSN Payment Txn

Merchant Facility

&5 DEMO FACILITY

Merchant Facility Detail

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll down to Batch Payments Processors heading

Batch Payments Processors

Recurring Payments Processor Status gy g Last Recurring Payment Run
Eun Mow
Hext Run Time  31/07/2014 1:00 AM
Batch Payments Processor Status gy no 0 Last Batch Processor Run  30/07/2014 12:28 PM

Run Mow

Next Run Time  30/07/2014 12:38 PM
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3. Start or Stop the processor

¥ Batch Payments Processors

Recurring Payments Processor Status Started m
Fun Mow

You can choose to run the processor immediately by clicking on 'Run Now'
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How to generate recurring payments automatically

Recurring payment transactions can be automatically set up from a web form.

1. Navigate to the Merchant Facilities tab

:nts QEUEGELIAET=INGEE Payme

Merchant Facility

&Y DEMO FACILITY

Merchant Facility Detail

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll down to Payment Forms heading

Payment Forms New Payment Form

Action

Edit| Del
Edit| Del
Edit| Del
Edit | Del

Edit| Del

Edit| Del

Edit | Del

Payment Form Hame Primary Payment Form Payment Type Default Campaign Enable |

1. Online Pavment Qrder

2. Membership Membership

3. Subscription Subscription

4 Appeal Cianation DEMC Appeal
5 _Donation with

option of reqular Cianation

giving

6. EventTraining Event

Course

Bubble Form Membership

User Manual
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3. Select a webform that has been created to capture recurring
payments

Payment Forms New Payment Form

Action Payment Form Hame Primary Payment Form Payment Type Default Campaign Enab

Edit| Del 1.Gnline Payment Crder

Edit| Del 3_Subscription Subscription

Edit| Del 4. Appeal Donation DEMO Appeal
5. Donation with

Edit| Del option of regular Donation
ivin

Ediit | Del —w_wmmn Event

Edit| Del Bubble Form Membership

A new web form to suit your requirements can also be created.
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4. Scroll down to the Donations heading

Payment Form i Customize Pa
&> Membership

« Back to List: Recurring Payments
Payment Options [3] | Motes & Attachments 01 | Payment Txn's [01 | Recurring Pavments[01 | URL Tokens [0] | Campaigns [01 | Subscription ls

Payment Form Detail [nelete] [ Clone l [Mailout Generation] [Cred'rt Card] [Manual Payment
Payment Form Name 2. Membership Enable Donation By {'
Payment Form Note  Memberships can be setup at Contact level and/or Account level. Donation By Label ~ Payment By

Time based workflows are used for renewal reminders. Members |d
+ Lastname can be used for quick entry when making payment.

Merchant Facility  DEMO FACILITY Donation By Options  Individual, Company
Primary Payment Form Enable Subscribe To Emails
Pre-Authorisation eNewsletter Campaign
Payment Type  Membership Enable Email Receipt Only
Enable URL Tokens Opportunity Record Type
Enable CAPTCHA v Custom Theme Resource Hame
Active Card Types isa; MasterCard Success URL
Surcharge Card Type 1 Previous URL
Surcharge Card Fee% 1 Pay Now Label
Surcharge Card Type 2 Checkout Thankyou Message

Surcharge Card Fee®% 2

[ Donations )
Enable Donation With Donor Care
Enable Suggested Amounts Large Payment Amount
Suggested Donation Amt41 10

Suggested Donation Amt2 20 Enable Recurring
Suggested Donation Amt3 30 Enable Day of Month Selection =
Suggested Donation Amt 4 Recurring Retry Attempts

Suggested Donation Amt 5 Recurring Payments Type = Regular

Payment Frequency Options  One-off, Manthly

5. Settings

5.1 Tick the checkbox for the Enable Recurring field

able Recurring

Enable Day of Month Selection v
Recurring Retry Attempts
Recurring Payments Type  Regular
Payment Frequency Options Qne-off, Monthly
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5.2 Select the Recurring Payment Type from the drop down menu

Enable Recurring v
Enable Day of Month Selection v
Recurring Retry Attempts
Recurring Payments Type I Regular |

Payment Frequency Options  One-off; Monthly

* Regular - payments of the same amount each time.
» Variable - stops the processing so that the amount charged can be manually inputted.
* On Shipment - charges the account based on date of shipment

5.3 Select the payment frequency to suit

Payment Frequency Options

Available - @ Chosen
One-off - Authorise One-off
Weelkly Manthly
Fortnightly ~

0k Cancel

6. Save

7. Test the web form

Transaction Details

Membership Single ¢
Membership Amount £10.00

Fnaquem{:',rﬂ [E:' Dne—nﬁ’@ Monthly
Regular Pymt Day @ |: 15 s :|

Payment By [ Individual © Company
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How to set up recurring payments for credit cards

1. Navigate to the Recurring Payments tab

ients  Merchant Facilities Payment Txn's Manual Payments I Recurring Payments

oY Recurring Payments

4 Home
Viewn: |,q|| v HG.c-l ] Edit | Create Mew View
. N
Recent Recurring Payments =N
Recurring Payment Hame Campaign Account Contact Date Establishe
Bob Barker donations DEMO Appeal SeaShepherd Bob Barker
Loan Repayments Sea shepherd Charles Latrobe
manth James Bond

2. Select the New button

ants  Merchant Facilities Payment Txn's Manual Payments RRCRETGLOEETGENEE &

oY Recurring Payments

£ Home
View: |,q|| v H Go! ] Edit| Create New View
Recent Recurring Payments lm'
Recurring Payment Hame Campaign Account Contact [Date Established
Bob Barker donations DEMO Appeal SeaShepherd BobBarker
Loan Repayments Zea Shepherd Charles Latrobe
manth James Bond

(c) AAkonsult Pty Ltd 2014 Page 188




User Manual

User Manual konsult
[ PAYMENTS

3. Select 'Credit Card' from the drop down menu and Continue

nts Merchant Facilities Payment Txn's Manual Payments RICEETGLGRES TG

Y New Recurring Payment
Ql Select Recurring Payment Record Type

Select a record type for the new recurring payment. To skip this page in the future, change your

Select Recurring Payment Record Type

Record Type of new record Il Credit Card v |

Continue | | Cancel |

4. Enter details for the recurring payment and SAVE

ts  Merchant Facilities Payment Txn's Manual Payments RESTGLLNETENEN  Subscription Groups  Account Subscriptions  Subscriptions  Subscription Issues + =

+— Recurring Payment Edit Help for

Q)’ New Recurring Payment

Recurring Payment Edit | save | | save & New| |cancel
Information I =Required
Contact Il I Q) Currency  [AUD v
Recurring Payment Name I‘ | Payment Amount | |
Merchant Facility ICﬁCk lookup icon... Qﬂ G Donation Amount | |
Payment Form I‘ | Qﬂ G Freight | |
Recurring Payment Status ‘ —MNone-- v | Expiry Reminder o
Account ‘ | Q, Frequency I
‘Campaign ‘ | @ Last Attempted Date/Time | | [4/04/2015 1:41 PM ]
Credit Card Type Transaction Generated ]
Credit Card No. ‘ | Retry Attempts | |
Expiry MMY'YYY ‘ | Last Subscription Issue Purchased | | Qﬁ
DpsBillingld ‘ | Last Payment Date I:I [4/04/2015]
Payment Gateway Customer Profileld ‘ | Next Payment Date l:l [4/04/2015]
Original Authorisation Transaction ‘ | (] Payment After Next Payment Date I:I [ 410472015 ]
Last Card Update Auth. Transaction ‘ | Q) Payment Day
Account Subscription ‘ | Q) Payment Month
Contact Subscription ‘ | (=] End Date I:I [4/04/2015]

Record Type  Credit Card

You'll need to complete the required field, plus:

» Either Donation Amount or Payment Amount
» Last Payment Date (if unsure, make this today)
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* Next Payment Date (this can be left blank and will be calculated on Save from the Last
Payment Date and Frequency Selected)
» Status (Only those that are Active will be included for processing)

Please NOTE, the credit Card number will have a masked card details after tokenising. Please
see the next step for tokenisation instructions.

5. Update Card Details - Tokenise

yments  Merchant Facilities Payment Txn's Manual Payments REENGIORE T UENICN  Subscription Groups  Account Subscriptions  Subscriptions  Subscr

s Recurring Payme:it . Customize Page | B
Donald Rickard Recurring Payment - Started 13/3/2015

' « Back to List: Development Package

Payment Txn's [2] | Recurring Payment Txns[2] | Opportunities [11 | Motes & Attachments [0

—
Recurring Payment Detail [Cledit Card Token Paymell [Up-date Card Details] !lpdate Expiry Date
' w Information
Contact  Donald Rickard Currency  AUD

Recurring Payment Name  Donald Rickard Recurring Payment - Started 13/3/2015 Payment Amount  §10.00

Merchant Facility Donation Amount  $0.00
Payment Form Total Amount Paid  $20.00

Recurring Payment Status  Active Freight  §0.00

After saving the Recurring Payment Details, you need to add the Credit Card Token information to it.
This is achieved by pressing the "Update Card Details" button and entering the card details.

The Card Number is never saved in Salesforce. For a regular credit card payment to be included in
the Payment Processing cycle, it needs to be tokenised using the Update Card Details. The token is
stored in the DpsBillingld field.
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How to Manage Credit Card and Expiry Details

Credit Card number and CCV details are never stored in Salesforce. AAkonsult Payments uses a
token to charge the card at future dates - this token is stored in the dpsBillingld field.

If a card has expired or is invalid, then you will need to re-tokenise it.

You can get a list of expired cards by filtering on the Card Expiry Date on the Recurring Payment
Object by either:

1. Selecting a list view filter on the Recurring Payments Tab (for example "All Active Cards
Expiring" or "All Suspended - Max Retries Exceeded"

2. Running a custom report over the Recurring Payments Object
3. Being alerted by a workflow rule (approx 45 days prior) of cards expiring

1. To update Card Details - Locate Recurring Payment entry

mts  Merchant Facilities Payment Txn's Manual Payments BEEETGGOEETTUENIEN  Subscription Groups  Account Subscriptions 8

' | All Active Credit Cards Expiring v | Edit| Delete | Create Mew View

[New Recurring Pagrment] [Change {)wnm] [E]

[ | Action Recurring Payment... Recurring Payment... Contact Card Expiry Date + Frequency Last Payment Date Next
[ | Edit|Del JeffCharles Recurr... Suspended-Maxr... Jeff Challis Monthly 29/07/2012
[l Edit|Del John smith Suspended - Maxr... John Smith Monthly 29/07/2012
[ Edit|Del Carol Cunningham... Suspended-Maxr... Carol Cunningham Monthly 14/08/2013
| Edit|Del TimbarrRecurring ... Suspended-Maxr... Tim barr Monthly 29/07/2012

You can locate the recurring payment by:

» Navigating to the Recurring Payments Tab, selecting that appropriate list view filter and
pressing GO button

* Finding the Contact, clicking into the Contact and scrolling down to the related Recurring
Payments list

* Finding the Contact, clicking into the Contact and scrolling down to the related Recurring
Payments list
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2. Update Card Details - Expiry Date

ments  Merchant Facilities Payment Txn's Manual Payments RIESNGLUNEENCN  Subscription Groups  Account Subscriptions  Subscri]

l i@ugy Recuming Payment Customize Page |
Jeff Charles Recurring Donation - Started 22/10/2011

l « Back to List: Recurring Payments
Payment Txn's [5¢] | Recurring Payment Txns[0] | OCpportunities[5+] | MNotes & Attachments [0]

Recurring Payment Detail Edit | | Credit Card Token Payment | Update Card Details | Jupdate Expiry Date | I

I  Information

Contact  Jeff Challis Currency
Recurring Payment Mame  Jeff Charles Recurring Donation - Started 22/10/2011 Payment Amount  $20.00
Merchant Facility — Main Account Donation Amount
Payment Form  Donation Total Amount Paid  $0.00

If only the Card Expiry date has changed, then it is often a lot simpler and more secure to just get the
card expiry date. Press this button to update the card expiry date only.

3. Update Card Details - Card Number

ients  Merchant Facilities Payment Txn's Manual Payments BREETGLORZUCNICN  Subscription Groups  Account Subscriptions  Subscriptions  + -

(#+ Recurring Payment ) i Customize Page | Edit Layout | Printable View | Help 1
Jeff Charles Recurring Donation - Started 22/10/2011
« Back to List: Recurring Payments

Payment Txn's [5+] | Recurring Payment Txns [0] | Opportunities[5+] | Motes & Attachments [0

Recurring Payment Detail | Credit Card Token Payment] | Update Card Details | | Udate Expiry Date
* Information

Contact  Jeff Challis Currency

Recurring Payment Name  Jeff Charles Recurring Donation - Started 22/10/2011 Payment Amount  §20.00
Merchant Facility  Main Account Donation Amount

Payment Form  Donation Total Amount Paid ~ $0.00
Recurring Payment 5tatus  Suspended - Max retries exceeded Freight
Account  Jeff Challis Expiry Reminder v

If the card has changed then you will need to re-tokenise the card by entering the full card details by
pressing Update Card Details button.

NOTE: This will re-authorise the card and in doing so, the card holder may see a $1 charge
(reservation of funds). This reservation of funds will automatically disappear from their account after
7 days.
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How to set up recurring payments for direct debits

1. Navigate to the Recurring Payments tab

ients  Merchant Facilities Payment Txn's Manual Payments I Recurring Payments

oY Recurring Payments

4 Home
Viewn: |,q|| v HG.c-l ] Edit | Create Mew View
. N
Recent Recurring Payments =N
Recurring Payment Hame Campaign Account Contact Date Establishe
Bob Barker donations DEMO Appeal SeaShepherd Bob Barker
Loan Repayments Sea shepherd Charles Latrobe
manth James Bond

2. Select the New button

ants  Merchant Facilities Payment Txn's Manual Payments RRCRETGLOEETGENEE &

oY Recurring Payments

£ Home
View: |,q|| v H Go! ] Edit| Create New View
Recent Recurring Payments lm'
Recurring Payment Hame Campaign Account Contact [Date Established
Bob Barker donations DEMO Appeal SeaShepherd BobBarker
Loan Repayments Zea Shepherd Charles Latrobe
manth James Bond
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3. Select 'Direct Debit' from the drop down menu and Continue

nts Merchant Facilities Payment Txn's Manual Payments RICEETGLGRES TG

= New Recurring Payment
Select Recurring Payment Record Type

Select a record type for the new recurring payment. To skip this page in the future, change your

Select Recurring Payment Record Type

Record Type of new record || Direct Debit v

[Cantinuel [Cano&l]

4. Enter details for the recurring payment and SAVE

g+ Recurring Payment Edit
New Recurring Payment

Recurring Payment Edit | save | | save & New | | Cancel|

Information

Contact I|| Qﬂ Payment Amount I| |

Recurring Payment Name I| Currency AUD ¥

|
|
Merchant Facility I Click .FODR:I'Jp icon.. Qﬂ (1] Freight | |

Qi Freaueney || None- v

Last Attempted Date/Time | |

Payment Form I |

Bank Account Name I |

Financial Institution | Transaction Generated o

BSB Ho. I| Last Subscription Issue Purchased | |
Account No. I| Last Payment Date l:l [ 30/07/2014

|
|
|
Institution Address | | Retry Attempts | |
|
|
|

Statement Text |

Next Payment Date |:| [ 30/07/2014

Recurring Payment Status I| _Nene— = Payment After Next Payment Date l:l [30/07/2014

Account | Payment Day
Campaign | Payment Month

Account Subscription |

End Date |:| [ 30/07/2014

g e e P

Contact Subscription |

Record Type  Direct Debit

[ save | [sove & ew] [Cancel
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How to make an additional payment to a recurring
payment (Token Charge)

Organisations may have a need to make an extra charge to a persons card. This can be done when
prior permission is gained and your terms and conditions specify that you are able to do this.

Examples:

* A person sponsoring a child may wish to give an extra gift for that child's birthday
* Arental organisation may need to charge if equipment is damaged or goes missing

The Credit Card Token Payment uses the previously authorised token that is stored and then a
Payee Signs up for a Regular Payment, or a Payment that the uses the Once-off Authorise
Frequency or the Card Details were previously tokenised with the "Card Update" button on the
Recurring Payment.

1. Navigate to the Recurring Payment tab

nts  Merchant Facilities Payment Txn's Manual Payments RE=ihReE G

@ Recurring Payments

4 Home

View: | || v || Got | Edit| Create New View
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2. Find the recurring payment for the individual

ants Merchant Facilities Payment Txn's Manual Payments RIEETGTDEEETHEE

v Recurring Payments

£ Home

View: | Al v || Got | Edit|Create New View

Recent Recurring Payments

Campail Date Establishe

Recurring Payment Name

Another loan Charles Latrobe

Bob Barker donations DEMO Appeal Seashepherd Bob Barker
Loan Repayments Sea Shepherd Charles Latrobe
maonth James Bond

3. Select the Credit Card Token Payment button

g+ Recurring Payment C
4. Another loan

« Back to List: Recurring Payments
Pavment Txn's (01 | Opportunities (o] | Motes & Attachments (01

Recurring Payment Detail Edit [Credit Card Token Payment | JUpdate Card netails] [Update Expiry Date

* Information

Contact  Charles L atrobe Payment Amount  550.00
Recurring Payment Hame  Another loan Currency  ALD
Merchant Facility ~DEMO FACILITY Freight
Payment Form 1. Cnline Pavment Expiry Reminder
Recurring Payment Status Active Frequency Fortnightly
Account Last Attempted Date/Time
Campaign Transaction Generated
Credit Card Type  Visa Retry Attempts
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4. Enter details for the payment and Confirm

ts Merchant Facilities Payment Txn's Manual Payments RBESTGLHHEETTGENEN  Subscription Groups  Account

4 Credit Card Token Payment

Payment Details

Regular Payment Details

This option uses the recurring payment token to make an additional charge to the Card Holder.
Before using this option, ensure that you have the Card Holders permission and that they have
previously agreed to your Terms and Conditions allowing for this additional charge.

Account  Charles Latrobe
Contact  Charles Latrobe

Payment For | Eyira payment required for extra settlement supplies and a nice pair of boots.

Amount 100

Currency  ALD
G5T  $10.39

Surcharge ' $2.24

Total Amount Charged F114.24

¢) dps | paymentexpress

Privacy Policy
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How to set up recurring payments for invoicing

(Payment Schedules)

Payment schedules provide the ability to set up a schedule of payments notifications for customers.

For example, a customer may need to pay 6 monthly installments of $100 each and they don’t want
to always pay for this by credit card. To cater for this, a Payment Schedule would be setup using the
Recurring Payments tab and then creating a new entry with a record type of Payment Schedule. On
the payment record you would enter the amount, payment frequency and other details, such as

payment method options.

The background “Recurring Payment” processor would generate a new Payment Txn record and a
new URL token on the date the next payment is due.

The workflow "Send Payment Schedule Invoice" emails details of the next payment due and includes
the “Pay Now” link for payment by Credit Card. If the Payee mails in a cheque/money order or EFT's
the payment then you simply locate the payment and press the Payment Received button to

acknowledge receipt.

1. Navigate to the Recurring Payments tab

1ients  Merchant Facilities Payment Txn's Manual Payments I Recurring Payments

oY Recurring Payments

A Home

View: | Al

v H{;c-' | Edit] Create New View

Recent Recurring Payments

Recurring Payment Name Campaign
Bob Barker donations DEWMO Appeal

(hew

Account Contact Date Establishe
Sea Shepherd Bob Barker

Loan Repayments

manth

User Manual

Sea Shepherd Charles | atrobe
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2. Select the New button

ants Merchant Facilities Payment Txn's Manual Payments JQRESTGLORSET UGN £

oY Recurring Payments

£ Home
View: |AII v H Go! ] Edit| Create Mew View
Recent Recurring Payments lm'
Recurring Payment Name Campaign Account Contact Date Established
Bob Barker donations DEMO Appeal SeaShepherd Bob Barker
Loan Repayments Zea shepherd Charles Latrobe
maonth James Bond

3. Select 'Payment Schedule' from the drop down menu and Continue

nts Merchant Facilities Payment Txn's Manual Payments RCHEThh RTINS

E; » Hew Recurring Payment

Select Recurring Payment Record Type

Select a record type for the new recurring payment. To skip this page in the future, change your

Select Recurring Payment Record Type

Record Type of new record Il Payment Schedule v |

Continue | |Cancel|
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4. Enter details for the recurring payment and SAVE

g+ Recurring Payment Edit
New Recurring Payment

Recurring Payment Edit
Information
Contact
Account
Recurring Payment Name
Merchant Facility
Payment Form
Recurring Payment Status
Campaign
Account Subscription
Contact Subscription

Payment Method

User Manual

[save | [sve a hew] [canest]

||| |ay Payment Amount
| | Gﬁl Currency
|| | Freight
I Click lookup icon. .. ENIEY Frequency
|| | 1) Last Attempted Date/Time
I [Nane~ v Transaction Generated
| | Q) Retry Attempts
| | Last Subscription Issue Purchased
| | Q) Last Payment Date
Availat_:le - @ Chosen - ST

Credit Card |

Senatypos v/ L :

[save] [save 8 pew] [cancel

(c) AAkonsult Pty Ltd 2014

Payment After Next Payment Date
Payment Day
Payment Month

End Date

| |
| |
|:| [ 2000712014
|:| [20/07/2014

[ 13007201
[ 130072012
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How to manager recurring payements for invoicing
(Payment Schedules)

Payment schedules provide a way of regularly sending payment requests (invoices) to persons that
are on a recurring payment schedule, such as subscribers, members or regular donors.

1. Payment Schedules Overview Flow

e d JNline Credit Card

Setup Payment Recurring
-.';Ehsd:.lle- — Payment Cm . Batch Processor
- Processor

e

_F

The diagram above shows an overview of the process with details of each step described in the
following sections.

2. Payment Schedules Setup

For creation of a new Payment Schedule, please refer to: How to set up recurring payments for
invoicing (Payment Schedules
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3. Recurring Payment Processor

lzJhZZjhg29XQ2gnhapuwxlDzy AZQO2FRPSdgBzVesOkzbdUONzmOU

¥ Batch Payments Processors

Recurring Payments Processor Status Stoppe Last Recurring Payment Run
PReg
Bun Nd
MNext Run Time
Batch Payments Processor Status Stopped Last Batch Processor Run  3/04/2015 10:56 AM

Eun Now
Next Run Time

The Recurring Payment Processor will check for all Recurring Payments, including Payments
schedules that are due to be charged on or before todays date.

For Recurring Payments of record type Payment Schedule, a Payment Txn record will be created
with a status of “Payment Schedule Start”.

The Recurring Payment Processor only needs to be started the once. This can be done by pressing
the Start button the Merchant Facility Tab. Once started, it will run every day at 1am. You can press
the “run now” link if you wish to run it straight away.

4. Batch Processor

Paykal AFl Signature A~
lzJhZZjhg29X Q2 gnhapuwxlDzy AZO92FRFP5dqBzVes OkzbdU OMNzmOU

¥ Batch Payments Processors

Recurring Payments Processor Status | g Last Recurring Payment Run
pped
Eun Now
Next Run Time
Batch Payments Processor Status Stopp Last Batch Processor Run  3/04/2015 10:56 AM
BEun M

Next Run Time

The Batch Processor is an automated process that runs every 10 minutes once started.

To start, press the Start Button next to the “Batch Payments Processor on the Merchant Facility”.
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The Batch Processor changes the status from “Payment Schedule Start” to “Awaiting Payment”.
This will trigger a workflow to email out an invoice to the payee.

5. Invoice is sent

A PDF Invoice is emailed to the payee. Should the Payee not have an email address on file, then
the invoice will be sent to the default receipt address as setup on the Merchant Facility. This will
enable staff to print the invoice out and mail it.

The body text of the invoice is maintained on the Payment Form record in the “Membership Renewal
Text”.

5.1 Workflow that sends the invoice

View: | All Workflow Rules v| Create New View

Personal Setup
alBlc|p|E F GglH|[I[J/K|LIM|N|O|P|a ulv w|x|v|z]|other|an
[*/ My Personal Information

[» Email New Rule

[*/ Import Action Rule Name T Description Object Active
[ Desktop Integration Is triggered by the Annual Statement Send button on the Campaign. Campaign
[»| My Chatter Settings Edit | Deactivate ﬁ Send Annual Statement Sends the Visualforce Mass Annual Statement Email when the status is changed to Member v
[+ My Connected Data Statement Send
Edit| Deactvate oy Send Client Direct Debit Signup After a new cnline Direct Debit Facility has been applied for, send the customer details on Recurring 7
it | Deactivate forms what they need fo do next in order fo have their facility activated. Payment
App Setup Edit| Deactvate - SendInterim Refund Noification Activate this method if you are not using the instant refund notifications. This will email details Payment Tan v
[» Customize it| Deactivate - of the refund confirmation to the online payer.
Create ) : Activate this method if you are not using the instant receipts. This will email details of the
2ENnd Interum ~eceipt : "
Apps Edit | Deactivate ¥, Send lnterum Receigt payment confirmation to the online payer. Payment Txn v
Custom Labels N " ‘When the online Payment Method is Invoice Me, Pledge, Send By Post, Bank Transfer etc.
Send Fay Later Instrctions N :
Objects Edit| Deactvate ¢ SendPav Later Instrucions then send details to the person making the order/donation. Payment Txn v
Packages Edit | Deactvate E Send Pavment Schedule Invoice ] ‘When a Payment Schedule Recurring Payment is generated, this workflow will send out an Payment Txn v
Report Types invoice asking for payment.
Tahs Edit | Deactivate ﬁ send Receipt Automatic Use this option to automatically send receipts once a payment (Online or Manual) is made Payment Txn v
Action Link Templates New! ) ! This workflow rule if you wish to manually control when receipts are sent out, or use the
[»| Global Actions Bdit | Deactivate ﬁ Send Receipt Manual payments listview - Receipting button Payment Txn v
& Workflow & Approvals . Should a Recurring Payment be attempted more than the maximum number of retry times,
Send Recurring Payment h A N ; 3 Recurring
Edit | Deactivate the card will be putinto a suspended status. This workflow rule sends a notification of this v
l Workflow Rules l h Suspended Alert update Payment
) ; Change the status to 1st Reminder due. This will then trigger off the time based workflow to _—
- Edit | Deactivate li'-, set 1st Reminder Due email out the reminder Subscription
Process Builder ) ) When receipting complete, update status to Matching Start. This will only happen when the
Sethalching Stan n X
Tasks Edit | Deactivate ﬁ set Matching Start background matching processoris not running. Payment Tin v
Email Alerts ) } : " This option is used when the AAkonsult Payments PDF receipts or Interim Receipting is not
Field Updates Edit| Deactivate & skip Receiot Automatic used, but you still wish to have the matching/reconciliation process. Payment Txn v
Outbound Messages Subscription 1ssue Mailout Subscription
Post Templates Edit| Deactivate (%, Generation Notification of ‘Subscription Issue Mailout Generation Mofification of Completion lssue v
Completion
Seftings
Subscription Issue Payment Subscription
[+ Develop Edit| Deactivate % Generation Notification of ‘Subscription Issue Payment Generation Motification of Completion e v
& Completion

Schema Builder Show me fewer & records per list page

The workflow that sends the invoice can be maintained at: setup > Create > Workflow & Approvals >
workflows.

Then click into “Send Payment Schedule Invoice”.
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5.2 Invoice Email Template

[ Search All Setup Ql AAanSUIt Payments Help for thiz Pa

Expand All | Collapse Al

Below is a list of all your email templates in the folder selected. Click the new button to create a new text, HTML, Custom, or Visualforce email template. You can us:
Salesforce1 Setup these email templates when sending single emails. For mass emails, only text, HTML, and Custom templates may be used.

Fojder |A.Akon5uIlPaymenIs v‘ Ed \eje Mew Folder
Force.com Home e
AECDEFGHI.IKL|RSTUVWXYZOth

System Overview New Template

Action Email Template Name +  Template Type Available For Use Description Author Last Modified

Personal Setup Edit| Del IJ_"I Pay Later Instructions Text v Used when Payment Method is Invoice Me, Pledge, Send By Postetc.  JChal  3/04/2015
[»] My Personal Information Edit| Del % Payment Receipt vo ce v Email with PDF Receipt Attached JChal  3/04/2015
Email
2 Edit| Del ~~§ Payment Schedule Invoice alforce v Email with PDF Invoice Aftached JChal  3/04/2015
My Email Settings

My Templates
AlB|/c|D|E|F|G/H[1[J/K/LIM/N|O/P|Q /R[S |T|U|V W X|¥Y|Z Ot
Wy Stay-in-Touch Settings

My Mass Emails

[ Import

(v Desktop Integration
[v] My Chatter Settings
[¥] My Connected Data

1. The actual email template sent can be maintained under setup > administration setup >
Communication templates > email templates, or under Email > My Templates

Select AAkonsult Payments Folder

Select "P" for templates beginning with "P"

Then click into the email template “Payment Schedule Invoice”

LN

6. Receiving Payments

There are a few different ways that payees can choose to Pay. Details are in the section below.

You may also wish to review procedure: How to set up 'Checkout & Pay Later' option and Import
Files
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6.1 Online Credit Cards

Dear .

Thank vou for your custom. please find attached vour PDF Tax Invoice.
You will need a PDF reader to open or print vour receipt (available free from
www.adobe.com).

To pav vour invoice online. please cli ay Now

Kind regards,

AAkonsult Pty Ltd
POBox 173
Williamstown VIC 3016
Anstralia

P:03 9397 0443

F:03 BO&D 6635

The invoice link being sent out includes a “Pay Now” link.

This link will take the payee to an online credit card payment form where their details and amounts
will be pre-populated and they can pay by credit card.

6.2 Manual Payment is Received

A Payee could mail in a Cheque, organise a Money order, bank transfer funds or similarly pay the
invoice. The Payment Txn is located and is marked as Payment Received.

Please see the "Pay Later Payment Received" section of How to set up 'Checkout & Pay Later'
option

6.3 Import File

The import file process allows for Payments to be uploaded into AAkonsult Payments from a CSV
file. For Payment Schedules / Invoicing process, the import file (BPAY) has some special processing
to matching imported details with Payment Txns created as part of the Recurring Payments
Payment Schedules Process.

Please review the Import Files procedure, in particular:

(c) AAkonsult Pty Ltd 2014 Page 205




User Manual

Refunds

User Manual (c) AAkonsult Pty Ltd 2014 Page 206




User Manual konsult
[ PAYMENTS

How to refund Credit Card or PayPal payments

* Refunds can be given for any credit card or PayPal transaction

* The maximum amount that can be refunded is the amount of the original transaction. This is
the sum of all refunds for that the original transaction.

» Credit card numbers are not required because the details are calculated from the tokenised
details from the original transaction.

* Refunds are designed to work with the Salesforce Workflow Approvals. As this process is
unique for each organisation, workflow approvals need to be setup by your administrator or
you can engage AAkonsult Professional Services for help - email info@aakonsult.com.

For a simple approval process to manage approvals, see How to setup a Simple Refund
Approval Process

NOTE: The refund does not happen until the "Approved" checkbox has been selected or updated by
a workflow rule.

1. Navigate to the Payment Txn's tab

ents Merchant Facilities Man

Payment Txn's

Q Home

2. Search for the transaction with any field using the alphabet

Q (Al v | Edit| Delete | Create New View

[Change Owner”Authorisation Complete][ Payment Re{:eived][(;enerate Receipts ][Cont&c‘t Re{:onciliationl

[] Action Payment Txn No Bank Deposit Acc... Bank Deposit Date Total Amount Cha. Cardholder Name + ayment Confirm...
[ Edit | Del| a BAY-0000012 DEMO Savings Acc... 24/07/2014 $695.64 Banjo Patterson 174458
[ Edit | Del| a PAY-0000021 DEMO Savings Acc... 30/07/2014 $1.00 Bob Barker 16260815d3cad10...
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3. Select transaction to be refunded

User Manual

Payment Txn
&5 PAY-0000012

- Show Feed

« Back to List: Payment Txn's
Refund Txn's [0] | Recurring Authorigations [0] | Open Activities [0 | Activiby His
Error Li

Payment Txn Detail Refund || Receipt

w Contact Information
Membership ld
Title Mr
First N\ame  Banjo
LastName  Pafterson
Receipt No. 0000013
Account  Banjo Patterson
Receipt Email  carol@74demo.com
Membership Next No. 000013

Transaction Source  Checkout
Method of Payment  Credit Card
Survey Response
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4. Select the Refund button

Payment Txn
&5 PAY-0000012

J- Show Feed

« Back to List: Payment Txn's
Refund Txn's [0] | Recurring Authorizations [0 | Open Activities [0 | Activit
E

Payment Txn Detail l@l m

* Contact Information

Membership Id
Title IMr
First M\ame  Banjo
LastName  Patterson
Receipt No. 0000013
Account  Banjo Patterson
Receipt Email  caroli@74demo.com
Membership Next Ho. 000013

Transaction Source  Checkout
Method of Payment  Credit Card
Survey Response
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5. Enter details for refund and select CONFIRM

&9 Refund Payment Details

(confirm) [cancel]

Refund Payment Details

Original Amount Charged 695 G4
Payment Source  Credit Card
Credit Card Type  Visa

Contact  Hanjo Patterson
Expiry Date 0712016 (MMAYYYY)
Refund Amount (GST) o
Inclusive ||5[][] | u
Refund Reason I| Over Payment - i°|
Approved I,°|I

Refund Description | m priced at $195.64] o

¢) dps | paymentexpress

Privacy Policy

(confirm) [cancel

1. The refund cannot be more than the amount paid
2. Reason for Refund
3. The refund will not proceed if the Approved checkbox is not ticked
4. A valid reason must be entered
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6. Check refund transaction

Payment Txn
&% PAY-0000025
Custemize Page | Edit Lavou
- show Feed

« Back to List: Payment Txn's
Notes & Attachments [07 | Error Logs [01 | Pavment ltems [0]

Payment Txn Detail

¥ Refund Information

COriginal Payment  PAY-0000012 Cardholder Name  Banjo Patterson
Refund Reason  QOver Payment Credit Card Type  Visa
Transaction Source  Refund Credit Card No.
Method of Payment Credit Card Total Amount Charged 5500.00
Refund Description  |tem priced at $195.64
Tax Calculation  Amounts Include Tax Bank
Tax Code  G3T Account No.
Tax Amount 545 45 BSB Ho.
Total Amount 5500.00 Cheque Number

Banked Amount  $0.00

Ho. of Subscription Days 0
Approved v
Receipt Ho. 0000026

Currency FJD
Survey Response

When checking the transactions you need to check the status for "Receipting Complete" or
"Matching Complete". If the status is "Refund Start", then make sure the "Approved" checkbox is
selected and refresh the browser as it can take a few moments for the request to complete.
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How to refund a Manual Payment or Direct Debit

* ltis the responsibility of the user to ensure the sum of all refunds do not exceed the original
transaction amount. A check exists to ensure any single transaction does not exceed to
original payment amount.

* Refunds are designed to work with the Salesforce Workflow Approvals. As this process is
unique for each organisation, workflow approvals need to be setup by your administrator or
you can engage AAkonsult Professional Services for help - email info@aakonsult.com.

For a simple approval process to manage approvals, see How to setup a Simple Refund
Approval Process

NOTE For Direct Debit Refunds: It is important to note that the refund transactions are for internal
purposes only and WILL NOT be included as a reversal in future Direct Debit processing. You must
get the refund to the payee by other means

1. Navigate to the Payment Txn's tab

nts Merchant Facilities |' Payment Txn's | R\ ETIN
Q Al v | Edi

[Change OwnerHAuthorisation Complete" Payment Rec

2. Select 'All Manual Payments’ or 'All Direct Debits' from the pick list

‘29 | All Manual Payments v | Qdit | Delete | Create Mew View

[Chang& Dwner"huthorisation Com plete” Payment Heoehred”{;enerate Receipts ]E

[|  Action Payment Txn No + Status First Hame
O Edit| Del |0 PAY-0000001 Matching Complete Sam
O Edit| Del |° PAY-0000005 Matching Complete Sam
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3. Select the payment to be refunded

q |AII Manual Payments v | Edit | Delete | Create MNew View

[ChangeOwner”Authorisation Complete"Payment Reoeived"(;enerate Reoeipts”Contact Reoonciliationl [E] AlB[C|D RE

] Action Payment Txn No + Status First Hame Last Hame Contact

) Edit|Del | €9 PAY-0000001 Matching Complete  Sam Simen Sam Simen
) Edit|Del | €9 PAY-0000005 Matching Complete  Sam Simon Sam Simen
) Edit|Del | € Matching Complete  John Batman John Batman

Note: The status of the transaction must be either Receipting Complete or Matching Complete.

4. Select the Refund button

Payment Txn
& PAY-0000026
Customi:

- Show Feed

« Bachk to List: Payment Txn's
Refund Txn's [0] | Recurring Autherizations (01 | Open Activities (0] | Activity History [01 | Motes & Attachments [01 | Account Sub:
Pavment tem Group [01 | Payment tems [01 | Error Logs [0]

Payment Txn Detail Proc:ess Manual Paymentl [Payment He-c:enred] [He-oeiptl

w Contact Information

Membership Id Qoooy Phone

Title  Mr Mobile Phone

First Name  John Email
Last Name  Batman Receipt Email  car

Receipt Nao. 0000027 Biller Code

Account  Melbourne Establishement

Transaction Source  Manual
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5. Enter details of refund and select the Confirm button

&9 Refund Payment Details

Confirm] [cancel

Refund Payment Details

Original Amount Charged  §300.00
Payment Source  Manual Payment
Contact  John Batman
Bank
BSB Ho.
Account No.
Cheque Humber

Refund Amount (G5T) I|3UU |
Inclusive

Refund Reason I| Payment in Error v

Approved

Refund Description

This payment was not required

¢) dps  paymentexpress

Privacy Policy

]

+ ltis the responsibility of the user to ensure the sum of all refunds do not exceed the original
transaction amount. A check exists to ensure any single transaction does not exceed to
original payment amount.
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6. Check refund information

Payment Txn

&5 PAY-0000027

M- Show Feed

« Back to List: Payment Txn's

Payment Txn Detail

konsult
| PAYMENTS

MNotes & Attachments [0 | E

¥ Refund Information
Original Payment
Refund Reason
Transaction Source
Method of Payment
Refund Description
Tax Calculation
Tax Code
Tax Amount
Total Amount
Banked Amount
MHo. of Subscription Days
Approved

Receipt No.

PAY-0000026
Faymentin Error
Manual Refund
Cash

This payment was not required
Amounts Include Tax
GST

527 27

§300.00

§0.00

0

oooooza

Currency

Survey Response

When checking the refund transaction, you need to ensure the status is either "Receipting
Complete" or "Matching Complete”. If the status is still at "Refund Start", then make sure the
Approved checkbox is ticked and/or wait a few moments and then refresh the screen.

7. Arrange refund payment - cheque or bank transfer.
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How to setup a Simple Refund Approval Process

Refunds have been designed to work with a refund approval process. To facilitate some options with
approvals, the design is to use the “Approved” checkbox. Once this is set, the refund transaction will

occur.

1. Set Approval checkbox field level security

In order to make effective use of the Approvals process, you should change the field level security
for the users that should not have access to actually approve a request to make this field read only

and for approver's make this read/write (updatable).

A simple way to assign the right permission is by assigning a permission set to the user:

+ “AAkonsult Payments Standard Users” to those users that can request a refund, but

cannot approve it
+ “AAkonsult Payments Admin Users” to Approvers.

Another option is to set the profile - Payment Txn Object Field Level Security for field "Approval".
Please consult the Salesforce online help for Field Level Security (FLS) for more information.

1.1 Assigning Permission Set to a user

Mobile

Email Encoding

Employee Number

Start of day

End of day

Used Data Space

Used File Space

Last Login

Last Password Change or Reset

Created By  Jeff Challis, 9/03/2013 7:56 PM Modified By

Edit || Sharing | | Change Password

General US & Western Europe (1S0-8859-1, ISO-LATIMN-1)

5:00 AM

10:00 PM

271 MB [View]

27.3MB [View]

5/04/2015 1:25 PM

12/07/2013 312 PM

Jeff Challis, 21/03/2015 11:59 AM

Edit Assignments

Permission Set Assignments

Mo records to display

Permizsion Set Aszsignments Help (7

@Pennission Set License Assignments |,°,1 Edit Assignments

Mo records to display

Permizsion Set License Assignments Help (7

Assigned Mobile Devices

Device Address Operating System Salesforce Classic Version

Last Registration

Assigned Mobile Devices Help (7

Connection Status
—

Locate the user you wish to assign the Permission Set to. This is located under setup > Manage

Users > Users. Click into the user to show details.
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1. Once you have clicked into the user detail, scroll down the screen to the "Permission Set
Assignment Related List"
2. Click on Edit Assignments

1.2 Assign Permission Set

Permission Set Assignments

Jeff Challis
cone
Available Permission Sets Enabled Permission Sets
o JAAknnsuIl Payments Admin Users ” -Mone-- ”
Alkonsult Payments Sites
Ablkonsult Payments Standard Users @Md
Remove
W W

( ; EaleT)

1. Select the Permission Set you wish to assign
2. Click the right arrow to add
3. SAVE

2. Approval Workflows

There are two general options for setting up approval workflows:

1. A comprehensive approvals process can be setup using the Workflow and Approvals
Approvals flows feature of Salesforce. This allows for multiple levels of authority and
alternative approvers should someone be away. You will need to consult the Salesforce
online help for more information on this, or engage AAkonsult Professional Services
info@aakonsult.com

2. A simple flow might just involve sending an email to say finance and they then approve the
refund. Please see the step below for how to set this up.

User Manual
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2.1 Simple Approval Workflow - activate

System Overview
View: | All Workflow Rules v| Create New View
PETSOHZ|5E'IUP A/B/C|/D/E|/F G|/H I/J KL MNOPQR|S T U|V W X|Y| Z| Oter Al
[*| My Personal Information Hew Rule
[+ Email Action Rule Name * Description Object Active
[+ Import
’ For erganisations that need to get their card holders expiry date details for recurring payments,  Recurring
N q Payi piry B ;
[*/ Desktop Integration Edit| Deaclivate +*; Recurring Payment Card Expi this workflow will remind you of when to follow up. Payment
[*] My Chatter Settings
’ Should a card be declined during a recurring payment send out an alert to internal staff so they
Recumng Payment Error p
(¥ My Connected Data Edit | Deactivate #: Recuring Payment Error can follow up the reasons for the failure. Payment Txn v
Remind Payment Administrators if a Recurring Payment Schedule has been stopped, but not
restarted within 24 hours
SBEESINE Edit | Activat ri‘l Recurring Payments Restart Reminder [ADD Merchant
B3] Customize It Activate TIME BASED WORKFLO UPDATE: Facility
f Add time based workflow - 1 day after rule trigger
- Email Alert: send reminder that Recurring Payments Processor has been st
e This is a sample simple approval request. More comprehensive approvals can be setup using
Custom Labels
P I Edit | Adivate %, Refund Aproval workflows & approvals. See Salesforce online help. Payment Txn
je

Packages This workflow needs to have the email recipient(s) updated to approvers.

Report Types

Tabs alplc|plelFle|n/1/s k/L/m/njo rlalR|s|TIulv|w|x| v|z|oter &l

Action Link Templates Mew!
[+ Global Actions
B Workflow & A

Workflow Rules

Approval Processes
Flows

Process Builder
Tasks

Email Alerts

Field Updates
Outbound Messages

Post Templates @ Chat |

To use the prebuilt workflow approval, you will first need to activate it.

1. Locate the workflow rule under setup > create > workflow and approvals > workflow rules
2. Activate is “Refund Approval”
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2.2 Simple Approval Workflow - Locate Approval Email

R RS HEIp TOr IS Fage &

Refund 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 Clone | | Activate
Rule Name  Refund Approval Object  Payment Txn
Namespace Prefix ~ AAKPay Evaluation Criteria  Evaluate the rule when a record is created, and any time it's

edited to subsequently meet criteria

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 EQUALs Refund) awD (Payment Txn: Lpproved Ecuals False) awD (Payment Txn:
Start)
Created By  Jeff Challis, 3/04/2015 11:50 AM Modified By  Jeff Challis, 3/04/2015 11:50 AM

Status EquAaLs Refund

Workflow Actions

Immediate Workflow Actions

Type
Email Alert Send Refund roval Email request

Time-Dependent Workflow Actions See an example

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

Click into the detail of this workflow rule "Refund Approval" then click on the “Send Refund Approval
Email request”.
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2.3 Simple Approval Workflow - Assign Approver

Edit Email Alert

Send Refund Approval Email request (Managed)

Create an email alert to associate with one or more workflow rules, approval processes, or entittement processes. When changing an email alert, any modificatic
or entittement processes associated with it.

‘ |i'-| This Email Alert is managed, meaning that you may only edit certain attributes. Display More Information

Email Alert Edit l..o.ﬂsm] | Save & New | | Cancel
Edit Email Alert

Description |Send Refund Approval Email request
Unique Name I Send_Refund_Approvi ||
Namespace Prefix ~ AAKPay

Installed Package  AAkPayments
Object  Payment Txn

Email Template | Refund Approval | &
Protected Component |:|

Recipient Type ISearch:|user v| for.l':\o/ Fin.d‘
Recipients L. L
Available Recipients Selected Recipients
|User JeffChallis ~ Account Owner ~
Remove
L W

Click Edit on the Email Workflow, then:

Enter the name of the approver, then press FIND button
select the approver

Use the right arrow to assign the approver

Press SAVE button

LN =

2.4 Simple Approval Workflow - Usage

To use this workflow process:

+ a refund requestor locates the Payment Txn they wish to refund, presses the Refund button
and enters the details and press Confirm
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» The workflow sends an email to the Approver. The Approver opens the emails and click on
the link to review the request in Salesforce

» The Approver then presses the Approve Refund button if they are happy with the request.
This will then process the refund.
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How does Event Management work?

AAkonsult Payments Events Module allows organisations to create events such as training,
seminars, marketing activities etc. where person(s) can acquire tickets and register for these events.

You may need to activate the page layouts for event management before creating an online payment
form for your event (campaigns). You can customise the form to suit your event and the information
you need from participants. The event can be shown in a calendar format on your website.

The events module utilises the Salesforce CRM Campaign modules to define core event details such
as name, location and information about the event. The Campaign can be marked as “Publish on

the web” and this will show the event on a public facing calendar where attendees can view details
register and pay.

1. View event flowchart

Cptions

_'_' L

J'

Register indnddual

Allendeas

2. Running Events Overview

As attendees book and pay for events, their details are recorded as Campaign Members.

For some ticket types, its likely that one person may purchase more than one ticket. To cater for
this, a field on the Campaign Members object contains the number of booked tickets. In addition,
another field called “No. of booked tickets” is automatically populated when the Campaign Member
status matches the Payment Form Campaign Member Paid Status.

If the attendee cancels, the simply changing the status to a different value will free up the tickets and
make more available.
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It is important to ensure the status setup on the Payment Form entry exists as a valid Campaign
Member Status. AAkonsult recommends installing the free “AAkonsult Campaign Member Status”
program from the AppExchange for easy management of status’s.

On the Campaign Object, the “No. of Booked Tickets” field contains a count of the Campaign
Member “No. of booked tickets” (ie, the total number of tickets allocated/sold).

3. View examples of Event form layout
3.1 Calendar View

m s February 2013 month

Sun Mon Tue Wed Thu Fri Sat

pemo evenz [
Wed 6 Feb 2013

GO0 AM - 11200 AM
Afkonsult Organiser

3 F s

L] 20 21 k] 23
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3.2 Booking form

DEMO Event When & Whers
Sardwrdiey 25 Marck F00 5, OF 00 AN - 05 30 P Wilkarn i “*!lﬁiﬂ' !

Volunteer Training “""l""

STk g wilh 3 vy oISkt hEes maibie

Thig: pacon i Beiug Bom S Campagn Tab and cn indude pictune s, URLE and
I dimaiing

Fiease emter your regpsrraton detads below. | m J

First Aame —

Lagy haeng

Orgoasanosld

Ervicnl

Fhont

Mobi Fomt

.
Adprrull Py LIg G
T Chalin -
03397 gddd
PO Bam 175

Villamalown YIC 3016
Ok Hosars Bam - Spm, MossFl

s ND . el ¥ §0.00 evel SET = S0.00
o t-for peofie/student x 3
[ o Member v 150,00 evel GST = $0.00
[ o Moe Member v £ 20000 el G5F = $0.00
Tatal Amount Fayable = §0.00
Caontinue
3.3 Booking form (second example)
O WY B | [LE ey
Y 1 LT i o
f j‘ I
THE CRUNCH !__I i
Sy H
B[k
B ] L L] f i [ h
ey gt g Lt = kbl S
e L N, WE 3008
- el
b e bt |
drtredaa funsi
P antas gt 54 4o B 0¥ 1t gty
Sy 1T E = [ ——
Pt T e
o tams 1 et
- — e
- — P o, o
P I e
e E—
=
=d
Bt masess,
<] hamaan - [
=
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How to activate Event screens (Campaign Page Layout)

To be able to view Event screens for AAkonsult Payments you will need to customise the page
layout for the Campaign tab.

As an alternative option to using the AAkonsult Payments Page Layout described in this section, you
can edit your existing Campaign Page Layout and drag/drop the required AAkonsult Payments fields
onto it.

1. Navigate to Setup > App Setup > Campaigns > Page Layouts

App Setup

B Customize

[»| Tab Names and Labels

[*| Home

[*| Activities

B Campaigns
Fields
Related Lookup Filters
Validation Rules

Triggers
REE

Compact Layouts
Search Layouts

2. Select Page Layout Assignment button

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 see by default.

Campaign Page Layouts tiew [(Page Layout Assignment |
Action Page Layout Name Installed Package Created By
Edit | Del i—, AtkPayments Campaign Layout AtkPavments Jeff Challis, 3M10/2013 6:00 PM
Edit| Del Campaign Layout Jeff Challis, 10/05/2013 6:14 P
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3. Select the Edit Assignment button

Page Layout Assignment

Campaign

The table below shows the page layout assignments for different profiles.

Edit Assignment

Profiles Page Layout
Contract Manager Campaign Layout
Custom: Marketing Profile Campaign Layout
Custom: Sales Profile Campaign Layout
Custom: Support Profile Campaign Layout
Gold Partner User Campaign Layout
Marketing User Campaign Layout
Partner i in User Campaign Layout
Partner ity User Campaign Layout
Partner User Campaign Layout
Read Only Campaign Layout
Service Cloud Campaign Layout
Silver Partner User Campaign Layout
Solution Manager Campaign Layout
Standard User Campaign Layout
System Administrator Campaign Layout

4. Select AAkpayment Campaign Layout from the drop down pick list

Edit Page Layout Assignment

Campaign

The table below shows the page layout assignments for different profiles. Use SHIFT + click or click and drag to select a range of adjacent cells. L
multiple cells that are not adjacent. Then choose a new page layout from the drop-down.

| Save |Canoe|
Page Layout To Use: | AAkPayments Campaign Layout ' 0 Selected 0 Changed

Profiles Page Layout
Contract Manager Campaign Layout
Custom: Marketing Profile Campaign Layout
Custom: Sales Profile Campaign Layout
Custom: Support Profile Campaign Layout
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5. Select the Profiles that will be handling Event Management and
SAVE

User Manual

Profiles Page Layout
Contract Manager AAkPayments Campaign Layout
Custom: Marketing Profile AAkPayments Campaign Layout
Custom: Sales Profile AAkPayments Campaign Layout
Custom: Support Profile AAkPayments Campaign Layout
Gold Partner User AAkFPayments Campaign Layout
Marketing User AAkPayments Campaign Layout
Partner Community Login User AAkPayments Campaign Layout
Partner Community User AAkPayments Campaign Layout
Partner User AAkPayments Campaign Layout
Read Only AAkPayments Campaign Layout
Service Cloud AAkPayments Campaign Layout
Silver Partner User AAkPayments Campaign Layout
Solution Manager AAkPayments Campaign Layout
Standard User AAkPayments Campaign Layout
System Administrator AAkPayments Campaign Layout

[Seve ) cancer

Hold down the Ctrl key when selecting.
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How to set up an event form and tickets

Events can be set up with three simple steps:

* Event Payment Form
» Ticket Types
* Event Details

1. Event Form
Set up a payment form for your event

1.1 Navigate to the Merchant Facilities tab

s RLUEGELAE=NTGE Payment Txn's Man

Merchant Facility

&Y DEMO FACILITY

« Back to List: Apex Claszes

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

1.2 Scroll down to the Payment Form heading

[ Edit l [Deletel [ Clone l [Suhmit for Approval

Payment Forms [Hew Payment Farm]

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delivery .
Edit | Del 1.0nline Payment Crder v
Edit| Del 2. Membership Membership
Edit| Del 3. Subscription Subscription
Edit| Del 4.Appeal Donation DEMD Appeal
Edit| Del 2.Donation with option of reqular giving Cionation
Edit | Del G.EventTraining Course Event
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1.3 Select the New Payment Form button

[ Edit l [Deletel [ Clone l [Suhmitfor Approval

Payment Forms | Hew Payment Form |
Action Payment Form Hame Primary Payment Form Payment Type Default Campaign Enable Delive
Edit| Del 1.Online Payment Order v
Edit| Del 2.Membership Membership
Edit| Del 2. Subscription Subscription
Edit | Del 4.Appeal Donation DEMC Appeal
Edit| Del 5. Donation with option of reqular giving DConation
Edit | Del B.EventMraining Course Event

1.4 Enter details for Information

Payment Form Edit Help for this Page 0

& New Payment Form
Payment Form Edit

Information

Payment Form Hame Il:l o Enable Donation By (]
Donation By Label  gnation By

| = Required Information

Payment Form Note ‘

£

Merchant Facilif Donation By Options
= I DEMO FACILITY ey \o} e Available - @ Chosen -
Individual I
Company
For Friend i @ e
Primary Payment Form (0] Enable Subscribe To Emails (]
Pre-Authorisation (] eNewsletter Campaign I:l Qj
Payment Type Enable Email Receipt Only O
Enable URL Tokens @ ‘Opportunity Record Type
Enable CAPTCHA Custom Theme Resource Hame I:l
Active Card T s Success URL
pe Available - @ Chosen - |:|
o Visa .
v MasterCard E
American Express Z i
Surcharge Card Ty 1 Previous URL
9 vee Available -~ @ Chosen - |:|
Visa .
MasterCard
American Express = E =
el ] — |
Surcharge Card Type 2 - Checkout Thankyou Message
Available - @ Chosen -
Visa . E
MasterCard E
American Express Z i

Customise to suit your event's requirements
Compulsory fields:

1. Name of your Payment Form
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2. Link to Merchant Facility
3. Types of credit cards

1.5 Scroll down to the Events heading

Event Type  Tickets and Specify All Attendees

Event FieldSet Layout 01

Category  Training
Max No. Tickets Available 30
Max No. Per Ticket Type 20

1.6 Select the type of tickets required

¥ Events

Event Type  Tickets and Specify All Attendees

Event FieldSet Layout (02

Category  Training
Max Now. Tickets Available 30

Max No. Per Ticket Type 20

» Tickets Only - This is a movie style ticket option, eg. buy two tickets and turn up, there is no
need to specify all attendees.

» Tickets and Specify Attendees - This option asks for attendee details if more than one ticket
is purchased.

» Tickets and Specify All Attendees - This option ALWAYS asks for all attendee details, even if
just one ticket is purchased.

» Tickets and Optionally Specify Attendees - This is useful for groups of people, eg. golfing for
a team of four and each of the players are asked for (however, if not all players are known at
the time of booking, then they dont need to be specified.

1.7 Select the FieldSet Layout and SAVE

¥ Events

Event Type  Tickets and Specify All Attendees

Event FieldSet Layout 01

Category  Training
Max No. Tickets Available 30

Max No. Per Ticket Type 20

Note: There are 10 different form layouts to choose from. Please refer: How to customise event
forms.
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2. Ticket Types
Set up the types of tickets for your event

2.1 Scroll down to Payment Options heading and select the New Payment
Option button

Payment Options (icw Payment Option
Action Payment Options Name Status  Display Order Subscription Type Subscription Level Default Price Subscription Length (Months) Frequency
Edit| Del Notfor-profitstudent (free) Contact 12
Edit| Del Member Contact $50.00 12
Edit| Del Mon Member Contact 520000 12

2.2 Select Event from the picklist

Hew Payment Option

&9 select Payment Option Record Type

Select a record type for the new payment option. To skip this page in the future, change you

Select Payment Option Record Type

Record Type of new record I

[Cﬂntin ue] [Can{:el]

Available Payment Option Record Types

Record Type Name Description
Event Events and Ticketing

Subscriber Subscription/Memberships
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2.3 Create your own payment options (ticket types) and SAVE

Payment Option Edit

& New Payment Option

Payment Option Edit [ s.ave] [Saues.Newl [Canoel]
Information
pavinesttons ||5 Event/Training Course | & o HEE(EES I| Members v|
LavECsEOnBos s ||Specia| Member Price |l.°,|l LiKe |2E] |
Minimum No. in Group | | Currency
Status |Active ‘.l o Require Membership No o
Display Order ' [y v o \./l u
Description
Description ' [Eyra special price for members
<
)
1. Payment Options Name - eg Member, Non-member, Front Row
2. Status - should be Active
3. Display Order - appearance order on form
4. Pricing Code
5. Requires Membership No - extra feature to tighten ticket security

3. Event

Set up the event details

3.1 Navigate to the Campaign tab

Campaigns
?E; HDPI:?E

View: | My Active Campaigns v || Go! | Edit| Create New View
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3.2 Select the New button

'b Campaigns
¥ Home

View: | My Active Campaigns ¥ || Go! | Edit| Create New View

Recent Campaigns

Campaign Name

Amazing Event

3.3 Fill in the Campaign Information for the event

'b Campaign Edit )
¥ New Campaign

Campaign Edit [ s.ave] [Save&Hewl [Canc-el]

Campaign Information

Campaign Owner  Carol Challis

R I|Ahkcrnsult Training | 'u,o,n'

Active

TYPe [ yWebinar v

Payment Form |6_ Event/Training Course |E |,°J
status

Expected Revenue ||

Budgeted Cost |

Actual Cost |

Hum Sent |U

Parent Campaign |

|
|
|
Expected Response (%) |U.UU |
|
|
|

URL Token |

Create URL Token O

1. Create a meaningful name
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2. Ensure the event is 'Active’
3. Link the Event Form (just created)

3.4 Fill in Event Details

When
@ StartDate  303/3015 | [7/08/2014] StartTime — [g.qp AM v
EndDate 17/08/2015 | [7/08/2014] EndTime  [430pM v
Event Details

Max No. Tickets Available 30 ‘

Publish onVileb = [¢ ‘e

Eventlame  nagic Tricks with AAkonsult Payments

BVt st tos |Getting the most out of your payments product

Payment Form Text
e BIUe =a =

Getthe most out of your payment product with this intensive week long fraining course that will guide you through all the screens, layouts and workflows to make your
system shine. Did you know that Adkonsult Payments does so much more than just handling payments:

Il
1l
11
"
ll
+
lul

Events, training & conferences
Subscriptions

Memberships

Integration with Shopify
Reports and Dashboards|

1. Check that the Publish on Web checkbox is ticked.
2. Check that the Start Date is on or after today

(c) AAkonsult Pty Ltd 2014 Page 236

User Manual




User Manual

User Manual

3.5 Fill in extra details if required and SAVE

Venue Details

Venue Hame

Street

City
State
Postal Code

Country

Organiser - Contact Us Details

Organisation
Contact

Phone
Fax

Email

Description Information

Description

4. Test

konsult
| PAYMENTS

Big Building

123 The Street

|Me|huurne

VIC

13000

| Australia

|Trainers R Us

61393970443

|infcr@aakun sult.com

(c) AAkonsult Pty Ltd 2014
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4.1 Navigate to the Merchant Facility tab and select the Upcoming Events URL

ts P EeEEHITS Payment Txn's Manual Payments Recurring Payments  Subscription Gror

Merchant Facility

&Y DEMO FACILITY

Pavment Forms [10] | Motes & Attachments [01 | Payment Txn's [10+] | He

Merchant Facility Detail [ Edit l [I}eletel [ Clone ] [Suhmit for Approval

Payment Setting Hame  DEMO FACILITY
Active v
Primary +

Merchant Fee

Site URL  hitpsfaakpavtest-developer-edition.apd.force. ..

Events Calendar URL  hitps:faakpavtest-developer-
edition.ap1.force comiAAkPay  EventsCalendar

Payment Method  Credit Card; Manual
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4.2 Check your form

Magic Tricks with AAkonsult Payments When & Where

Monday 3 August - Friday 7 August 2015, 9:00 AM - 4:30 PM, Melbourne

Cet the most out of wour payment product with this intensive week long training
course that will guide vou through all the screens, layouts and workflows to make
wour system shine. Did vou know that A&konsult Payments does so much more

than just handling payments:

s Ewvents, training & conferences

+ Subscriptions

+ Memberships

+ Integration with Shopify

+ Reports and Dashboards L
" 3e5 =

o

=

E{;
Maprata &}b?_g_-

Big Building

123 The Street
Melbourne, WIC 3000
Special Members Price x $20.00 inc. GST = $0.00 Mon 3 Aug - Fri ¥ Aug 2015
9:00 AM - 4:30 PM

[}] -

Non-Members x $100.00 inc. GST = 50.00

=]
3

Add To Calendar
Total Amount Payable = $0.00

: Contact Us
Primary Contact

Please enter your registration details below. Trainers R Us

) 61393970443
First Name infof@aakonsult.com
Last Name® Specify - Magic Tricks with Adkonsult

Payments
Organisation @
< Calendar
Email
Phone
Maobile Phone
| ' Will Ee Attending @
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How to customise event forms

1. Event form customisation overview

AAkonsult Payments Events Module allows for 10 different layouts to be used. When you setup a
Payment Form for an event, you select which layout you wish to use. For example, you could use:

* 01 Layout for training courses

» 02 Layout for breakfast events (Has extra fields for dietary requirements)

» 03 Layout for a team event (eg. Golf event and has extra fields for handy cap etc.)
* 04 .. 10 for other layouts

AAkonsult Payments Events has made extensive use of FieldSets. This provides organisations with
a lot of flexibility into the information captured or displayed.Some key Fieldsets that used are:

To cater for the 10 different possible layouts, there are 10 FieldSets for each component of the form
that uses a field set. Each of these fieldsets end with a number from 01 to 10.

If for example "02" is selected on the Payment Form - "Event FieldSet Layout" setting, then all
fieldsets ending with 02 are used.

A list of FieldSets used by the AAkonsult Payment module and the object where they can be found
are:

Campaigns

* (A) eventCalendarPopup[01..10]. This is shows the fields on the calendar when clicking on
an event or overing over it.

* (B) eventWhenWhere[01..10]. Shown on the sidebar section “When and Where”

* (C) eventContactUs[01..10]. Shown on the sidebar section “Contact Us”

* (D) eventUpcomingHeader[01..10]. Shown in upcoming events in the date/left hand side
section.

* (E) eventUpcomingDetail[01..10]. Shown in upcoming events in the details/right hand side
section.

Payment Txn

» (F) eventPrimaryContactRegistration[01..10]. Shown on the first (primary) ticket purchaser/
registration screen.

Payment Items

* (G) eventAttendeeContactRegistration[01..10]. When shown, used on the second
registration page where the individual attendees register.

* (H) eventAttendeeSummaryHeading[01..10]. When shown, used on the second registration
page to show a summary table of persons that have been entered.
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Go to Salesforce online training to learn more about FieldSets

2. Setting Which FieldSet number to use

2.1 Locate the Merchant Facility

Yayments PG ELAEHEEES Payment Txn's  Mai

Merchant Facility

-
&5 DEMO FACILITY

. « Back to List: Workflow Rules

Navigate to the Merchant Facility

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.Navigate to the Merchant Facility

2.2 Scroll down to related list for Payment Form and Click into

License Options . Shopify; Direct Debit; Events; Custom Themes; Datatools Kleber
License Expiry Date . 18/05/2015
License Key  B0eY7AagDkgYXOuPQeTNNcsRPQGoy+0/sX0qusSCack=

¥ System Information

Created By  Jeff Challis, 3/04/2015 11:53 AW Last Modified By Jeff Challis, 5/04/2015 2:45 PM
Record Type  Payment
="

Payment Forms Payment Forms Help (2.
Action  Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donation By Enable Donation With Enable Email Receipt Only Enable Payment Options Enable Recurring
Edit | Del 1. Online Payment Order v
Edit| Del 2. Membership v Membership ¥ ¥ ¥
Edit| Del 2. Subscription Subscription v v v
Edit| Del 4. Appeal Donation DEMO eal ¥

5.Donation with option of reqular
Edit| Del uin Donation v v
Show 1 more » | Goto list () »
Notes & Attachments Notes & Atiachments Help (2)

Mo records to display

User Manual
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2.3 In Payment Form update Event FieldSet Layout

¥ Campaign/Appeals

Enable Appeals Default Campaign
Appeals Label Appeal Campaign Member Paid Status Paid
Campaign Type Filter
(1)
Event Type  Tickets and Specify Attendees Side Bar Width 250
Category

Max No. Tickets Available 30

Max o Pe icke ne (]
Event Field Set Layout @

Ewvent Form Layout Options

¥ Subscriptions/Memberships
Enable Payment Options Enable Membership Search
Payment Option Label = Payment Membership Id Label ~ Membership Mo.

BA Lo Ao LSRR Y

1. Scroll down the form to the Events Section
2. In Event FieldSet Layout select a number between 01 and 10. If no number is selected then
01 is assumed.

3. Determining Which FieldSet to update

When looking at which fieldset is to be updated, you need to think about where the information is
shown that needs to be updated.

The following sections show the screenshot and point to the Object where the fieldset is located and
the name of the fieldset.
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3.1 Calendar

O O | today May 2015 week day

Sun Mon Tue Wed Thu Fri Sat
26 27 28 29 30 1 2

Sat 16 May - Sun 17 May 2015

Details
141

10 11 12 13 14 15

17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 1 2 3 4 5 5]

The following FieldSets are used on the Calendar view:
Campaign

1. eventCalendarPopup[01..10] - This is shown when hovering over the event.

3.2 Upcoming Events

o DEMO Event
02 William stown, VIC 3016\—/

The following FieldSets are used on the Upcoming Events view:
Campaign

1. eventUpcomingHeader[01..10] - The date section
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2. eventUpcomingDetail[01..10] - The event detail section

3.3 Ticket Purchase

When & Where

Saturday 2 May - Monday 4 May 2015, 00:00 AM - 05:30 PM, Williamstown

Volunteer Training

Sample training with a variety of ticket types available.

This section is setup from the Campaign Tab and can include pictures,
URLs and text formatting.

0 | Member x $50.00 = $0.00 ©@
0 = Non Member x $200.00 = $0.00 ULz s
PO Box 175
0 + Not-for-profit/student (free) x $0.00 = $0.00 Williamstown, VIC 3016
. _ Sat 2 May - Mon 4 May 2015
0 + | Team of Four x $400.00 = $0.00 09-00 AM - 05.30 PM
Total Amount Payable = $0.00
Add To Calendar

Primary Contact

Please enter your registration details below. e
- Nt AAkonsult Pty Ltd o
First Mame
Jeff Challis -
Last Mame" 03 9397 0443
N 1 PO Box 175
Organisation Williamstown VIC 3016
Email Office Hours 9am - 5pm, Mon-Fri
Phone Calendar
Maobile Phone
I Will Be Attending
Continue

The following FieldSets are used on the Event Tickets view:
Campaigns

1. eventWhenWhere[01..10]. Shown on the sidebar section “When and Where”
2. eventContactUs[01..10]. Shown on the sidebar section “Contact Us”
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Payment Txn

3. eventPrimaryContactRegistration[01..10]. Shown on the first (primary) ticket purchaser/
registration screen.

3.4 Registration

DEMO Event When & Where
: i -

Saturday 2 May - Monday 4 May 2015, 09:00 AM - 05:30 PM, William stown

Volunteer Training

P
Sample training with a variety of ticket types available. | ‘?’"om."-ﬂw. i .i'l

This section is setup from the Campaign Tabk and can include pictures,
URLs and text formatting.

Attendee Details

Please enter details for each of the attendees.

The Venue
Attendes [2] geg

PO Box 175 o
Ticket Type* Member s Williamstown, VIC 3016 \_/
Sat 2 May - Mon 4 May 2015

First Name 0900 AM - 05:30 PM
Last Name*®

Add To Calendar
Email
Phone

Alkonsult Pty Ltd

Jeff Challis

03 9397 0443 go,:
Registered Attendees PO Box 175

Williamstown VIC 3016

Office Hours 9am - 5pm, Mon-Fri

tion Ticket Type First Name
Member leff

Last Name
Challis

Calendar

Mahbile Phone
Contact Us
Save

Back

The following FieldSets are used on the Upcoming Events view:

Campaigns
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1. (B) eventWhenWhere[01..10]. Shown on the sidebar section “When and Where”
2. (C) eventContactUs[01..10]. Shown on the sidebar section “Contact Us”

Payment Items

* (G) eventAttendeeContactRegistration[01..10]. When shown, used on the second
registration page where the individual attendees register.

* (H) eventAttendeeSummaryHeading[01..10]. When shown, used on the second registration
page to show a summary table of persons that have been entered.

4. Changing FieldSet Layouts

Now that you have the FieldSet name and the object (Campaign, Payment Txn, Payment Item) it is
related to, you can now amend the FieldSet.

4.1 Changing FieldSet Layouts - Campaigns

[ Search All Setup. ..

Expand All | Collapse All

Salesforce1 Setup

aJ Campaign Field Sets

A field set is a grouping of fields. Field sets can be displayed on Visualforce pages and added to managed packages. Organizations with field sets deployed can add, remove. or re
the field set, without altering the Visualforce page.

Personal Setup Eait
[»] My Personal Information ef Edit
[»] Email — car
[»] Import !
[»] Desktop Integration Edit

Force.com Home Field Sets
Actio Field Label
System Overview
Edit &evemlCalemdarPopupm

4 eventContactUs01

4 eventUpcomingDetail
% eventUpcomingHeader
4 eventWhenWhere01

[*] My Chatter Settings
[»] My Connected Data

App Setup

and Labels

[*/ Home
o) Actiitioc
ields
Related Lookup Filters
Validation Rules
Triggers
Page Layouts

Field Seis \0}

Search Layouts
Buttons, Links, and Actions
Record Types
Limits
Campaign Influence
[*] Campaign Members
(v Leads

vl Aceounts

APl Name
AbkPay__ eventCalendarPopup01

AlkPay__eventContactUs01
AskPay_ eventUpcomingDetail
A#AkPay__eventUpcomingHeader
AAkPay__eventWhenWhere01

Where is this used?
On event Calendar - when clicking on a particular event, a popup of the event details is shown
Fields are marked as required will show in bold.

Details to show on the event registration screen Contact Us section.

Header details highlighted in the Upcoming Events list - normally set to the Place ofthe event.
Header details highlighted in the Upcoming Events list- normally set to the name of the event

Details to show on the event registration screen when and where section

1. Navigate to Setup > Customize > Campaigns > Field Sets

2. Click Edit next to the Field Set you wish to Amend

User Manual
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4.2 Changing FieldSet Layouts - Campaigns Layout

eventCalendarPopup01 « Help for this Page @

Save || Cancel ||| 4 Undo || 7% Redo || Field Set Properties

@, Quick Find| Campaign Name |%

Address Country
Campaign Name Email

Ewent Date Short

Ewent Name

Drag any of the fields above into the list belo

In the Field Set i

% Event Date Short
Event Time
Yenue Name

You can now:

» drag / drop fields onto/remove from the FieldSet
* rearrange the order
» double click to set if the field is required or not

If you have added a custom field to the Campaign Object, then you can also include this in the form.
Be sure to set the field level security so it is publically accessible - see How to make a custom field

visible on public web forms
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4.3 Changing FieldSet Layouts - Payment Txn, Payment Item

[»| Desktop Integration
[»/ My Chatter Settings
[»] My Connected Data

App Setup

Customn Labels

Packages
Report Types

Tabs

Action Link Templates New!
[+ Global Actions
[*| Workflow & Approvals

[»/ Develop

(¥ Deploy
Schema Builder
Canvas App Previewer
Installed Packages
AppExchange Marketplace
Critical Updates

Administration Setup

[/ Manage Users

[/ Manage Apps

[*/ Manage Territories

[+] Company Profile

(¥ Security Controls

[»/ Domain Management
[»| Communication Templates
(v| Translation Workbench
[»| Data Management

[*| Monitoring

(v Mobile Administration

Edit - Address

Edit é Affiliation

Edit ¢ Bateh

Edit % DEPRECATED-Fund

DEPRECATED-

Edit Relationship Error

Edit ¥ Direct DebitBatch
Edit % Emor

Edit  * Emorlog

Edit  * GAU Allocation

Edit é General Accounting Unit

Edit % Household
Edit ¥ ImportFile
Edit % ImportFile Line ltem

é Impaort File Line Item
Payment Txn

Edit % Merchant Facilit

Edit

Edit % NPSP Datalmport
it Payment
Edit % PaymentForm

Edit

+, Paymentitem Group

Edit  PaymentOption

Edit

Monprofit Starter

Pack Account

Affiliations Account, Contact

Monprofit Starter
Pack

Monprofit Starter
Pack

Relationships

ArkPayments

Monprofit Starter
Pack

AAkPayments

Monprofit Startter

Pack

Monprofit Starter

Pack

Households

ArkPayments

ArkPayments Import File
AAKPayments Import File Line
SATamens ltern, Payment Txn
AfRPayvments

Monprofit Starter

Pack

Contacts &

Organizations Opportunity
ArkPayments Merchant Facility
AdkPavments Payment Txn
ArkPayments Payment Txn
AdkPavments Payment Form
ArkPayments

1. Navigate to setup > Create > Objects
2. Click into the Object (Payment Txn or Payment ltem)

T . O O T T T . O U T U S O T

Custom object for storing additional addresses for Household Accounts in the
Monprofit Starter Pack

The holding object for batch entry. Interaction with this object should occur only
through the Batch Data Entry tab.

Errors can now be found in the Errors Log tab in the NPSP Settings page.

Direct Debits Batch contains a list of transactions that are to be uploaded to your
bank for processing.

Contains errors generated from the NPSP package during normal operations.

Should any system errors be detected, then they will be logged here. Workflows will
alert system administrators of these errors for actioning.

Accounting units used for allocating Opportunities

Physical mailing address for grouping contacts
Used for file imports, such as BPAY Transactions

Imported file line items details as extracted from the Import File
Links the imported line item(s) with the associated Payment Tun(s)

Payment settings (Merchant Accounts) for gateway and transaction types.

Custom objectto hold denormalized data records that can be impored into the
Monprofit Starter Pack.

Payment Types for each merchant account. The could be items such as Donations,
WMembership, Purchase, Suppliers, Training etc.

Related items to Payment Ten. The related items could be Household Members,
Shopping Cart line items or Event attendees.

Related to Payment Txn. Used by Event bookings to group Payment ltems
(attendees) by Ticket Type

Payment options are a list of items and pricing. For example, this might be
memberhips oftype: Single, Family, Concession etc.

Payment transactions. Updated for both manual and credit card payments
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4.4 Changing FieldSet Layouts - Payment Txn, Payment Item FieldSet

cotios & SofCredtLant ipaments  JeiChalls 3042015 150 Al Lo Challs, 360472015 150 A1
Edit | Del |i-, Subscriber Group Member Layout AdkKPayments Jeff Challis, 3/04/2015 11:50 AM Jeff Challis, 3/04/2015 11:50 AM
\9/ (New | Field Sets Help (2]
Action Field Label Installed Package APl Name Where is this used?
. N - Event Registration - Attendees Screen - individual persans
Edit entéttendeeContactRegistration01 AAkPayments AbkPay__eventAttendeeContactReqgistration01 details.
Edit eventAttendeeContactReqgistration02 AAkPayments AAkPay__eventAttendeeContactRegistration02 Ezfa:}}fegistration -Altendees Screen - individual persons
Edit eventAttendeeContactReqgistration03 AAkPayments AAkPay__eventAttendeeContactRegistration03 E:z}};egistraﬁon -Aftendees Screen - individual persons
Edit eventAttendeeContactReqgistration04 AfAkPayments AAkPay__eventAttendeeContactRegistration04 E:z}};egistraﬁon -Aftendees Screen - individual persons
Edit eventAttendeeContactRegistration05 AAkPayments  AAKkPay_ eventAttendeeContactRegistration05 E:f;i}fegis"aﬁon - Aftendees Screen - individual persons
Edit eventAttendeeContactRegistration06 AAkPavments  AAkPay_ eventittendesContactRegistration06 E:f;i}fegis"aﬁon - Aftendees Screen - individual persons
Edit eventAttendeeContactRegistration07 AAkPaymenls  AAKPay__eventAttendeeContaciRegistration07 5:?;};895"“0” -Attendees Screen - individual persons
Edit eventAttendeeContactRegistration08 AAkPayments  AAKPay__eventftendeeContaciRegistration08 5:?;};895"“0” -Attendees Screen - individual persons
Edit eventAttendeeContactRegistration09 AAKPayments AdkPay_ eventAttendeeContactRegistration09 Ezfar}}sl:.iegistraﬂon -Aftendees Screen - individual persons
Edit eventAttendeeContactRegistration10 AAkPayments AAkPay_ eventAttendeeContactRegistration10 Event Registration - Attendees Screen - individual persons

details.

Events - Attendee registration - Summary section of names
Edit |4 eventtendeeSummaryHeading01 AAkPayments AfkPay__eventsttendeeSummaryHeading01  that have been added. This is the section where you can
editidelete attendees.

Events - Attendee registration - Summary section of names
Edit |4 eventtendeeSummaryHeadingd2 AAkPayments AfkPay__eventsttendeeSummaryHeading02  that have been added. This is the section where you can
editidelete attendees.

Events - Attendee registration - Summary section of names
Edit .i'-, eventattendeeSummaryHeading03  AAkPayments AMkPay__eventAttendeeSummaryHeading03  that have been added. This is the section where you can
edit/delete attendees.

Events - Attendee registration - Summary section of names
Edit 'i'-, eventAttendeeSummaryHeadingdd4  AAkPayments AAkPay  eventAttendeeSummaryHeading04  that have been added. This is the section where you can

il al nbn abnedn e

1. Scroll down the form until the "Field Sets" section
2. Click Edit next to the FieldSet you wish to edit
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4.5 Changing FieldSet Layouts - Payment Txn, Payment Item Layout

eventAttendeeContactRegistration01 Help for this Page @

-Saue -(:amel -,p Undo -4 Redo _ Field Set Properties

Payment Item @, Quick Find| Payment ltem Name
Account

Delivery State First Name
Delivery Street | Job Title

Last Hame
Mobile Phone

Contact

Drag any of the fields above into the list below.

In the Field Set i

First Mame
* Last Mame
Email
FPhone
Mabile Phone

You can now:

 drag / drop fields onto/remove from the FieldSet
* rearrange the order
+ double click to set if the field is required or not

If you have added a custom field to the Campaign Object, then you can also include this in the form.
Be sure to set the field level security so it is publically accessible - see How to make a custom field

visible on public web forms

User Manual (c) AAkonsult Pty Ltd 2014 Page 250




User Manual konsult
[ PAYMENTS

How to publish an Event Calendar
The Events Calendar can be published to your website, set up with Salesforce Sites.

If you have set up an event, it should appear on your calendar.

1. Navigate to the Merchant Facility tab

nts RIEGELAEHEEEE Payment Txn

Merchant Facility

&Y DEMO FACILITY

« Back to List: Campaigns

Merchant Facility Detail

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

User Manual (c) AAkonsult Pty Ltd 2014
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2. Select the Events Calendar URL

Payment Forms [5+] | MNotes & Attachments[1] | |

Merchant Facility Detail | Edit || Delete | | Clone |

Payment Setting Mame  DEMO FACILITY

Active v
Primary v
Merchant Fee

hitpsfpaym-developer-
edition.na? force.com/@AkFay  EventsCalendar

5. = -
edition.na7 force comidAkPay  Eventslpcoming
Payment Method  Credit Card; Manual

r Pavmant Instructinns

You can provider this URL To your web master and they can either embed this calendar on your
website or provide a link to it.

Please also How to add your form to your website
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3. View the calendar

0 O today August 2014 w&ek day

Sun Mon Tue Wed Thu Fri Sat

[EN]
-l
el
[#a]
e
w
L
]
[E¥]
—
el

3 4 5 B i 8 2]

Amazing Ewvent

10 11 12 13 14 15 16

Amazing Event

17 13 19 20 21 22 23

If your event does not appear in the calendar, see How to troubleshoot events calendar
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How to troubleshoot events calendar

If your event is not showing in the calendar view, check the following:
On Campaign:

» Dates (Start date is on, or after today)

* Active

* Published on Web

* Has a Payment Form assigned

On Payment Form:

+ Payment Type is either Program or Event

1. Navigate to the Campaign tab

Campaigns

"Home

View: | My Active Campaigns ¥ |[ Go! ] Edit| Create Mew View
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2. Check the setting shown below

Campaign Higrarchy [11 | Open Activities [01 | Activity History [0 | Attachments [1] | Oppertunities [0

campaign Detail
Campaign Owner
Campaign Hame

[ Edit ] [I}elete] [ Clone ] [ Manage Members

] carol Challis [Changel
Adkonsutt Training [View Hierarchyl

Active v
Type  Webinar
Payment Form  Afskonsult Training o
Status  Planned \-/
Expected Revenue
Budgeted Cost
Actual Cost
Expected Response (%) 0.00%
Hum Sent 0
Parent Campaign
URL Token
Create URL Token
* When
Start Date  3/08/2015 o
End Date  7/08/2015 lvl
Add to Calendar  Add to Calendar

¥ Event Details
Max No. Tickets Available
No. of Booked Tickets
Publish on Web
Event Name
Event Brief Description

Payment Form Text

Active - ticked
Current Start & End Dates
Published on Web - ticked

LN =

Has a Payment Form assigned

(c) AAkonsult Pty Ltd 2014

30
0

: we
Magic s with Adkonsult Payments

Getting the mast out of your payments product

Getthe most out of your payment product with this intensive week longi
shine. Did you know that A4konsult Payments does so much more thar

Page 255




User Manual

3. Payment Form Type

Payment Form

&Y 6. Event/T raining Course

« Back to List: Custom Object Definitions

Payment Options [4] | Motes & Attachments [01 | Payment Txn's [2] | Recurring Payvments [07 | URL Tokens (0] | Campaigns [11 |

Payment Form Detail

Payment Form Hame

Payment Form Note

Merchant Facility
Primary Payment Form

Pre-Authorisation

Enal
Enable CAPTCHA
Active Card Types
Surcharge Card Type 1
Surcharge Card Fee% 1
Surcharge Card Type 2
Surcharge Card Fee% 2

konsult
| PAYMENTS

Customize Page | Edit Layouw

[ﬁ][ Delete || Cione | | Mailout Generation | | Credit Card | | Manual Payment |

6. EventTraining Course

Events/Training courses is an optional module that allows a
for calendar of events to be published for online registration. A
variety of ticket types are catered for, including free events,
requiring all attendees details to be registered etc.

DEMO FACILITY

Payment Type  Event

Visa; MasterCard

Enable Donation By

Donation By Label

Donation By Options

Enable Subscribe To Emails
eNewsletter Campaign

Enable Email Receipt Only
Opportunity Record Type
Custom Theme Resource Name
Confirmation Page Action
Confirmation Page Button Label
Success URL

Previous URL

Pay Now Label

Checkout Thankyou Message

v
Donation By

Individual, Company

Subscription lssue

The Payment Form associated with the Campaign has a Payment Type of "Event" or "Program"
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How to publish Upcoming Events

The Upcoming Events list can be published to your website, set up with Salesforce Sites.

If you have set up an event, it should appear on your upcoming list.

1. Navigate to the Merchant Facility tab

yments Mer{:hant =i Payment Tx

Merchant Facility

- &Y DEMO FACILITY

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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2. Select the Events Calendar URL

Merchant Facility

&Y DEMO FACILITY

Payment Forms [5+] | MNotes & Aftachments[1] | Payment Txn's [5+]

Merchant Facility Detail | Edit | | Delete| | Clone |

Payment Setting Mame  DEMO FACILITY

Active +
Primary <
Merchant Fee

Site URL  hitps/fpaym-developer-edition.na? force.com/

Events Calendar URL  hitps:/paym-developer-
gdition.na7 force com/A4kPa

Upcoming Events URL  hitps:paym-developer-
edition.na? force.com/AAkPay  EventsUpcoming

EventsCalendar

¥ Payment Instructions

You can provider this URL To your web master and they can either embed this calendar on your
website or provide a link to it.

Please also How to add vour form to your website

3. View Upcoming Events

Friends of Networking
07 The Rocks, NSW 2000

Getting Started Training
05 Newport, VIC 3013

User Conference - Jun 17-19, 2002
ﬂ'ﬁ Melboume Exhibition Centre,

If your event does not appear in the calendar, see How to troubleshoot events calendar
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4. Upcoming Events formatting options

Parameter Description

pageSize Controls the number of items shown on the page

Width Width of the widget

showMore If more Campaigns exist than can fit on the page, setting this to true
will show next/previous and first/last buttons for navigation. Defaults
to true

campaignType Filters the campaigns shown based on the “Type” field on the
campaign.

You can select multiple campaigns by separating them with semi-
column, eg 7campaignType=conference;training

Should your campaign types have spaces or special characters
such as @ & etc. then you should html encode the campaign types.
To do this, copy the list of campaign types with the semicolon into a
website such as http//meyerweb.com/enc/tools/dencoder/ Then
copy the result back and past after ._.CampaignType=

payMType Filters the campaigns shown based on the Payment Form record id
associated with the Campaign

startDate Filters campaigns with a start date on or after this date — defaults to
today.

endDate Filters campaigns with a start date on or before this date — defaulis

to today + 2 years.

hideWhenAndWhere When set to true, this will hide the component on the right hand side
that has details on when and where the event will run.

hideContactUs When set to true, this will hide the component on the right hand side
that has details on how to contact us.

hideRightSideBar When set to true, this will hide both the When & Where and Contact
Us components.

There are a number of options for configuring what is shown and how the Upcoming Events widget
is formatted.

To change the data values (fields) used in the widget, please see How to customise event forms

There are a number of URL parameters that allow you to control the behaviour of the Upcoming
Events Widgets. For example,
https://{yourwebsiteupcomingeventsURL}?width=350&campaignType=Conference sets the width to
350 pixels wide and only shows upcoming conferences. In the example URL,
"yourwebsiteupcomingeventsURL" the Upcoming Events URL from the Merchant Facility as
described earlier in this procedure.

A full list of URL parameters available is shown in the table above.
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How to pay for an event manually

Events can be paid for manually (cash, cheque or money order)

1. Include Manual Payments in set up

1.1 Navigate to the Merchant Facility

ments WS ELASEILEE Payment Txn's |

Merchant Facility

&Y DEMO FACILITY

= Back to List: Installed Package

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant

Facility you wish to update.

1.2 Scroll down to Merchant Facility Detail heading

ients R ETERETEINTEN  Payment Txn's  Manual Payments Recurring Payments  Subscrif

Merchant Facility

&5 DEMO FACILITY

« Back to List: Installed Package

Merchant Facility Detail

Payment Setting Name
Active

Primary

Merchant Fee

Site URL

Events Calendar URL

Payment Method

User Manual

Pavment Forms [2] | Motes & Aftachments [01 | Pavment Txn's [

[ Edit l [I}elete] [ Clone l [SuhmitfﬂrAm

DEMO FACILITY
v
v

hitps:.taakpaytest-developer-edition.ap1 force...

hitps:ifaakpavtest-developer-

edition.ap1.force comiAAkPay  EventsCalendar

(c) AAkonsult Pty Ltd 2014
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1.3 Edit the Payment Method Field

FayinGiey vk 13 | UGS &6 ALl IS U]

Merchant Facility Detail Clone

Payment Setting Hame  DEMO FACILITY
Active

Primary o

......

Merchant Fee
aite URL  hitps iaakpavtest-developer-edition.ap1 force....

Events Calendar URL  hitps:aakpaytest-developer-
edition.ap1 force . comidAkPay  EventsCalendar

Payment Method  Credit Card; Manual
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1.4 Select Manual from the picklist and OK then SAVE

Payment Method

Chosen

Bank Transfer
DL Credit Card

g3

-

[0k | Cancer

2. Make a payment

2.1 Locate the Campaign for Event - Add Event Attendee

Campaign
% DEMO Event

Campaign Hierarchy [1 |

Campaign Detail

Campaign Owner

Open Activiies 0] | Activity History 01 | Aftachments[5+] | Opportunities [5+] |

Campaign Members [5+] |

Customize Page | Edit Layout | Printable View | Help for this Page o

Payment ltem Group [5+] | Payment ltems [5+]

[C"’"e]['ﬂananeluemhem v][n

setup | C

ion| | Send! Add Event Attendee l

[E] Jett Challis [Change] Total Leads

Campaign Name  DEMO Event [View Hierarchy] Converted Leads 0
Active v Total Contacts 50
Type  Event Total Responses 0
Payment Form 6. EventTraining Course Num Total Opportunities 13
Status  Planned Num Won Opportunities 13
Expected Revenue Total Value Opportunities  §3 350
Budgeted Cost Total Value Won Opportunities  $3 350
Actual Cost
Expected Response (%) 0.00%
Num Sent 0
Parent Campaign
URL Token
Create URL Token
¥ When
Start Date  2/05/2015 Start Time  09:00 AM
End Date  4/05/2015 End Time  05:30 PM

Add to Calendar

Add to Calendar

 Event Details
Max No. Tickets Available
No. of Booked Tickets

200
105

To enter a manual payment for the Event, locate the Campaign in Salesforce.com and then press
the “Add Event Attendee" button.

Should this button not be visible on campaigns, ask your administrator to edit the page layout and
add the button "Add Event Attendee"
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2.2 Select Tickets and Checkout - Manual Payment

Transaction Details

DEMO Event on Saturday 2 May - Monday 4 May 2015. Member(1) @
$50

Payment Amount $50.00

Donation By (] Individual o Company

My Payment Details

Total Amount Charged $50.00

! Credit Card

Payment Method i

Ak

Method of Payment* @ Cash
Bank Deposit Date @

Drawer

Bank

BSE No.

Account No. i

Cheque Number

CﬂmmentsB

A

Step 1 of 4
Back Continue
Follow the wizard through in selecting the tickets and attendees.

When you get to the checkout form, you will have the option of selecting a manual payment. Select
this button and then enter the payment details.

NOTE: This option is NOT shown on the public web forms. It is only visible if you are logged into
Salesforce.

User Manual (c) AAkonsult Pty Ltd 2014

Page 263




User Manual konsult
[ PAYMENTS

How to download AAkonsult Campaign Status app

Managing multiple campaigns or events is made easier with AAkonsult Campaign Status app which
allows you to create default Campaign Status values.

Many areas of AAkonsult Payments relies on specific Campaign status values to be present. The
AAkonsult Campaign Status App makes it easier to apply these status's and for them to not to be
inadvertently forgotten when a new campaign is created.

1. Download

1.1 Navigate to the RH drop down menu and select AppExchange

Help AlAkonsult Payments -
Sales
Ace
e Call Center
Marketing
Edit Layou
Force.com
. Community
sroup [11
Content

Salesforce Chatter
Site.com

Screensteps for Salesforce

AppExchange

Developer Community

Success Community
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1.2 Search for AAkonsult Campaigns

B bexchange

Filters * Al Prices + All Editions * AllRatings = All Languages ~ @ Apply €3 Cle
Home
Popular Status Defaults
New Quick
Simple
Free I

Collections ~ ! ! l Onsult

Salesforce.com consulting & development

Categories =

Sales

*hiix (11) FREE
Customer Semvice
Marketina
1.3 Select the Get It Now button
B Email
[«
W Tweet :I|

efiChaliis *  Hep & Training
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1.4 Login to the AppExchange

To get this app, select one of the below options

Log in to the AppExchange

Use your Salesforce credentials

Continue as a guest

‘ | don't have a login

Even if vou plan to install into vour sandbox, first legin to the AppExchange using yvour preduction credentials.

1.5 Select either production or sandbox

How would you like to continue?

&7, Install in production

Includes active, trial or developer args

Install in sandbox

Test in a copy of your production org

Sandbox allows you to test the App before applying to your live version.
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1.6 Tick the Terms and Conditions checkbox then Confirm and Install!

Almost there!

WHAT YOU ARE INSTALLING WHEREYOU ARE INSTALLING
PACKAGE ORGAMNIZATION

Alkonsult Campaign Status AAKonsult

VERSION EDITION

AlKonsult Campaign Status (2012.03.27 7 1.4.0) Developer

SUBSCRIPTION USER NAME

Free carol@i4demo.com

DURATION u.e,f

Does Not Expire

NUMBER OF SUBSCRIBERS
Site-wide

"\0!" ¥ | have read and agree to the terms and conditions .

Cancel Install | Back to previous step o T T N

2. Settings

2.1 Select the user(s) who will have access to this App

sale%)rce“’

Select a user name: Edit

E carol@74demo.com .

Login with a different user name

User Manual
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2.2 Select Continue

Package Installation Details

Package Name  AAKaonsult Campaign Status
Version Hame  2012.03.27
Vergion Humber 1.4
Publisher  AAKonsult Campaign Status
Description

2.3 Approve access settings and select Next

Package Installer

AAKonsult Campaign Status

Step 1. Approve Package APl Access

These settings control the access that s-controls and other components in this package ha
package is installed from the package detail page. Tell me more

Package Custom Objects
This Package will have the users access (via the API) to all custom objects in your arganiza

Extended Object Permissions
Read Create Edit Delete

Accounts v v v v

Aszets v v v v
Campaigns
Cases v v ¥
Contacts v v v v
Contracts v v v v
Documents o/ o
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2.4 Choose security level and select Next

Package Installer

AAKonsult Campaign Status

Step 2. Choose security level

Select security settings:

® Grant access to admins only  Users with your profile get full access (best for limited deployments)
i) Grant access to all users All internal custom profiles get full access

) Belect security settings lzer access set by profile (recommended for most packages)

3. Install

3.1 Install package

Package Installer

Help for this
AAKonsult Campaign Status ’

Step 3. Install Package Step

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

Previous

User Manual
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3.2 Read details

Package Details

AAKonsult Campaign Status (Managed)

Install Complete

Follow any remaining steps in the app install guide to complete deployment

Installed Package Detail [uninstall| | view Components | |view ep
Package Name  AfKonsult Campaign Status Version Number 1.4
Language  English First Installed Version Humber 4.4
Version Name 20120327 Package Type  Managed
Hamespace Prefix  ALKCS APl Access Unrestricted [Enable Restrictions
Publisher  AfKonsult Campaign Status Modified By ~ Carol Challis, 7/08/2014 2:39 PM

Description  AAkonsult Campaign Status provides a simple way to default Campaign Status Values

When setting up a new campaign, or changing the Campaign Type, the pre-defined default values will be applied
Installed By  Carol Challis, 7/08/2014 3:38 P

4. Post Installation

4.1 Navigate to the AAkonsult Campaign Status App in the top RH corner

Help Alkonsult Payments =

Sales
Call Center
Marketing
Force.com '
Community
Content
— odlesforce Chatter L
Site.com

Screensteps for Salesforce
Adkonsult Campaign Status

AppExchange
Ceveloper Community

Success Community
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4.2 Navigate to the Campaign Status Defaults tab

I Campaign Status Defaults I ampaigns Accounts Contacts Leads +

Campaign Status Defaulis

Home
View: Edit| Create New View

Recent Campaign Status Defaults

Mo recent recards. Click Go or select a view from the dropdown to display records.

4.3 Select the New button to create a default status

Campaign Status Defaults

Home
View: Edit | Create Mew View
Recent Campaign Status Defaults

Mo recent records. Click Go or select a view from the dropdown to display records.
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4.4 Select how you would like the status to be handled and SAVE

Q AAkonsult Campaign Status

Campaign Status Defaults

Campaiagn Type I| Webinar v

Active

oo Rasopate v

* Remove All - removes all status values that are not default
» Add/Update - leaves previous status values and allows new ones to be added.

4.5 Select the New Campaign Member Status Default Value button

Campaign Status Default

Webinar

Customize Page | Edit Layout | Printable View
Campaign Member Status Default Walues [01

Campaign Status Default Detail Edit | |Delete Clone

Campaign Type  \Webinar owner 2] Carol Challis [Changel
Active v
Action  Add/Update
Created By  Caral Challis, 7/08/2014 4:48 PM Last Modified By  Carol Challis, 7/08/2014 4:48 PM
Edit | | Delete | | Clone
Campaign Member Status Default Values |  New Campaign Member Status Default Value | Campaign Member Status De
Mo records to display
~ Back To Top Always show me fewer & | W more records per related list
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4.6 Create default status values to suit and SAVE

Campaign Member Status Default Value Edit
Q New Campaign Member Status Default Value

Campaign Member Status Default Value

& ) e

Information

Campaign Status Default I|Wehinar | q‘-ﬂ

Sequence |U1 |

e T

Responded ]

Default |:|

) em— p—

5. Use

Back in AAkonsult Payments

5.1 Navigate to the Campaign tab and select your event

.b Campaigns
* Home

View: | My Active Campaigns v || Go! | Edit| Create New View

Recent Campaigns

Campaign Hame

Afkonsult Training
Amazing Event
DEMO Event
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5.2 Select the Type field and re-save

'b Campaign
* AAkonsult Training

Campaign Hierarchv [1] | Open Activities [0] | Activity History [01 | Attachments
Pavn

) carol Challis [Changel

Adkonsult Training [Wiew Hierarchyl
Active v

Campaign Detail

Campaign Owner

Campaign Hame

Type  \Webinar v o

Payment Form  AAkonsult Training

5.3 Select the Advanced Setup button

'b Campaign o
* AAkonsult Training
Customize Page | Edit Layout

Campaign Hierarchy [1] | Open Activities [0] | Activity History [0] | Attachments[1] | Opporunities [01 | Campaign Members [1] | Payment Forms |
Payvment tem Group [11

Campaign Detail [ Edit ] [Delete] [ Clone H Manage Members ¥ f§ Advanced Setup Add Event Attenddee

Campaign Owner Total Leads

] carol Challis [Changel

Adkonsult Training [View Hierarchyl
Active v

Campaign Hame Converted Leads

Total Contacts
Type  Webinar

Afkonsult Training
Status  Planned

Payment Form

0

0

1
Total Responses 0
Num Total Opportunities 0
0

Num Won Opportunities

Expected Revenue
Budgeted Cost
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5.4 Select Edit

Campaign Member Status

- AAkonsult Training

Current Campaign  AAkonsult Training

Type  Webinar

'@) Member Status Values  Edit JReplace

Status
Sent
Responded

Current

5.5 Set your status to default and SAVE

Current Campaign  AAkonsult Training Status  Planned
Type  Webinar Active
Member Status Responded*  Default™
|Sent | O o
|Flespﬂnded | 4 o
|C.urrent | O ®
Add Mare

cone
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How to Cancel, Refund or Move attendees

This procedure will describe how to update, cancel, or move Event Bookings.

This procedure does not cover the financial refunding or adjustments. To do that, please refer to the
refund procedure.

Adjustment or Cancellation Quick Steps:

1. Edit the Campaign member and adjust the No. of Tickets
2. Edit the related Payment Iltem and adjust the Quantity

1. Adjust number of booked tickets on Campaign Members

The total number of tickets sold is based on the Campaign Member - "No. of Tickets" fields and the
Status being "Paid" (or the status as specified on the related Payment Form - "Campaign Member
Paid Status" field.

Often the number is set as one per Campaign Member, however, as Salesforce only allows a contact
to appear as a Campaign Member then this number could be more than 1. Also, this number might
be set to more than 1 if the Payment Form - Event Type is set to "Tickets Only"
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1.1 Edit Campaign Member details

Edit| View | Del EventiCALics 280 byles S2I0B2018 1255 P Jett Chalis
(-.) Opportunities Opportunities Help (2

Action Opportunity Name Stage Amount Close Date
Edit| Del Event-Jeff Challis - 2510/2014 Closed Won $100.00 2510/2014
Edit| Del Event- Rachel Sampson - 1/11/2014 Closed Wan 540000 11172014

2 Campaign Members Campaign Wembers Hepp (2)
Action Type Status First Name Last Name Title Company
Edit| Remove Contact Paid Jodie Miners TestOne
Edit| Remove Contact Paid _ challis null challis
Edit| Remove Contact Paid _ challis
Edit| Remove Contact Faid Rob Harris Rob Harris

@emove Contact Paid Mary Harris Mary Harris
Show 5 more » | Go to list (36) »

Payment Item Group Payment liem Group Help 2/
Action Payment Item Group Name Payment Txn No. In Group  Payment Option Ticket Unit Price Ticket Ext Price
Edit| Del PIG0001394 PAY-00355602 2 50,00 50,00
Edit| Del PIG0001396 PAY-00355803 2 50.00 50.00
Edit| Del PIG0001397 PAY-0035604 2 50.00 50.00
Edit| Del PIG0001399 PAY-0035805 2 50.00 50.00
Edit| Del PIG0001401 PAY-D035806 2 50.00 50.00
Show 5 more » | Go to list (50+) =

Payment Items Payment ltems Help '2)
Action Payment [tem Name i Option Contact Quantity Price Ext. Price Payment [tem Group Payment Txn
Edit| Del EI0004024 Frank Waters 1.00 $50.00 $50.00 PIG000D1661 PAY-D037055
Edit| Del Pl10004025 John Waters 1.00 $50.00 $50.00 PIG0001661 PAY-0037055

On the related Campaign record, scroll down to the related Campaign Members related list.

If you cannot see the Contact you wish to amend, then you may need to press the "Go to list" link

towards the bottom of the list

Once you have located the contact you wish to amend, press edit button next to it.
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1.2 Update Status and/or No. of Tickets

Campaign Member Edit
¥ Mary Harris (DEMO Event)

Campaign Member Edit

Campaign Member Information

Campaign DEMO Event

URL Token | | Gﬂ

Create URL Token |:|

Print Email Receipt | |

You can do one AND/OR both of the following:

1. Change the status to something that is not Paid (eg. Canceled)
2. AND/OR adjust the quantity

2. Adjust Payment Items - Optional Step

The previous step will adjust the number of tickets available.

You only need to do the following steps if you are using attendee reporting options that use the
Payment Item as its data source
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2.1 Edit Payment Item Details

Edit| Del kvent- Kachel Sampson - 1/11/2014 Glosed Won $400.00 1112014

h Campaign Members Campaign Members Help (7
Action Type Status First Name Last HName Title Company
Edit | Remove Contact Paid Jodie Miners Test One
Edit| Remove Contact Paid _ challis null challis
Edit| Remove Contact Paid _ challis
Edit| Remove Contact Paid Rob Harris Rob Harris
Edit| Remove Contact Paid Mary Harris Mary Harris
Show 5 more » | Go to list (36) »

Payment Item Group Payment item Group Help (2
Action Payment Item Group Name Payment Txn No. In Group  Payment Option Ticket Unit Price Ticket Ext Price
Edit| Del PIG0001394 PAY-0035602 2 $0.00 $0.00
Edit| Del PIG0001396 PAY-0035603 2 50.00 50.00
Edit| Del PIG0001397 PAY-0035604 2 $0.00 $0.00
Edit| Del PIG0001399 PAY-0035605 2 50.00 50.00
Edit| Del PIG0001401 PAY-0035606 2 £0.00 $0.00
Show 5 more » | Go to list (50+) »

Payment Items Payment ltems Help (2)
Action Payment Item Name it ion C 1y Option Contact ‘Quantity Price Ext. Price  Payment ltem Group Payment Txn
Edit|Del PI0004024 v Frank Waters 1.00 $50.00 550.00 PIGO001661 PAY-0037055
Edit|Del PI0004025 v John Waters 1.00 $50.00 550.00 PIGO001661 PAY-0037055
Edit|Del PIO004027 1.00 §200.00 $200.00 PAY-0037056
Edit|Del PI0004029 1.00 §200.00 $200.00 PAY-0037180

m | Fl0004030 f Mary Swiss 4.00 £400.00 $1,600.00 PIG0001672 PAY-0037181

Show 5 more » | Go to list (21} »
~ Back To Top Always show me W more records per related list

Campaign statistics calculations may be delayed by up to 10 minutes.

On the related Campaign record, scroll down to the related Payment Items related list. If this list is
not visible, you (or your administrator) need edit the page layout (edit layout link at top right) and
select related lists, then drag/drop the Payment Items list onto the form and press Save.

If you cannot see the Contact you wish to amend, then you may need to press the "Go to list" link
towards the bottom of the list

Once you have located the contact you wish to amend, press edit button next to it.
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2.2 Edit Payment Item

Payment ltem Edit

Help fi

&% P10004030
eayment tom
Information
Payment ltem Name  Pl0004030
Payment Txn  PAY-0037181
campaion [EREEET |
(o a ) |
Price 1400.00
Membership Id |02015? |
Name & Address Details
First Name |Mary |
Last Name |Swi55 |
Job Title | |
Street ‘PO Box 175
-
Suburb/Town |Wi||iamstcvwn |
state  |Victoria |
Postcode |3g1 5 |
Country | Aystralia v
T T

Adjust the Payment ltem Quantity and press Save button

3. Moving to a new event

Payment ltem Group
Payment Option
Account

Contact

Subscriber Group

Phone
Mobile Phone
Email

Delivery Street

Delivery Suburb/Town

Delivery State
Delivery Postcode

Delivery Country

[PIG0001672 | &
| |®
|Mary Swiss |°ﬁ
|Mary Swiss |°ﬁ
| |
03 9397 0443 |

|jeﬂ.chal|i5@aak paydev _c0n|

PO Box 175

[Williamstown |

|Vict0n'a |
3016 |

| Australia v

If you are moving an attendee from one event to another, you need to do the following:

1. Adjust the numbers on the "from" Campaign
2. Add them to the "to" Campaign

You can add attendees to the "to" Campaign by either:

1. Clicking the Add Attendee button on the Campaign. If this button does not appear, then
either you (or your administrator) can add the button to the Page Layout - See Installation

instructions - How to create a button on the Campaign Tab.
2. Or registering on line as you would normally do
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How do subscriptions/memberships work?

Organisations that have subscriptions or a membership base can manage the processing of data,
payments and renewals.

Subscriptions types can be set up and attached to:

* Individual (Contact)
* Group/Organisation (Account
« Family subscriptions

Some organisations may require an approval process for subscribers.

AAkonsult Payments also offers a magazine style subscription

1. Subscription/Memberships process overview

=)

Related Paymert

Mermbers hipdSubs g Mermbership W
gl cription Created ’ Tr;:;ﬁm b Approval >

Each membership program can have its own price, subscription length, payment frequency and
freight amounts associated with it. These Payment Options are setup against a Payment Form.
Payment Forms are setup and related to the Merchant Facility.

If the payment type transacted is for a membership/subscription then details of the membership type
and last paid etc. are created against the Account or Contact record.

Account level subscriptions, subscription history and current status are all stored/related to the
Accounts object. For Account level subscriptions, if anyone at that account renews the subscription
then the subscription will carry on from the Account next subscription period.
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Contact level subscriptions, subscription history and current status are all stored/related to the
Contacts object. For contacts, the subscription / renewal is only relevant to the individual contact.

Time based workflows are used to send reminders that a membership is due to expire, or has
expired. For more information refer to the AAkonsult Payments Installation Guide Workflows -

Optional

When a Payment Frequency is selected on the payment form, or specified at the Payment Options
level, a recurring payment will be created and linked to the subscription. If the subscription length is
specified then the recurring payment will have a subscription end date calculated as todays date,
plus the number of months specified. The end date will always be the last day in that month.

If automatic renewal is specified in conjunction with a payment frequency, then the automatic
renewal option will be copied to the recurring payment option automatic renewal. When the
Automatic renewal option is specified on a recurring payment and the end date has passed, then the
subscription will automatically be renewed by the number of months specified in the payment options
subscription length.

If a subscription payment is linked to a recurring payment and one of payment fails more than the
specified threshold number of items, then the recurring payment is suspended and the subscription
is ended.

Discounts can be applied at the Account Subscription, or Subscription levels. These are entered as
a percentage and will be applied as a discount to the current Payment Option (Subscription Type)
selected.

The Payment Option (Membership/Subscription Option) “Status” is used to indicate if the current
membership/subscription option is available online and internal (run as a normal Salesforce CRM
licensed user, vs. website visitor). If Active, then it is available both online and internally. If Active -
Active - Internal Only then it only available to internal users.

If a member or subscriber renews, the subscription’s Payment Form name is used to see if it already
exists and if it does, the renewal will be associated with that. If the Payment Form is different and
does not already exist for example, you have a different Payment Form for each magazine then a
new membership/subscription entry is created.
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How to set up a Subscription Type

Subscription Types (Payment Options) are set up to match your organisation's requirements.
For each subscription option, you can set the frequency, amount, pro-rata arrangements.
For example:

* Membership (1 year)

* Membership (2 years)

» Concession
* Three month magazine subscription

1. Navigate to the Merchant Facility tab

ts @IEELI AT i Payment T:

Merchant Facilities

Q Home

View: | All Merchant Facilities ¥ || Go! |

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

User Manual (c) AAkonsult Pty Ltd 2014 Page 284




User Manual konsult
[ PAYMENTS

2. Scroll down to Payment Forms heading and select your
subscription web form

Payment Forms New Payment Form

Action Payment Form Hame Primary Payment Form Payment Type Default Campaign E

Edit| Del 1.Online Pavment Order

Edit| Del 2. Membershi Membership

Edit | Delf 2. Subscription Subscription

Edit| Del 4. Appeal Cionation DEMO Appeal
5. Donation with

Edit| Del option of regular Donation
ivin

) 6. EventTraining
Edit| Del Course Event

Note: A web form needs to be set up for your requirements.

3. Scroll down to Payment Options and select the New Payment
Option button

Payment Options | New Payment Option |
Action Payment Options Hame Status Display Order Subscription Type Subscription Les
Edit | Del Maonthly Magazine Subscription Contact
Edit | Del Quarterly Magazine Subscription Contact
Edit| Del Annual Magazine Subscription Contact
Edit| Del Currentlssue Subscription Contact
Edit| Del Mextlssue Subscription Contact
Edit| Del Top Motch Active 10 Subscription Contact
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4. Select Subscriber from the picklist and select the Continue button

Hew Payment Option
&9 Select Payment Option Record Type

Select a record type for the new payment option. To skip this page in the futl

Select Payment Option Record Type

Record Type of new record l I'

(Coninuc)

5. Fill in the detail for your subscription and SAVE

Payment Option

. Customize Page | Edit Layout | Printable
&9 Family
Motes & Attachments [0] | Account Subscriptions [0 | Subscriptions [21 | Payment Txn's[2] | Payment ltems [5+]
Payment Option Detail
Payment Form 2. Membership @ Subscription Length (Months) 12 o

Payment Options Name  Familv Subscription Length (Days)

Status @ Mo of Issues Per Subscription Period

Display Order Start Subscription From
Subscription Level  Contact @ Start From Specific |ssue
Subscription Type + Membership @ Frequency
Default e Automatic Renewal e
Prorate Fees @ Product  Family Membership
Price . $45.00
Currency
Freight
¥ Description
Description

¥ Group/Family Subscriptions/Memberships

Subscription Group Type

Member Type 1

Minimum No. in Group
Member Type 1 Votes
Member Type 1 Max No.

Adult

Member Type 2 Child Member Type 2 Votes
Member Type 2 Max No.
Member Type 3 Member Type 3 Votes
Member Type 3 Max No.

Created By  Jeff Challis, 21/03/2015 9:53 AM Last Modified By  Jefi Challis, 21/03/2015 3:27 PM

Record Type  Subscriber [Change]

1. Connect the subscription to a Payment Form (web form)
2. Choose a unique name for your subscription
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3. Select active if in use. Use Active - Internal if this subscription is not publically accessible,
eg. Life Memberships

4. Select Contact (individual) or Account (organisation). This option determines if the
Membership/Subscription created will be related to the Account or the Contact.

5. Set to either Membership or Subscription

6. Choose how you want to handle pro-rata fees

7. Set the subscription length for the renewal processes (This can be in months or in days)

8. Choose Automatic Renewal if required. If using automatic renewals and this is a paid

subscription, then the Frequency selected (eg. Annually) must reflect when the membership
would next be automatically charged. If frequency is selected, a "Recurring Payment" record
will be created.
9. Enter Group if the type of Membership is a Group - for example, a family.
10. If Group type of membership is selected, you can nominate upto 3 different types of
members for that group. Eg. If the group was a Family, then you could say this is may up of
2 Adults and 3 Children. You can also select how many voting rights are given to each group

type.
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How to manage an individual Subscription

When a web visitor fills in the subscription web form the details are automatically recorded as a
subscription.

Subscription history and current status are all stored/related to in relation to the individual (Contact)

Time based workflows are used to send reminders that a membership is due to expire, or has
expired. For more information about workflows, refer to the AAkonsult Payments Installation Guide.

1. Check entries created by web form

2. Navigate to the Subscriptions tab

itions .
3. Select 'All' and 'Go’
Subscriptions
Home
View: | Al v || Got | | Edit| Create New View

4. View recent subscriptions entered via the web form

H [an v | Edit| Delete | Create Mew View & €
[Hms“hsc,imm] [Membe,ship,&ppm\,a“s,l @ AlB|c|D|E|F|G|H|I|J|K|L|M|N|O|P|Q|R|S|T|U|V|wW|X]|¥|Z]|Other [AI
] Action Subscription Type + Contact First Subscription ... Last Renewed End Date Payment Option Renewal Reminder Total Pa
] Edit| Del Apricot Tuffetec- Qu...  Apricot Tuffeto 13/08/2014 1310812014 13/08/2015 Quarterly Magazine 1st Reminder $130.00
] Edit| Del Charles Latrobe-T. .. Charles Latrobe 1810812014 181082014 1810812015 Monthly Magazine 1st Reminder 54 806.
[J Edit|Del JJListon-Top Mot... JJListon 13/08/2014 13/08/2014 13/08/2015 Top Motch 1st Reminder 56,139,
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5. Manage details

Subscription
ﬂ Charles Latrobe - Top Notch Subscription

« Back to List: Subscriptions
Subscription Pavments [21 | Recurring Payments [11 | Open Activities [0 | 5r‘"°Hi5m[g[g] 1 po. Attachments [0] Lbscription Gruul:_uol Subscription |

Customize Page | Edit Layout | Printabl

Subscription Detall IE‘ \Delete | Clone || Renew | IMembershi‘;Appraved] ‘Renewal llotice | | Confirmation Hotice |

Subscription Type
Contact
Quantity
Print Email R ipt

Charles Latrobe - Top Motch Subscription
Charles Latrobe
1.00

carol@74demao.cam

New/Renewal

Membership Status
Renewal Reminder
irst Subscription Date

MNew
MNew
1st Remir
18/08/201

Payment Option  Monthly Magazine Last Renewed § 18/08/201
Discount % End Date § 18/08/201
URL Token  UT-0000010 Original End Date  18/08/201
Total Charged 54 806.13 Last No. of Days 0
Lapsed
Total Paid 480613 Ho. of Days Lapsed 0
Total Qutstanding ~ $0.00 No.of Daysa G2
Subscriber
Renewal URL hitps:ifaakpavtest-developer-edition.ap1 force com/AAkP a checkout? Automatic Renewal
key=a0J9000000VELpO&Token=29] 2FshaQugRgl ZFphCEp20WYRa1gEG0OwIn3D 2BH4Gedfk 3D
Total No.of Daysa B2 Current Issue 1
Subscriber
First Subscription 1
Issue
Is First Issue v
Last Renewal Issue 7
From
End Issue 17
Original End lssue 17
Issues Remaining 16

Renewal and confirmation notices are generated automatically with workflows based on dates
however you may wish to re-issue or edit the subscription to suit your organisation's requirements.

1. Renew - provides a web-based form to send the the subscriber

2. Membership Approved - activates the the subscription after subscriber acceptance

3. Renewal Notice - provides a merged document with instructions to renew to send to the
subscriber

4. Confirmation Notice - provides a merged document confirming subscription to send to the
subscriber

5. Dates are used in conjunction with "Renewal Reminder" renewals and membership
confirmation workflows. The workflows used are described in the Installation Manual -

Workflows - Optional
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How to set up automatic subscription renewal

Using workflows (refer Installation Manual), subscriptions can be set to automatically renew based
on dates and frequency settings.

1. Navigate to the Merchant Facility

nts RLEEELVASTHINEEE Paymer

Merchant Facility

&5 DEMO FACILITY

« Back to List: Subscriptions

2. Scroll down and select relevant Payment Form

[ Edit l [I}eletel [ Clone l [Suhmit for Approval

Payment Forms Hew Payment Form |

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delivery Address E

Edit| Del 1. Online Pavment Order v
Edit| Del 2. Membership Membership

Edit | Del v Subscription

Edit| Del 4.Appeal Donation DEMO Appeal

5. Donation with
Fdit | Mel  antion of reaular Monatinn
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3. Scroll down and select Payment Option

[ Edit ] [Delete] [ Clone l [Mailout G-eneration] [Credit Card] [Manual Payment

Payment Options New Payment Option |
Action Payment Options Hame Status Display Order Subscription Type  Subscription Level Default Price Subscript
Edit | Del v Magazine Subscription Contact 240,00
Edit| Del Quarterly Magazine Subscription Contact v §120.00
Edit| Del Annual Magazine Subscription Contact §500.00
Edit| Del Currentlssue Subscription Contact 515.00
Edit| Del Mextlssue Subscription Contact £15.00
Edit| Del TopMotch Active 10 Subscription Contact 510,000.00

4. Tick the check box for Automatic Renewal and SAVE

Payment Option
& Monthly Magazine

« Back to List: Subscriptions

Customize Page | Edit L

MNotes & Attachments [0] | Account Subscriptions [0] | Subscriptions[1] | Payment Txn's [1] | Payment tems [01

Payment Option Detail

Payment Form 3. Subscription Subscription Length (Months) 12
Payment Options Name  Manthly Magazine Subscription Length [Days)
Status No of Issues Per Subscription 11
Period
Display Order Start Subscription From
Subscription Level Contact Start From Specific lssue

Subscription Type  Subscription Frequency  Monthly
Default Automatic Renewal = "

Prorate Fees

Price  §240.00

Currency

Freight = §40.00

Subscribers will be automatically renewed based on the frequency unless there is a problem with
their payment (credit card expired etc).
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How to manage organisation subscriptions

Organisation subscription details are captured with web forms and stored in the Account area of
Salesforce.

Account level subscriptions, subscription history and current status are all stored/related to the
Accounts object. For Account level subscriptions, if anyone at that account renews the subscription
then the subscription will carry on from the Account next subscription period.

1. Navigate to Account Subscriptions tab

ts Merchant Facilities Payment Txn's Manual Payments Recurring Payments  Subscription Groups RS EIN GATOTEN  Subscriptions

Account Subscriptions Help for tt
Home
View: |AII L | Edit| Create Mew View
Recent Account Subscriptions Recently Vi
Account Subscription Name Payment Option Account First Subscription Date Last Renewed Renewal Remind
Top Five Corporate Melbourne Establishement 12/08/2014 1st Reminder
Company Halt Corporate Hogwarts 2M12013

2. Use the View picklist to locate organisation

Account Subscriptions

Home

View: | Al v || Got | Edit| Create New View
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3. Adjust subscription details to suit

Account Subscription
ﬂ Top Five
Customize Page | Edit Layout | Printab

Account Subscription Payment [01 | RBecurring Pavments [0] | Subscription Groups [01 | Activity History 101 | Subscription lssue ttems [01

Account Subscription Detail [ Edit ] [Delete] [ Clone l [ Renew ] [Membership Apprmred] [Renewal Notioel [Conﬁrmaﬁon Notice
Account Subscription Hame  Top Five New/Renewal = Renewal
Account  Melbourne Establishement Membership Status  Approved
Subscriber Contact  John Batman Renewal Reminder  1st Reminder
Print Email Receipt  infof@aakonsult.com First Subscription Date  12/08/2014
Payment Option Corporate Last Renewed
URL Token  UT-0000003 End Date  11/08/2015
Quantity 1.00 Original End Date
Total Charged  $500.00 Last No. of Days Lapsed
Total Paid  $0.00 No. of Days Lapsed 0
Total Qutstanding $500.00 No. of Days a Subscriber
Discount % 20.00% Total No. of Days a Subscriber ]
Is First Issue f Automatic Renewal =

First Subscription lzsgsue

Last Renewal Issue From
Currentlssue 0

End Issue

Original End lssue
Izssues Remaining 0

Most Recent Mailout
Subscription lssue
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4. Manage details

Account Subscription
ﬂ Top Five

« Back to List: Subscriptions

Customize Page | Edit Layout | Printable

Account Subscription Pavment (01 | Recurring Payments [01 otlscrintinn Grmo | Activity Histur\e Subscription lso"m m
.\ j‘. | |

Account Subscription Detail | Edit | Delete| | Clone | | Renew | IMembersE;rAppravedl | Renewal lotics | | Confirmation Notice |
Account Subscription Name  Top Five Hew/Renewal § Renewal
Account  Melbourne Establishement Membership Status §  Approved
Subscriber Contact  John Batman Renewal Reminder 1st Reminder
Print Email Receipt  nfo@aakonsult.com First Subscription Date § 12/08/2014
Payment Option Corporate Last Renewed
URL Token  UT-0000003 | End Date § 11/08/2015
Quantity  1.00 Original End Date
Total Charged  $500.00 Last No. of Days Lapsed
Total Paid  $0.00 No. of Days Lapsed 0
Total Qutstanding ~ $500.00 No. of Days a Subscriber
Discount®  20.00% Total No. of Days a Subscriber 0
Is First Issue v Automatic Renewal

First Subscription Issue

Last Renewal Issue From
Currentlssue 0

End Issue

Original End Issue
Issues Remaining 0

Most Recent Mailout
Subscription |ssue

FullURL  Renew Mow

Renewal and confirmation notices are generated automatically with workflows based on dates
however you may wish to re-issue or edit the subscription to suit your organisation's requirements.

1. Renew - provides a web-based form to send the the organisation subscriber

2. Membership Approved - activates the the subscription after acceptance

3. Renewal Notice - provides a merged document with instructions to renew to send to the
organisation subscriber

4. Confirmation Notice - provides a merged document confirming subscription to send to the
organsisation subscriber

5. Dates are used in conjunction with "Renewal Reminder" renewals and membership
confirmation workflows. The workflows used are described in the Installation Manual -

Workflows - Optional
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How to set up a subscription approval process

Some organisations have a requirement for all new members to go through an approval process.
This may involve submitting a list of new members to the Board/Board of Management for approval.

Text for confirmation email can be found at Merchant Facilities > Payment Forms > Membership
1. Activate 'Membership Confirmation' workflow

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

Rules
Carol Challis -

My Prafile

iptit b

e i
Developer Console
Logout
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1.2 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

User Manual
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1.3 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 da it automatically.

What is Workflow?
Warkflow automates the following types of actions based on your organization's processes:
it Tasks—Assign a new task to a user, role, or record owner.
2 Email Alerts—Send an email to one or more recipients you specify.
it Field Updates—Update the value of a field on a record.
5 Qutbound Messages—Send 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.
= 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.

=1 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

i 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 opportunity 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 opportunity is still open ten days before the close date.

[ Dont show me this page again

This page can be turned off.
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1.4 Use the alphabetical look-up to find ‘Membership Confirmation'

All Workflow Rules

Configure your organization's workflow by creating workflow rules. Each workflow 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 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

Alglc|D/E|F|lG|H|1J|E|LIM]N

Edit | Deactivate Ii"l 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 Name + Description
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1.5 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 Hame  Membership Confirmation Object  Subscription

Evaluation Criteria ~ Evaluate the rule when a record is created, and every time

Hamespace Prefix ~ AAkPay
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  QOR( AND{ISMNEW(),ISPICKVAL[ A&kPay_ Membership_Status__c "Approved™)), AND{ISCHAMNGED( AskPay__ Last_Renewed_ c) ISPICKVAL(
AAKPay_ Membership_Status_ c "Approved™)), AND(ISCHANGED( AAkPay_ Membership_Status__ c ) ISPICKVAL( AAkPay_ Membership_Status_ ¢
CApprovedT)) )
Created By  Jeff Challis, 3/10/2013 6:00 PM Modified By  Carol Challis, 23/07/2014 10:47 AM

2. Check confirmation email

2.1 Navigate to Merchant Facilities tab

LB Merchant Facilities §A

Merchant Facilities

Q Home

2.2 Scroll down to Payment Forms and select your form

]

Payment Forms E

Action Payment Form Hame Primary Payment Form Payment Type
Edit | Del 1. Online Payment Order

Edit| Del £ _Membership Membership
Edit | Del 3.Subscription v Subscription
Edit| Del 4. Appeal Daonation |
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2.3 Scroll down to Subscriptions/Memberships heading, edit your Membership
Confirmation Text and SAVE

¥ Subscriptions/Memberships
Enable Payment Options v Enable Membership Search v
Payment Option Label  Membership Membership Id Label  Membership Na.
Membership Start  Date of payment
Membership 5tart Grace Days Currentlssue  |ssue 001
Membership Renewal Text
Dear {{AAkPay__ Subscription__c.AAkPay_ firstName__cH!AAkPay__ Account_Subscription__c.AAkPay__firstName__c},

Thank you for your continued support
“our membership helps {{Organization.Mame]} to achieve our organisations goals in helping the community. During the next 12 months we
and YYYYY.

To find out more about our senices and your membership entitlements, please visit the membership section on our website at www Tdderr
Yours faithfully,

3. Check Confirmation - Body Text

The Membership Confirmation email includes a PDF document. The text in this PDF document
needs to be updated to reflect your organisations words.

3.1 Navigate to the Merchant Facility tab

: Payments [ Merchant Facilities ] ayment Txn's  Manual

Merchant Facility

— &Y DEMO FACILITY

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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3.2 Scroll down to the Payment Forms heading

w System Information
Created By  Jeff Challis, 21/03/2015 9:53 AM Last Modified By  Jeff Challis, 6/04/2015 8:41 AM
Record Type FPayment

Payment Forms Mew Payment Form

Action Payment Form Mame Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donation By Enable Donation With Enable Email Receipt Only Enable Payment {

Edit| Del 1. Online Payment v Order
Edit| Delf 2. Membership Membership
Edit| Del 2.Subscripion

Edit| Del 4. Appeal

5. Donation with
Edit| Del option of reqular
aiving

Show 1 more = | Go to list (6} =

Subscription

Donation DEMO Appeal

Donation

Notes & Attachments |New Note | | Attach File| | View All| Nt

Scroll down to the Payment Forms related list. Click into the Payment Form you are using for
Memberships/Subscriptions

User Manual (c) AAkonsult Pty Ltd 2014 Page 301




User Manual konsult
[ PAYMENTS

3.3 Edit Confirmation Text

Payment Option Label  Membership Membership Id Label  Membership No.
Membership Start  Date of payment
Membership Start Grace Days Current Issue

Membership Renewal Text
Dear {{AAkPay__ Subscription__c.AAkPay_ firstName__c}{!AAkPay_ Account_Subscription__c.AAkPay__ firstName_ c},

I am writing to you te thank you for your membership of {IOrganization.Name}, and to invite you to continue your commitment by renewing your membership and
making a donation.

By renewing your membership, you will help us to ensure that we can continue to provide a diverse range of relevant services for our community. |I

We?re proud of our achievements in the last 12 months, despite the tough economic times, where we have achieved all of our objectives, including XXXX and
YYYY.

To renew your membership. simply renew online in the membership section on our website at https://aakonsultpayments_com. or complete the form below and
mail in, or call us on Phone.

* Please charge my card: ?[?? ] Visa [?? ] MasterCard

? Card holder Name: ...

Ul w1

? Expiry Date: [ __ 2/ 1?77 Donation of $...._....... Total amount to debit $.........._...
? Signature 27799277900V

* Cheque / Money order 7 Payable to {IOrganization.Name} (do not post cash)

Membership Confirmation Text
Dear {{AAkPay__ Subscription__c.AAkPay_ firstName__ c}{!AAkPay_ Account_Subscription__c.AAkPay_ firstName_ c}.

Thank you for your continued support

Your membership helps {|Organization.Name} to achieve our organisations goals in helping the community. During the next 12 months we will be doing XXXXX
and YYYYY.

To find out more about our services and your membership entitlements, please visit the membership section on our website at https://aakonsultpayments.com
Yours faithfully,

?

?

Jeff Challis
jeff_challis@aakonsult com

¥ Orders/Supplies/Payments
Enable Delivery Address

If using mail merged fields, we recommend go through the standard Salesforce email template setup
- design your email based of the "Account Subscription" or "Subscription" object. Then copy/paste
the email body text with the mail merged fields back into this area.

4. Approve memberships

4.1 Navigate to Subscriptions tab
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4.2 Select 'All Waiting Approval' from the drop down menu and ‘Go’

View: | All Waiting Approval

Subscriptions

Home

v |[-:_;c.l ] Edit | Create MNew View

4.3 Select subscriptions/memberships that have been approved using the check

boxes

w |AI| Waiting Approval ¥ | Edit| Delete | Create New View

[Hew Suhscripﬁonl [Mem bership Apprmralls}l @

Action

Edit | Del
Edit | Del
Edit| Del
Edit | Del
Edit | Del

OO0 0 00O

Subscription Type t+ Contact
Charles [ atrobe .. Charles | atrobe

JJ Liston - Taop Mot JJ Liston

Member Sam Siman
Port Phillip Society John Batman
Worthy Group Harry Potter

4.4 Select the Membership Approval(s) button

User Manual

Membership Status F
Mew
Mew
Mew
Mew

[ew

ﬂ |AII Waiting Approval v | Edit| Delete | Create Mew View

[Hew Suhscrlptmn] Membership Approval(s) @

¥ Action Subscription Type + Contact Membership Status
Edit|Del Charles Latrobe ... Charles Latrobe Mew
Edit| Del JJListon-TopM...  JJListon New
Edit] Del Member Sam Simon New
Edit| Del PortPhillip Society  John Batman New
Edit| Del Worthy Group Harry Potter New
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4.5 Confirm & OK your action

WD

— -

= The page at https://ap1.salesforce.com says:
Mernbership status update was successful,

t] it

dit

» This will approve the memberships and send out a confirmation email.
+ Text for confirmation email can be found at Merchant Facilities > Payment Forms >
Membership

4.6 Check membership status

Subscription
H Apricot Tuffetxx - Quarterly Magazine Subscription

= Back to List: Subscriptions
Subscription Payments [1]1 | Recurring Payments [1] | Open Activities 101 | Activity History[01 | MNotes & Attachments [01 | Subscription Groups [01 | Subscription Issue ttems

Customize Page | Edit Layout | Printable View | Hi

Subscription Detail [Delete] [ Clone l [ Renew l [Membership Appravedl [Renewal Ncrtioel [Conﬁrmaﬁon Hotice
Subscription Type  Apricot Tuffeto - Quarterly Magazine Subscription New/Renewal  New
Contact  Apricot Tuffebo Membership Status  Approved
Quantity  1.00 Renewal Reminder  1st Reminder
Print Email Receipt @ info@aakonsult.com First Subscription Date  13/08/2014
Payment Option  Quarerly Magazine Last Renewed  13/08/2014
Discount % End Date  13/08/2015
URL Token  UT-0000007 Original End Date  13/08/2015
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How to set up family/group subscriptions

This feature allows multiple contacts to be grouped under the one membership. This is useful for
households all family members are linked under a common reference or grouping of people within an
organisation under the one subscription.

Subscriber Groups requires the background processor to be used and override contact values to be
setup on the Merchant Faciltiy. For more information on the background process, see: How does the

Batch Payments Processor work

When Subscription Groups are enabled, the Checkout will prompt users for each subscription group
(family) entry.

When renewing a membership/subscription, the Subscriber Group members will be pre-populated
and can be amended.

Various (configurable) member types are supported such as “Adult”, “Child” etc. Maximum numbers
of a particular member type and number of voting rights are supported at each member type level.

1. Navigate to the Merchant Facilities tab

Merchant Facilities

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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2. Scroll down to Payment Forms heading and select the online form
that will be used.

Payment Forms New Payment Form

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Er

Edit| Del 1.Online Pavment Order
Edit | Del Membership
Edit | Del 2.Subscription v Subscription
Edit | el 4. Appeal Donation DEMO Appeal
5. Donation with
Edit| Del option of regular Cionation
ivin

G. EventTraining

Course Event

Edit | Drel

Edit| Del AAkonsult Training

Edit| Del BigTraining Event

3. Scroll down to Payment Options heading and select the New
Payment Option button

Payment Options [ Hlew Payment Option |
Action Payment Options Name Status Display Order Subscription Type Subscription Level Default Price 5§
Edit| Del Sindle Membership Contact §10.00
Edit| Del Coarporate Membership Account $500.00

4. Select Subscriber from the drop down menu and Continue

Select Payment Option Record Type

Record Type of new record I

[Cﬂntin ue] [Cano&l]
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5. Fill in the details (part 1)

Payment Option Edit

& New Payment Option

Payment Option Edit | save | |save & ew| | Cancel

Information

Payment Form I|2 Membership | QJKOJ
Payment Options Name I|Fami|y Lo;'

Status |Active A )i
h—
el —
Subscription Type I Membership ¥ e
(]

Default

Prorate Fees | —None— ¥ |

e s (@) |

Currency AUD v

Freight | |

Description

Subscription Length (Months)
Subscription Length (Days)
HNo of lssues Per Subscription
Period

Start Subscription From

Start From Specific Issue
Frequency

Automatic Renewal

Description Family membership

Link to the web payment form

Create a unique name for the grouping
Ensure the status is Active

Keep the subscription to Contact (individual)
Choose the subscription type

Allocate pricing information

Allocate term of subscription/membership

Noakwb=
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6. Fill in details (part 2)

Group/Family Subscriptions/Memberships

Subscription Group Type Gruup - Holﬂ o Minimum No. in Group 2
Member Type 1 Adult v o Member Type 1 Votes (@
\-/ @ﬂemb&r Type 1 Max No. [
Member Type 2 Child v Member Type 2 Votes (@ ||

Member Type 2 Max No.

Member Type 3 Pat/Other ¥ Member Type 3 Votes

Member Type 3 Max No.

[ Save | | sove s tiew| Cancel

Select 'Group' - this will set prompts for the web form

Allocate member types (Adult / Child / Pet)

Allocate the minimum no of subscribers for the grouping

Allocate the maximum no of 'Member Type 1' (eg adults) for the grouping

LN =

Voting rules can also be set depending upon the rules of your organisation.

Voting rights are assigned on a first entered based by Member Type. Voting can be automatically
assigned to non Subscriber Group contacts by simply setting the “Member Type 1 Votes” to “1”.
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7. Check your online form

Membership Details

Membership Family
Family membership
Please enter details for each person, including yourself.
Person [1] (Copy from Contact) @
Member Type® Adult &
First Name
Last Mame*®
Birthdate
Phone
Mobile Phone
Email
Save Save and Add
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How to do Manual payments for family/group
subscriptions

For family/group memberships, currently only the checkout form supports the prompting for and
updating of multiple family/group contacts.

This procedures takes you through the process of enabling checkout to take manual payments.

1. Navigate to the Merchant Facilities tab

nts B ELAEENTEEE  Payment Txn's

Merchant Facility

&Y DEMO FACILITY

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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2. Enable Manual Payments

Payment Method

Available
Invoice Me @
Send By Post
Pledge E]

| oK || cancel |

Select Manual Payments and Move to the Chosen Options

Press SAVE
3. Making a family membership payment

3.1 Locate the Contact and press Credit Card Payment

P Contact
-2/ Angela Shakespear

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

J Show Feed
« Back to List: Subscription Issues

Recurring Payments [0] | Opportunities[2) | Cases[0] | Entiflements[0] | Service Contracts[0] | URL Tokens[1] | Paymentltems[2] | Open Activities [0 | Activity History [5+] | Campaign Histery [11 |
MNotes & Atachments [5+] | HTML Email Status (0] | Payment Txn's[2] | Subscriptions [1]

Contact Detail |m| |E| |m| | Request Updatell Manage External User ¥ ||Ar|r|ua| Statement |J Credit Card Pay |Mar|ual iy | |Make y
Contact Owner (5] Payment Site Guest User [Change Phone 02928 ﬁ
Name  Angela Shakespear Home Phone
Account Name  [ndividual Mobile
Title Other Phone
Department Fax
Birthdate Email  angela.shakespear@mailinator.com
Reports To [View Qrg Charf] Print Email Receipt  angela.shakespear@mailinator.com
Lead Source Assistant
Subscriber Group  Angela. John & Luke Shakespear Family Asst. Phone
URL Token Last Generated Statement Amount  §0.00
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3.2 Select Manual Payment Option

IVIRFI S Forane

Email angela.shakespear@mailinator.co

Save

Registered Members

Action First Name Last Name
© Angela Shakespear

@ lohn Shakespear
& Luke Shakespear

My Payment Details

Total Amount Charged $0.00
! Credit Card

Payment Method @

4k

Method of Payment"‘o
Bank Deposit Date @
Drawer

Bank

BSE No.

Account No.©@
Cheque Number

Commentsﬂ

“

Step 1 of 3

Continue

Enter details for the membership, then Select "Manual" from the payment options.

Please note the "Manual" option will not appear on your public website forms. This will only appear
for persons logged into Salesforce.
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How to set up magazine style subscriptions

This procedure is for organisaitons wishing to track magazine/publication issues and manage
subscribers. This procedure requires four set up steps:

Magazine/Publication
Issues

Current Issue
Subscription Type

LN =

Notes:
+ Payment Forms = publication
» Subscription Issue = individual issue of the publication
+ Payment Options = types of subscriptions (1 year, 2 year)

Subscribers are linked to the magazine when they fill in the web based form and are managed for
mail outs.

1. Set up Magazine/Publication

1.1 Navigate to the Merchant Facilities tab

ts REEL T T

Merchant Facilities

Q Home

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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1.2 Scroll down to Payment Forms

Action Payment Form Hame Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donation B

Edit| Del 1.Online Payment Crder f f
Edit| Del 2.Membership Membership i v
Edit| Del 3.Subscription Vv Subscription v
Edit| Del 4. Appeal Donation DEMO Appeal v
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1.3 Select or create a Payment Form for the magazine and SAVE

Payment Form Edit
& New Payment Form

Payment Form Edit | save | | Save & New| | Cancel

Information

Payment Form | Emn:

I|Sty|ish Magazine

Name
Payment Form Note (1]
P
Merchant Facility | DEMO FACILITY Qy
Primary Payment O E
Form

Pre-Authorisation O

Payment Type | Membership ¥

Enable URL Tokens | Opy

Enable CAPTCHA O

Refer to Web Forms for more information
2. Set up Issues

2.1 Scroll down to the Subscription Issue related list heading from the Payment

Form
| Subscription Issues

Mo records to display

2.2 Select the New Subscription Button

1\ subscription Issues lew Subscription Issue

Mo records to display
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2.3 Create Subscription Issues for the magazine and SAVE

Subscription |ssue Edit

T New Subscription Issue

Subscription lssue Edit | save | | Save & New| |Cancel

Information

Subscription lssue Name I||SSI.JE No 1 ,o
Issue NHumber |1 .Ie
Payment Form I|Sty|ish Magazine ko Q|

Publication Date 1/09/2014 [24/0 szﬂh_i,o,n'

Payment Generation |—N one-- - |

[‘save | [Save & New] [cancel]

Choose a unique issue name (Issue No 1 or Spring 14 Edition)

Enter the issue number

Check that the issue is linked to the correct Payment Form (magazine)
Enter publication dates for each issue

i

2.4 Use the Clone button to create issues into the future

Subscription lssue

‘ Issue No 4

Open Activities [0] | Activity History [0 | MNotes & Aftachments [01 | Subscription Issue tems [01 | Subscriptic

(Cione ) payment Generation| |
Subscription Issue Detail
Mailout All

Subscription Issue Name  |ssue Mo 4
Izzue Number 4 Last

Payment Form Stylish Magazine
Publication Date  {M2/2014
Payment Generation

Created By  Caraol Challis, 21/08/2014 11:48 AM

[ Edit l [Deletel [ Clone l [Pﬂyment Generﬂticrnl [

Mailout All
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2.5 Check issues are displayed (Merchant Facilities > Payment Forms >

Payment Options)
‘ Subscription Issues |New Subscription Issue |
Action Subscription Issue Name lzsue Humber Publication Date
Edit| Del |ssue No1 1 1/09/2014

Edit| Del lssueMNo2 6M10/2014

2
Edit| Del IssueMNo3 3 AHM12014
4

Edit| Del IssueMNo4 11212014

3. Set up Current Issue

3.1 Navigate to the Merchant Facilities tab

-3 Merchant Facilities

Merchant Facilities

Q Home

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

3.2 Scroll down to Payment Forms

o Payment i

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donation B

Edit| Del 1.0nline Payment Order v v
Edit | Del 2. Membershi Membership v
Edit| Del 3. Subscription v Subscription ¥
Edit| Del 4. Appeal Donation DEMO Appeal v
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3.3 Select the publication Payment Form

Payment Forms

Action Payment Form Hame Prim

Edit| Del 1.Online Payment

Edit| Del 2. Membership
Edit| Del 2. Subscription
Edit| Del 4.Appeal

5. Donation with
Edit| Del option of regular
ivin

G. EventTraining

Edit|Del ~ourse

Edit| Del Adkonsult Training
Edit| Del BigTraining Event

Edit| Del Bubble Form
Edit | Del Buy My Book

Edit| Del Stlish Magazine

3.4 Scroll down to Subscriptions/Memberships heading

'

Enable Payment Options Enable Membersghip Search

Payment Option Label  Membership Membership Id Label  Membership No.

Membership Start  Date of payment
Membership Start Grace Days Current Issue
Membership Renewal Text
Membership Confirmation Text
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3.5 Select which issue is the current issue from the pick list and SAVE

¥ Subscriptions/Memberships
Enable Payment Options Enable Membership Search

Payment Option Label  Membership Membership Id Label  Membership Mo.

Membership Start  Date of payment
Membership Start Grace Days

Membership Renewal Text

Membership Confirmation Text

https://ap1.salesforce.com/_ui/common/data/LookupPage?lknm=CFOON90000007JUI

w Orders/Supplies/Payments Q\ L k
Enable Delivery Address ., LOOKuUp

Freight Amount |Search_.. |

Shopify Webhook https:/aakpatest-de “ou can use "™ as a wildcard next to other characters to improve your search results.

¥ Custom Fields

Enable Custom Fields Recently Viewed Subscription Issues
Custom Fields Header

Subscription Issue Name
Enable Custom 2 Fields

lssue MNo 4
Custom Fields 2 Header
Enable Custom 3 Fields Izsue Mo 3
Custom Fields 3 Header |ssue Mo 2

—_— i

4. Set up Subscription Options

4.1 Navigate to the Merchant Facilities tab

ts REEL T

Merchant Facilities
& Home

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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4.2 Scroll down to Payment Forms

Action Payment Form Hame Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donation B

Edit| Del 1. Online Payment Order v ¥
Edit | Del 2 Membership Membership e
Edit| Del 3.Subscription v Subscription v
Edit| Del 4. Appeal Donation DEMO Appeal v

4.3 Select the publication Payment Form

Payment Forms

Action Payment Form Hame Prim

Edit| Del 1.Online Payment

Edit| Del 2. Membership
Edit| Del 2. Subscription
Edit| Del 4.Appeal

5. Donation with
Edit| Del option of regular
ivin

G. EventTraining

Edit|Del ~ourse

Edit| Del Adkonsult Training

Edit| Del BigTraining Event

Edit| Del Bubble Form
Edit | Del Buy My Book

Edit| Del Stlish Magazine

4.4 Scroll down to Payment Options heading and select the New Payment
Option button

Payment Options [licw Payment Option

Mo records to display
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4.5 Select Subscriber and Continue

New Payment Option
&Y select Payment Option Record Type

Select a record type for the new payment option. To skip this page in the future

Select Payment Option Record Type

Record Type of new recordf " Supscnber 1

[ Continuc ]

4.6 Enter details for magazine subscription and SAVE

Payment Option Edit

& New Payment Option
Payment Option Edit | save | | save & ew| | cancel
Information
Payment Form I|Sty|ish Magazine | @ Subscription Length (Months) |1 2 |
Payment Options Hame I|Sty|ish | Subscription Length {Days) | |
Status | Active v | No of Issues Per Suhsclr:l:i:i;; |12 |
Display Order Start Subscription From | Mext lssue v |
Subscription Level I Start From Specific Issue | |
Subscription Type I Frequency | Monthly v |
Default [ ] Automatic Renewal = [

Prorate Fees |—N0ne— - |

Price ' 14.99 |

Currency ALUD ¥

Freight |5.UU |

User Manual (c) AAkonsult Pty Ltd 2014

Page 321




User Manual

User Manual konsult
[ PAYMENTS

How to manage magazine style subscriptions

This procedure covers how to generate mail-outs for magazine style subscriptions.

If you have not previously setup a Subscription Issue for the current mailout, then please review:
How to set up magazine style subscriptions

The mailout data is generated from a database object called "Subscription Issue Item". This is a link
between the "Subscription Issue" and the "Subscription" (Subscriber)

1. Generate data for mail out
1.1 Navigate to Subscription Issues tab and select the publication issue

Subscription Issues
" Home

View: Edit | Create Mew View

Recent Subscription Issues

Subscription Issue Hame

lssue Mo 2
lssue Mo 1

lssue Mo 4

1.2 Select the Mailout Generation button

Subscription lssue Customize Page | Edit Layout | Printable View | Help fo
" Issue No 3
Open Activities [01 | Activity History [01 | Notes & Aftachments 01 | Subscription lzsue ftems [2] | Subscriptions [2] | Account Subscriptions [0] | Becurring Pavments [01 | Payment Txn's [0]
Subscription Issue Detail [Delete] [ Clone l [Payment Generation l Mailout Generation Mailout Singlel [Mailout Finall [Mailout Multiplel [Mailout AII]
Subscription lssue Name  |ssue Mo 3 Mailout Batch No. 1
Issue Number 3 Last Mailout Generation Completed  21/08/2014 10:21 PM
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1.3 Set Current Issue

o‘ Subscription Issue Mail House Generation

Wwarning:
l The current subscription issue is Issue 001. Press the Set Current Issue Button below to make this (Issue 002} the current one.

@ Process [m

Set Current Issue

Issue Details

Subscription Issue Name  |ssue 002
Issue Number 2
Mailout Batch No.
Publication Date  20/05/2015

Selection Criteria

Include Account Level Subscriptions

LY

Include Contact Level Subscriptions

LY

Set Current Issue | | Process | | Cancel

If you have not previously set this as the current issue, then you will get a warning (1) advising of
this.

Press "Set Current Issue" (2) before continuing

1.4 Check details and process

1\ Subscription Issue Mail House Generation

| =

Issue Details

Subscription Issue Name  |ssue Mo 2
Issue Number 2
Mailout Batch No.
Publication Date 6M10:2014

Selection Criteria

Include Account Level
Subscriptions

Include Contact Level
Subscriptions

prosee camce
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1.5 Check the Batch Apex Jobs is complete

Batch Apex Jobs 1 = Required Information

Apex Class Created Date Created By Status Completion Date

subscriptionissueMailouticcountProcessor  21/08/2014 10:04 PM - Carol Challis Completed ([ 00sa ) 210812014 10:04 P
subscriptionissuelailoutProcessor 210812014 10:04 PM Carol Chaliis Completed ([ o 21082014 10:04 P

1.6 Check your email for mailout details

The Mailout Generation Process request is completed for lssue:
lssue Mo 2

Mumber of generations for this issue are: 1

Flease review this Issue Generation, by clicking on the following link:

https:fap1.salesforce com/alG9000000BZ0VE

2. Run Mailout

2.1 Follow email link back to Subscription Issue tab

Subscription Issue Customize Page | Edit Layout | Printable View | Help fo
" Issue No 3
Open Activities [01 | Activitv Historv [0] | Notes & Attachments [01 | Subscription lssue tems [2] | Subscriptions [2] | Account Subscriptions [0] | Recurring Payments 0] | Pavment Txn's [0]
Subscription Issue Detail [Delete] [ Clone ] [Paymem Generation] [Mailout Generation] [uailout Single] [uailout Final] [uailout Multiplel [uailout Au]
Subscription Issue Name  |ssue Mo 3 Mailout Batch No. 1
lssue Number 3 Last Mailout Generation Completed  21/08/2014 10:21 PM

Payment Form Stylish Magazine
Publication Date  3M11/2014
Payment Generation
Created By  Carol Challis, 21/08/2014 11:46 AM Last Modified By  Carol Challis, 21/08/2014 10:21 PM
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2.2 Select Mailout button according to your needs

Subscription Issue
" Issue No 3

Open Activities [01 |

Activity History 101 | Motes & Attachments [01 |

Customize Page | Edit Layout | Printable View | Help for th

Subscription lssue tems [21 | Subscriptions [2] | Account Su‘mm 1 oring Paxmeme Pavment i

":-n] Mailout Single | | Mailout Final | | Mailout Multiple | | Mailout All

Subscription Issue Detail Delete || Clone | |Payment tion| | Mailout
Subscription lssue Name  |ssue Mo 3 Mailout Batch No. 1
lssue Humber 3 Last Mailout Generation Completed  21/08/2014 10:21 PM
Payment Form  Stylish Magazine
Publication Date  3/11/2014
Payment Generation
Created By  Carol Challis, 21/08/2014 11:46 AM Last Modified By ~ Carol Challis, 21/08/2014 10:21 PM

1. Single issue

2. Final subscription issue

3. Multiple issues in the one mailout

4. All subscriptions that are due for that issue

2.3 Check report and print or export
€ Subscription Issue - All
Report Generation Status: Complete
Report Options:
Time Fram
Summarize information by: Show Date Field Range
[ ~None— v | | Almerchant facilties v| | |Created Date v | [custom v
Fram To
L1

| Run Report ¥ | [Hide Details | | Customize | save As | | Printable View| |Export Details

Filtered By: Edit
Subscription Issue ID equals a0GI000000RZ07J Clear

Mailout Batch Ho. First Hame LastName Account Name Mailing Street  Mailing City

ship No. Issues Mailing State Mailing PostalCode Mailing Country Quantity Final Issue

41 000037 11 Governor  Henry Barkly Henry Barkly - Williamstown  VIC - Australia 1.00
1 000038 11 Reverend George Wilkinson ~ George Wilkinson - Williamstown  VIC = Australia 1.00

Grand Totals (2 records)
2.00
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How to set up subscriptions - charge on shipment

For organisations that have a membership base where products are delivered as part of their
subscription and they are only charged before the goods are sent out then the “On Shipment”
Recurring Payments is used.

Examples of organisations of this type are wine clubs where subscribers are only invoiced when the
next shipment of the wine pack is ready.

1. Set up subscription issues

1.1 Follow set up for subscription issues

How to set up subscription issues

2. Set up recurring payment

2.1 Navigate to the Merchant Facilities tab and scroll down to Payment Forms

[Hew Payment Farm]

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donati

Edit| Del 1.0Online Payment Order v +
Edit| Del 2. Membershi Membership v
Edit| Del 3. Subscription v Subscription v
Edit| Del 4. Appeal Donation DEMO Appeal v
5. Donation with
Edit| Del option of reqular Conation v
ivin
) G. EventTraining
Edit| Del ~ourse Event v

Edit| Del Afkonsult Training

Edit| Del BigTraining Event

Edit| Del Buy My Book Cirder v
Edit | Del Stylish Magazine Membership
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2.2 Select the payment form set up based on issues

Payment Forms New

Action Payment Form Hame Primary Payment Form Payment Type De

Edit| Del 1.Cnline Pavment Order

Edit| Del 2 _Membershi Membership

Edit| Del 3. Subscription v Subscription

Edit | Del 4.Appeal Conation DE
5. Donation with

Edit | Del option of reqular Donation
ivin

) G. EventTraining
Edit | Del Course Event

Edit| Del AfAkonsult Training

Edit| Del BigTraining Event

Edit| Del Buy My Book Order

Edit | Del Membership

2.3 Scroll down to the Donations heading

[¥ Donations]
Enable Donation With Donor Care
Enable Suggested Amounts Large Payment Amount
Suggested Donation Amt 1 Enable Soft Credits Mo
Suggested Donation Amit 2
Suggested Donation Amit 3 Enable Recurring
Suggested Donation Amt 4 Enable Day of Month Selection v
Suggested Donation Amt 5 Recurring Retry Attempts

Recurring Payments Type  On Shipment |«

Payment Frequency Options
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2.4 Tick the checkbox for the Enable Recurring field

Donor Care
Large Payment Amount
Enable Soft Credits Mo

Enable Recurring v

Enable Day of Month Selection ¥
Recurring Retry Attempts
Recurring Payments Type  On Shipment
Payment Frequency Options

This ensures that details entered from the web form are brought forward.

2.5 Set the Recurring Payment Type field to 'On Shipment' and SAVE

Donor Care
Large Payment Amount
Enable Soft Credits [

Enable Recurring v
nable Day of Month Selection v
Recurring Retry Attempts

Recurring Payments Type On Shipment ¥ E

Payment Frequency Options

Subscriptions set to 'On Shipment' will only be processed when you are ready to ship your product.

When you wish to process the payment, refer: How to manage subscriptions - charge on shipment
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How to manage subscriptions - charge on shipment
1. Charge payment before shipping

1.1 Navigate to the Subscription Issue Tab

nts  Merchant Facilities  Payment Txn's  Manual Payments  Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptiong  JCITLESIUGLRESTLY ) + -

Subscription Issues Help for this Page G
" Home

Vie Edit | Create New View

Recent Subscription Issues

Subscription Issue Name Payment Form Issue Number Publication Date Mailout Batch No.  Last Mailout Generation Completed

lssue 002 3. Subscription 2 20/05/2015

lssue 003 3. Subscription 3 19/06/2015

Issue 001 3. Subscription 1 20/04/2015

lssue 003 3. Subscription 3 4062015

lssue 002 3. Subscription 2 5/05/2015

lssue 001 3. Subscription 1 5/04/2015

Navigate to the Subscription Issue Tab, Select the appropriate filter and press GO button

1.2 Select the payment form set up based on issues

‘ Edit| Delete | Create New View

[NewSubscﬁption Issuel @ A|BICIDI|E[F|G[H|I|J
[ Action Subscription Issue Mame + Payment Form Issue Number Publication Date
[ Edit]Del |ssue 49 3. Subscription 49

[ Edit]Del |ssue48 3. Subscription 45

[ Edit]Del |ssue 47 3. Subscription 47

(] Editl 3. Subscription 46

[ Edit]Del |ssue 45 3. Subscription 45

[ Edit]Del |ssue 44 3. Subscription 44 3/06/2013

[ Edit|Del |ssue 43 3. Subscription 43 7052013

[ Edit|Del |ssue 42 3. Subscription 42 2/04/2013

[ Edit]Del |ssue 41 3. Subscription 41

[ Edit]Del lssue 40 3. Subscription 40

[ Edit]Del Issue 005 3. Subscription 5 5M02013

] Edit|Del |ssue 004 3. Subscription 4 5M02013

Select the Issue you would like to process
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1.3 Select the Payment Generation button

Subscription lssue
" Issue No 3

Open Activities [01 | Activity History 101 | Motes & Attachments [0] | Subscription Issue ttems [21 | Subscriptions [2] | Account Subst

Subscription Issue Detail | Edit | | Delete| | Clone uailout Generation | | Mailos

Subscription lzssue Name Issue Mo 3 Mailout Batch No

Issue Number 3 Last Mailout Generation Completet
Payment Form Stylish Magazine
Publication Date  3M1/2014
Payment Generation
Created By  Carol Challis, 21/08/2014 11:46 AM Last Modified B

I Edit I IDeleteI I Clone ] |Payment Generation] IMaiIﬂut Generaﬁon‘ [Mailm

The Payment Generation button will look for all recurring payments that are active and have 'On
Shipment' set in the Recurring Payment field. Refer: How to set up subscriptions - charge on
shipment

1.4

Warning:
o A The current subscription issue is Issue 41. Press the Set Current Issue Button below to make this (Issue 49) the current one.

) Subscription Issue Payment Generation

o) o

Subscription Issue Details 1 = Required Information

This Payment Generation will go through all active recurring payments oftype "On Shipment” that are linked to this subscription issue and will charge those related Credit Cards and generate transactions for Direct
Debits processing

Subscription Issue Name  |ssue 49
Issue Number 49
Publication Date

| re—| r—

If you have not previously set this as the current issue, then you will get a warning (1) advising of
this.

Press "Set Current Issue" (2) before continuing
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1.5 Select the Process button to confirm payment

1 Subscription Issue Payment Generation

[Proces: |

Subscription Issue Details | = Required Information

This Payment Generation will go through all active recurring payments of type "On Shipment™that are linked to this subscription issue and will charge those related Credit Cards and generate transactions for
Direct Debits processing.
Subscription lssue Name  |ssue No 3
Issue Humber 3
Publication Date ~ 3/11/2014

1.6 Check the progress and select Close when finished

1\ Subscription Issue Payment Generation

=)

Subscription Issue Details | = Reguired Information

This Payment Generation will go through all active recurring payments of type "On Shipment” that are linked to this subscription issue and will charge those related Credit Cards and generate transactions for
Direct Debits processing.

Subscription Issue Name  Issue Mo 3
lssue Number 3

Publication Date  3/11/2014
Batch Apex Jobs | = Required Information

Apex Class Created Date Created By Status Completion Date

recuringPaymentsProcessor 25/08/2014 10-33 AM Carol Challis Completad (I ET 2502014 10:33 AU

2. Generate data for mail out

This step ensures that data for subscribers is updated in the system.

The mailout data is generated from a database object called "Subscription Issue Item". This is a link
between the "Subscription Issue" and the "Subscription" (Subscriber)
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2.1 Navigate to Subscription Issues tab and select the publication issue

Subscription Issues
" Home

View: Edit | Create Mew View

Recent Subscription Issues

Subscription Issue Hame

lssue Mo 2
lssue Mo 1

lssue Mo 4

2.2 Select the Mailout Generation button

Subscription Issue

Customize Page | Edit Layout | Printable View | Help fo
" Issue No 3
Open Activities [01 | Activity History [01 | Notes & Aftachments 01 | Subscription lzsue ftems [2] | Subscriptions [2] | Account Subscriptions [0] | Becurring Pavments [01 | Payment Txn's [0]
Subscription Issue Detail [Delete] [ Clone l [Payment Generation | Mailout Generation Mailout Singlel [Mailout Finall [Mailout Multiplel [Mailout AII]
Subscription lssue Name  |ssue Mo 3 Mailout Batch No. 1

Issue Number 3 Last Mailout Generation Completed  21/08/2014 10:21 PM

2.3 Check details and process

I Subscription Issue Mail House Generation

[Frocess) cancei
Issue Details

Subscription lzsue Name  [ssue Mo 3
lssue Number 3
Mailout Batch No. 2
Publication Date 212014

Selection Criteria

Include Account Level
Subscriptions

Include Contact Level
Subscriptions

Ky
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2.4 Check the Batch Apex Jobs is complete and close

Batch Apex Jobs I-

Apex Class Created Date Created By Status Complet

subscriptionlssueMailouticcountProcessar 25/02/2014 10:51 AM CarolChallie  Completed (GG osoa
subscriptionlssuellailoutProcessar 25/08/2014 10:51 AM CarolChallis  Completed ([ GEE  2soa

Cose]
2.5 Check your email for mailout details

Hi leff Challis,

The Payment Generation Process request is completed for Issue:
Issue 45

Flease review this Subscription Issue, by clicking on the following link:

https://aakpaymc2test-dev-aed.my.salesforce.com,/a0F AODOD00SQEIN

3. Run Mailout

3.1 Follow email link back to Subscription Issue tab

Subscription Issue Customize Page | Edit Layout | Printable View | Help fo
" Issue No 3
Open Activities [01 | Activitv Historv [0] | Notes & Attachments [01 | Subscription lssue tems [2] | Subscriptions [2] | Account Subscriptions [0] | Recurring Payments 0] | Pavment Txn's [0]
Subscription Issue Detail [Deletel [ Clone ] [Payment Generation] [Mailout Generation] [uailout Single] [uailout Final] [uailout Multiplel [uailout Au]
Subscription Issue Name  |ssue Mo 3 Mailout Batch No. 1
lssue Number 3 Last Mailout Generation Completed  21/08/2014 10:21 PM

Payment Form Stylish Magazine
Publication Date  3M11/2014
Payment Generation
Created By  Carol Challis, 21/08/2014 11:46 AM Last Modified By  Carol Challis, 21/08/2014 10:21 PM
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3.2 Select Mailout button according to your needs

Subscription Issue
" Issue No 3

Open Activities [01 |

Activity History 101 | Motes & Attachments [01 |

Customize Page | Edit Layout | Printable View | Help for th

Subscription lssue tems [21 | Subscriptions [2] | Account Su‘mm 1 oring Paxmeme Pavment i

":-n] Mailout Single | | Mailout Final | | Mailout Multiple | | Mailout All

Subscription Issue Detail Delete || Clone | |Payment tion| | Mailout
Subscription lssue Name  |ssue Mo 3 Mailout Batch No. 1
lssue Humber 3 Last Mailout Generation Completed  21/08/2014 10:21 PM
Payment Form  Stylish Magazine
Publication Date  3/11/2014
Payment Generation
Created By  Carol Challis, 21/08/2014 11:46 AM Last Modified By ~ Carol Challis, 21/08/2014 10:21 PM

1. Single issue

2. Final subscription issue

3. Multiple issues in the one mailout

4. All subscriptions that are due for that issue

3.3 Check report and print or export
€ Subscription Issue - All
Report Generation Status: Complete
Report Options:
Time Fram
Summarize information by: Show Date Field Range
[ ~None— v | | Almerchant facilties v| | |Created Date v | [custom v
Fram To
L1

| Run Report ¥ | [Hide Details | | Customize | save As | | Printable View| |Export Details

Filtered By: Edit
Subscription Issue ID equals a0GI000000RZ07J Clear

Mailout Batch Ho. First Hame LastName Account Name Mailing Street  Mailing City

ship No. Issues Mailing State Mailing PostalCode Mailing Country Quantity Final Issue

41 000037 11 Governor  Henry Barkly Henry Barkly - Williamstown  VIC - Australia 1.00
1 000038 11 Reverend George Wilkinson ~ George Wilkinson - Williamstown  VIC = Australia 1.00

Grand Totals (2 records)
2.00
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How to automatically schedule changes to
subscriptions/memberships

Change Schedules

Change Schedules provide the ability for membership/subscription updates to setup to scheduled
ahead of time. On the schedule date, an automated process will apply the updates requested.

The types of schedules that are available are:

* Once off:
This allows for a person to book a schedule that will occur on a particular date and will be
restored back to that option once that date is completed. For example, in a wine club,
someone may update their order quantity from 1 to 2 during the month of December, then
have it restored to 1 for January.

+ Ongoing:
This option will apply a permanent update effective on the from date. An example of this
might be for a wine club subscription where someone asks for their order to be change from
a white pack to a red pack from the beginning of next year.

* Recurring:
The Recurring Option allows for schedules to be setup that occur every year. The option is
very similar to the Once off option, but will continue year after year. An example of this
option is for a wine club subscriber that has Whites every Summer and Reds for every winter.

Change Schedules can be setup and related to the follow areas:
* Recurring Payments

* Account Subscriptions
» Subscriptions

1. Creating a Change Schedule

J

No records to display

n Subscription Groups New Subscriber Group

No records to display

Subscription Issue Items New Subscription Issue ltem

No records to display

Change Schedules l New Change Schedule l

No records to display

Change Schedule Logs
No records to display

Locate the particular record you wish to apply the Change Schedule for. These are available from
the following tabs:
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* Recurring Payments
» Account Subscriptions
» Subscriptions

Once you have clicked into the record, scroll down to the related list for Change Schedules and
press the "New Change Schedule" button.

1.1 Select the Appropriate Change Schedule Type

Q SegleﬁBCha“nge Schedule Record Type

Select a record type for the new change schedule. To skip this page in the future, change your record type settings on your personal setup page.

Select Change Schedule Record Type

Continue | | Cancel

Available Change Schedule Record Types

Record Type Name Description
After a Certain Period of Time A change to the membership/subscription thatis ongoing after a certain time period

Once Off A change to the membership/subscription that is a once offammendment
Ongoing A change to the membership/subscription that is permanent from a specified date
Recurring Achange to the membership/subscription that recurs at a reqular interval

Please see the overview of this procedure for more information about the Change Schedule Types
available.
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1.2 Enter Change Schedule Details and SAVE

I Change Schedule Edit
Q- New Change Schedule

Help for this Page 0

Change Schedule Edit

Information

Updates related to
Subscription
Account Subscription

Recurring Payment

Schedule
From Date

To Date

Updates to apply
Quantity
Payment Option
Payment Amount
Donation Amount

Recurring Payment Status

| save | | save & New| | Cancel|

Rob Wayne - Quarterly Mag I 8|

L 2

||:| [30/05/2015 ]
T

£

-Mone- ¥

| save | | Save & New| | Cancel

(c) AAkonsult Pty Ltd 2014

Record Type
Status
Owner

Previous Quantity

Previous Payment Amount
Previous Donation Amount
Previous Payment Option

Previous Recurring Payment
Status

Once Off
Waiting
Jeff Challis

1 = Required Information
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How to put your company information into the Receipt
Template

Information on your receipt is found on different screens.

1. Update address

1.1 Navigate to Setup > App Setup > Company Profile > Company Information

App Setup

[»| Customize

[v| Create

[¥| Develop

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

Administration Setup

[v| Manage Users
[»| Manage Apps
& Company Profile

Company Information

Business Hours
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1.2 Update your company's details and SAVE

Company Information

AAKonsult Pty Ltd

The organization's profile is below.

User Licenzes[21] |

Organization Detail

Organization Name  AAKonsult Piy Lid
Primary Contact  Jeff Challis
Division
Address PO Box 175

Williamstown, 3016
Australia

Figcal Year Starts In  January
Newsletter

Admin Mewsletter ¥

Hide Notices About System
Maintenance

Hide Notices About System Downtime

Created By  Jeff Challis, 10/05/2013 614 PM

2. Update website, ABN, email,telephone, receipt and footer text

2.1 Navigate to the Merchant Facilities tab

mts BUEEEA ST Payment Txn's

Merchant Facility
&Y DEMO FACILITY

« Back to List: Maill Merge Template

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.
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Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2.2 Scroll down to the Receipting heading

Our Website  hitp/fwww. 74demo.com
General Email  jnfo@74demo.com
Receipt Label = RECEIPT Receip
Document Type  Receipt
ABN 123 456 789
Receipt Text

It gives us great pleasure to welcome you to our exclusive subscription club and trust v
the best and most up-to-date information on all the latest technology including:

« telegrams
« Ccarriages
« shipping crates
We also provide the inside knowledge on:
« hoot cleaning services

« provision stocking
« convict handling procedures

Keep in touch with us by stopping by the general post office when you sight a ship comi

SPECIAL OFFER: Telescopes for half price

Receipt Footer  Thank you for trialing AAkonsult Payments.

2.3 Update your information and SAVE

Terms and Conditions
These terms and conditions will be based on your organisations advise from your bank and your legal adviser....

This must be setup before using the Direct Dehits module.

¥ Receipting
OurWebsite  https:/aakonsultpayments.com Receipt Text Colour . 666666
General Email  info@aakpaydevi.com Receipt Body Colour - 11519
Receipt Label  RECEIPT Receipt Body Border Colour - 8BA9CD
Document Type  Receipt Receipt Totals Header Backigouk) nd  95B3D7
olour
ABN Receipt Totals Header Text Colour 000000
Receipt Text

Receipt Footer  Thank you for trialing AAkonsult Payments.
Mote, you can include your logo on the receipt by attaching it to the Merchant Facility.

v ﬂamonal Eloense Bptlons

License Options  Shopify; Direct Debit, Events; Custom Themes; Datatools Kleber
License Expirv Date RINARZNR

The receipt text shown in the Merchant Facility screen can be over-ridden by receipt text at the
following levels:
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* Related Campaign
+ Payment Form

For information on colours, please see: How to change the colours of the Receipt Template

3. Check receipt

3.1 Navigate to the Payment Txn's tab

nts  Merchant Facilities Manual Payments R

Payment Txn's
&5 Home
View: |A|| v | | Go! | Edit| Create N
Recent Payment Txn's (
Payment Txn No Transaction Type Bank Deposit Date T
PAY-0000074 Furchase 151072014

3.2 Select a payment and select the 'Receipt’ button

Payment Txn

&Y PAY-0000074

M- Show Feed

« Back to List: Mail Merge Template
Refund Txn's [0] | Recuming Authorizations [0 | Open Aclivities [0] | Activity Hi

Payment Txn Detail Refund

w Contact Information

Membership Id
Title  Captain
First Mame  William
Last Mame  Hobson
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3.3 View receipt with your information

RECEIPT

AAkonsult ¢

FarMENTS

AAKonsult Pty Ltd
ABN: 123 456 780

PO Box 175
Williamstown 3016
Australia

61 3 93970443
www.7ddemo.com
info@74demo.com

Wednesday, 15 October 2014

Captain William Hobson
123 WAITANGI ST
WILLIAMSTOWN VIC
AUSTRALIA

|
It gives us great pleasure to welcome you to our exclusive subscription club and trust you will enjoy the literary offering
We pride ourselves on providing the best and most up-to-date information on all the latest technology including:

* telegrams
* carriages
* shipping crates
We also provide the inside knowledge on:
* boot cleaning services
. ision siocking
* convict handling procedures
Keep in touch with us by stopping by the general post office when you sight a ship coming up the bay.

SPECIAL OFFER: Telescopes for half price

0000075 15/10/2014 43.27 476.00 F.ID
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How to put your company logo on the Receipt Template
Upload a logo/graphic for your receipt.

NOTE: Logos will be shown at 50px in height.

1. Navigate to the Merchant Facility

ments N ET A SRR Payment Txn's

Merchant Facility
: &% DEMO FACILITY

« Back to List: Mail Merge Template

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll Down to the Notes & Attachments heading

Notes & Attachments | New Note| | Attach File |

Mo records to display

3. Select 'Attach File' button

Notes & Attachments New Note

Mo records to display
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4. Select 'Choose File' button to locate your logo file

&¥ Attach File to Merchant Facility DEMO FACILITY

. Select the File
Type the path of the file or click the Browse button to find the file.

Choose File | aakonsult_payments.jpg

2. Click the "Attach File" button.
Fepeat steps 1 and 2 to attach multiple files.
[ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
[ This will cancel an in-progress upload. )

5. Select 'Attach File'

&Y Attach File

1. Select the File
Type the path of the file or click the Browse button to find the file.

Choose File | Mo file chosen

2. Click the "Attach File™ button.
Fepeat steps 1 and 2 to attach multiple files.
[ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
[ This will cancel an in-progress uplead. )

You have just uploaded the following file

File Name  aakonsult_payments.jpg
Size  124KB

Repeat Steps 1 & 2 if more files are required
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6. Select the 'Done’ button

&9 Attach File

1. Select the File
Type the path of the file or click the Browse button to find the file.

Choose File | Mo file chosen

2. Click the "Attach File™ button.
Fepeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
This will cancel an in-progress upload. )

You have just uploaded the following file

File Name  gakonsult_payments jpg

Size  124KB
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7. Check that the file has loaded

Notes & Attachments New Note| |Attach File | | View All |
Action Type Title Last Modified
Edit | View | Del Attachment aakensult_payments jpg 15/10/2014 1:57 PM

Note: The logo with the most recent date will be used in the receipt
8. Check that it appears on a receipt

8.1 Navigate to the Payment Txn's tab

nts  Merchant Facilities Manual Payments R

Payment Txn's
&% Home
View: | Al v |/ Go!| Edit| Create N
Recent Payment Txn's
Payment Txn No Transaction Type Bank Deposit Date Tot
FAY-0000054 Furchase 26/08/2014

8.2 Select a payment and select the 'Receipt’ button

Payment Txn

&% PAY-0000054

J- Show Feed

« Back to List: Mail Merge Template
Befund Txn's [0] | Recuming Authorisations [0 | Open Aclivities [0] | Activity History [11 | |

Payment Txn Detail Yok Ervor

w Contact Information
Membership Id 000054
Title Dr
First Name  Edward-Garland
Last Name  Figg
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8.3 View receipt with logo

RECEIPT

PO Box 175
Williamstown 30186
Australia

61 3 93970443
www.74demo.com
info@74demo.com

Tuesday, 26 August 2014

Dr Edward-Garland Figg
THE DOCTORS SURGERY
WILLIAMSTOWN VIC
AUSTRALIA

It gives us great pleasure to welcome you to the Stylish Magazine subscription club and trust you will enjoy the
literary offerings and exclusive deals in each issue.

Stylish Magazine prides itself on providing the best and most up-to-date information on all the latest technology
including:

* telegrams
* camriages
* shipping crates
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How to put your company letterhead on the Receipt
Template

You can upload your own letterhead as an image. This will replace your organisations name and
logo (top section) of the Receipt Template.

NOTE: The letterhead graphic should be approximately 2300px wide and 595px high. The file name
must contain "Letterhead" in it.

1. Navigate to the Merchant Facility

ments NG ETAETEEEN  Payment Txn's

Merchant Facility
l &Y DEMO FACILITY

« Back to List: Mail Merge Template

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll Down to the Notes & Attachments heading

Notes & Attachments New Note | | Attach File |

Mo records to display

3. Select 'Attach File' button

Notes & Attachments New Note .

Mo records to display
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4. Select 'Choose File' button to locate your logo file

&9 Attach File

Type the path of the file or click the Browse button to find the file.

Choose File | WV2-Letterhead. gif

. ICK The " ATld e DUTLon.
Fepeat steps 1 and 2 to attach multiple files.
{ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
[ This will cancel an in-progress upload. )

NOTE: The file name must contain the word "Letterhead" in it.
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5. Select 'Attach File'

&Y Attach File

1. Select the File
Type the path of the file or click the Browse hutton to find the file.

Choose File | WW2-Letterhead. gif

2. Click the "Attach File" button.
Fepeat steps 1 and 2 to attach multiple files.
{ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
{ This will cancel an in-progress upload. )

You have just uploaded the following file

File Name  W\V2-Letterhead.gif
Size  149KB

Repeat Steps 1 & 2 if more files are required
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6. Select the 'Done’ button

&Y Attach File

1. Select the File
Type the path ofthe file ar click the Browse button to find the file.

Choose File | Mo file chosen

2. Click the "Attach File” button.
Fepeatsteps 1 and 2 to attach multiple files.
[ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
This will cancel an in-progress upload. )

You have just uploaded the following file

File Name  WW2-Letterhead gif
Size  149KB
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7. Check that the file has loaded

Notes & Attachments |New Note| | Attach File | | View All|
Action Type Title Last Modified
Edit | View | Del Attachment WW2-L etterhead.qif 6/04/201512:20 PM

Note: The logo with the most recent date will be used in the receipt
8. Check that it appears on a receipt

8.1 Navigate to the Payment Txn's tab

nts  Merchant Facilities Manual Payments R

Payment Txn's
&% Home
View: | Al v |/ Go!| Edit| Create N
Recent Payment Txn's
Payment Txn No Transaction Type Bank Deposit Date Tot
FAY-0000054 Furchase 26/08/2014

8.2 Select a payment and select the 'Receipt’ button

Payment Txn

&% PAY-0000054

J- Show Feed

« Back to List: Mail Merge Template
Befund Txn's [0] | Recuming Authorisations [0 | Open Aclivities [0] | Activity History [11 | |

Payment Txn Detail Yok Ervor

w Contact Information
Membership Id 000054
Title Dr
First Name  Edward-Garland
Last Name  Figg
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8.3 View receipt with logo

¥ l Wildlife Victoria Inc
Wq;{‘ DL FE ABM 27 753 478 2

¥ T.03 9445 0310
V*P TORlA PO Box 100, Abbotsford VIC 3067
DN CF“-LI— Tﬂ H E LP info@wildlifevictoria org.au
13 000 9453 5 www.wildlifevictoria.org.au

Friday, 3 April 2015

Jeff Challis

45 TWYFORD ST
WILLIAMSTOWN VIC 3016
AUSTRALIA

Receipting details can be specified at the following levels:
* Campaign
* Payment Types
* Merchant Facility

Use this information to describe your products/services or campaign/appeal specific details. Images can also be
included.

AAkonsult Pty Ltd
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How to adjust the payment information in the Receipt
Template

The fields showing the payment information can be adjusted to suit your organisation

1. Adjust totals section fields

DEMO Event on Saturday 2 May - Monday 4 May 2015.
Non Member(1) @ $200, Team of Four(1) @ $400

3/04/2015 600.00 AUD

Thank you for trialing AAkonsult Fayments.

Hote, you can inchade your logo on the mealpt by atiaching i to the Meschant Facity. Thank You

This procedure describes how to amend / order the fields shown in the totals/bottom section of the
receipt.

If you are adding a new field, make sure the security settings for this field are set to make them
publically accessible as per procedure: How to make a custom field visible on public web forms

1.1 Navigate to Setup > App Setup > Create > Objects

App Setup

[*| Customize
B Create
Apps
Custom Labels

Fackages
Feport Types
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1.2 Select 'Payment Txn'

Edit ﬁ Payment ltem Group AfkPayments Payment Txn v Related to Payment Txn. Used by Event bookings to group Fayment ltems (al
Edit ﬁ Bayment Option AfkPayments Payment Form v Payment options are a list of items and pricing. For example, this might be me
Edit ﬁ (Payment Txn | AAkPayments ¥/ Payment transactions. Updated for both manual and credit card payments
Edit ﬁ Recurring Payment AfkPayments ¥ Regular payments or donations.
— B Ao cim e AR e - Subscriber group or members where all members that belong to that one sub:
1 H | H
1.3 Scroll down to 'Field Sets' heading
Action Field Label Installed Package
Edit ¥ checkoutComplete AAkPayments

Edit % checkoutCompleteBankTransfer  AAkPayments
Edit % checkoutCompleteDirectDebit AlkPayments

1.4 Select and Edit 'receiptPaymentinfo’

Edit H_-—, receiptDate AlkPayments AAkPay__receiptDate
Edit i—, receiptMailingAddress AlkPayments AbkPay__receiptMailin
Edit |J_-, receiptOtherAddress AlkPayments AbkPay__receiptOther
.ﬂ' |J_-| receiptPaymentinfo AlkPayments AAkPay__receiptFaym
Edit |4_-, recurringSetup AlkPayments AlkPay__recurringSet
Edit ﬁ refundFayment AAkPayments AlkPay__refundPaym
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1.5 Drag & drop fields into position

receiptPaymentinfo »

e conce || | o s rapern |

Payment Txn @, Quick Fi nd| Payment Txn Name |Q
Account

Contact Account No. Bank Deposit Date Cheque Number Currency Delivery State Discount Amount Drawer
ontas
0 AT Account Subscription || Birthdate Comments Delivery Address ... Delivery Strest Donation Amount Email
pportuni
. Bank BSE No. Contact Delivery Country Delivery SuburbiTown || Donation By First Name
Original Payment
Bank Deposit A nt | i Country ivery P Di: t B Donation By Name Freight

< I ———

Drag any of the fields above into the list below.

In the Field Set i

Receipt Mo.
Transaction Date
Payment For

Tax Amount
Transaction Amount
Membership Id

If you added a new field, make sure the security settings for this field are set to make them publically
accessible as per procedure: How to make a custom field visible on public web forms
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2. Adjust address section fields

RECEIPT AAkonsult Pty Ltd

PO Box 175
Williamstown VIC 3016
Australia

03 9397 0443
www.aakpaydev1.com

info{@aakpaydev1.com

Monday, 9 February 2015

Josh Gilbert
109 JOSH ST
WILLIAMSTOWN VIC 3207
AUSTRALIA

Dear Josh
Thank you for making your payment, your support is very much appeciated.

Flease also checkout our free App on the www.appexchange.com that allows you to default campaign member
status's based on the Campaign Type. Search for "AAkonsult Campaign Status”

Regards,
The team at AAkonsult Pty Lid.

This procedure describes how to amend / order fields shown in the header section of the receipt.

1. Receipt Date

2. Mailing Address

3. Other Address - Shown as an alternative to Mailing Address if the Receipt Component has
the AddressType set to 'Other’

If you are adding a new field, make sure the security settings for this field are set to make them
publically accessible as per procedure: How to make a custom field visible on public web forms
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2.1 Navigate to Setup > App Setup > Create > Objects

App Setup

[*| Customize

Bl Create
Apps
Custom Labels
Interaction Log Layvouts

Feport Types

Tabs

Action Link Templates New!
[+| Global Actions
[*| Workflow & Approvals

[ Develop

2.2 Select 'Payment Txn'

Edit 4 Merchant Facility

Edit & Payment Form Merchant Facility
Edit 4 Paymentitem Payment Txn
Edit /% Paymentltem Group  Payment Txn
Edit = Payment Cption Fayment Form

Edit
Edit

Eecurring Payment

/4 Payment Txn

Eecurring Payment,

Edit Tin Payment Txn

Edit /% Subscriber Group

Edit 4 Subscription Contact

Edit I'EI Subscription Issue Payment Form
Edit ERALL Subscription lssue

User Manual

[tem
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2.3 Scroll down to 'Field Sets' heading

Edit| Del /4 Shopping Cart Layout

Action
Edit
Edit
Edit

Edit

Edit

) Bs [ Bs [ s

Jeff Challis, 1/01/2013 2:47 FM

Field Label

checkoutComplete
checkoutCompleteBankTransfer

checkoutCompleteDirectDehit

checkoutCompleteEventsFree

checkoutCompleteEventsPaid

2.4 Select and the FieldSet to Edit

Edit &,manualPaymentName

Edit [ manualPaymentNotes
Edit /4 manualPaymentPayinio

% receiptMailingAddress

% receiptOtherAddress

Edit I‘El recurringSetup
Edit /4 refundPayment

Edit /4 statementTable

Edit [ tokenChargeDisplay

AfAkPay__manualPaymentMame

AAkPay__manualPaymentMotes
AakPay__manualPaymentPaylnfo
AfAkPay__receiptDate
AAkPay__receiptMailingAddress
AAkPay__receiptOtherAddress
AbkPay__receiptPaymentinfo
AbkPay__recurringSetup
AbkPay__refundPayment

AAkPay__statemeniTable

AAkPay__tokenChargeDisplay

(c) AAkonsult Pty Ltd 2014

APl Name Where is tl
AAkPay__ checkoutComplete FPayments

AfkPay__checkoutCompleteBankTransfer Shown on

AskPay__checkoutCompleteDirectDehit Shown on
Events Pa

AAkPay__checkoutCompleteEventsFree avent and
) Events Pa
AbkPay__checkoutCompleteEventsPaid avent and

Manual Payments Entry - Name and Contact details Section
LastName must remain required.

Manual Payments Entry - Notes Section

Manual Payments Entry - Payment Info Section

PDF receipts - main transaction date section. Mormally a single field.

PDF receipts - Mailing Address section (Default), or when component parameter AddressType = Mailing
PDF receipts - Mailing Address section when component parameter AddressType = Other

Used on PDF receiptline where amount, date etc. is shown

Recurring Payments - Card Update Screen

Payment Transactions - Refund Page

Fields that appear on the Annual Statement in the table section. This is typically a summary of the transactions i
person has completed in the last 12 months.

Used on Credit Card Token Payment form, in the section at the top where display only fields are shown.
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2.5 Drag & drop fields into position

receiptMailingAddress «

Help for this Page &

Save || Cancel | |{ " Undo || A Redo || Field Set Properties

Payment Txn @, Quick Find| Payment Txn Name 3
Account | Account Delivery Address ... Delivery Street Fundraiser 1D Payment Option Payment Type - Type SuburbiTow
Contact _ | Account Ho. Delivery Country Delivery Suburb/Town || Membership Id Payment Option Label | Postcode
Opportunity | contact Delivery Postcode Donation By Membership No. Payment Source State
‘Country Delivery State Donation By Hame Payment For Payment Txn Mo Street

Drag any of the fields above into the list below.
In the Field Set i

Street
Suburb/Town
State
Postcode
Country

After making the appropriate changes, press SAVE

If you added a new field, make sure the security settings for this field are set to make them publically
accessible as per procedure: How to make a custom field visible on public web forms

3. Find 'Payment for' information

Thank you for trialing Afkonsull Payments.

Mote, you can include your logo on the receipt by attaching It to the Merchant Facility. Tha n k You

'Payment For' is the text shown on the receipt total - 'ltem' section.

The 'Payment For' information can be obtained from various fields. The order of assignment priority
is based on:

User Manual
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o wON -~

Passed in as part of URL parameter or URL Token
Payment Form - Receipt Iltem
Subscription - Payment Option Name
Campaign - Campaign Name
Payment Form - Payment Type Field

3.1 Use default on the Payment Form

Payment Forms

| Mew Payment Fon

Action Payment Form Name Primary Payment Form (e
Edit| Del 1. Online Payment Orde
Edit | Del 2. Membership Membership
Edit | Del 3. Subscription Subscription
Edit| Del 4. Appeal Donation DE
Edit| Del 5. Donation with option of regular giving Donation
Edit| Del 6. Event/Training Course Event
Uses the value of the "Payment Type"
3.2 use Payment Form - Receipt Item
Social Display Position  right center Social Post  Checkout this ¢

Social Display Orientation  vertical

¥ Receipting Text

Send Receipt e F Ersion
Receipt ltem

B Payment_Txn__c.AAkPay__Firstame__c}

Thank you for registering for the seminar, *An Introduction to Intellectual Property’. The seminar will take place on Wednesd:

Minter Ellison Lawyers
Level 23, Rialto Towers
525 Collins Strest

Melbourne
Panarnnchs nracantnd and hactad bar Blintar Cllican | asnoaree thic coaee inn il caamanen At 00 A cranclodimm ke 49730 0
3.3 Use URL Token tab
v Payment Information
Hide Transactions Details
Amount  §$500.00 Donation By  Individual
Discount % Dionation By Name

Freight
Currency  AUD
Hide Payment Frequency
Frequency = One-off
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3.4 URL Parameter

If the URL for the checkout form includes the parameter paymentFor then that will be used. For
example: https://{yoursiteurl}.secure.force.com/AAkPay__checkout?paymentFor=My custom
payment for

3.5 Use Receipting text on the Payment form

¥ Receipting Text
Receiptltem  Subscription to the latest and greatest Stylish Magazine

Receipt Text |t gives us great pleasura to welcome you to the Stylish Magazin
Stylish Magazine prides itself on providing the best and most up

+ telegrams
*» CAMrianes

3.6 Use Payment Options - ie Family Membership

ey Ro) (EShaucy [SsespupIcucyeuiiy] (RASnrpoamy |Emaumisoayasci)

Payment Options
Action Payment Options Name Status Display Order Subscription Type Subscription Level Default Price
Edit | Del Stylish Active Subscription Contact v 51499
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3.7 Use Campaign tab

Campaign
}g; Amazing Event
« Back to List: Custom Object Definitions
Campaign Hierarchy [1] | Open Acfiviies [0] | Activity History [0] | Afia

Campaign Detail

Campaign Owner @l Carol Challis [Change]
Campaign Name  Amagzing Event [View Hierarchy]
Active v

Uses the Campaign Name if a campaign is linked to the Payment
4. Check receipt

4.1 Navigate to the Payment Txn's tab

nts  Merchant Facilities Manual Payments R

Payment Txn's
&% Home
View: | All ¥ |/ Go! | Edit|Create N
Recent Payment Txn's (
Payment Txn No Transaction Type Bank Deposit Date Tc
FAY-000007E Furchase 151072014
FAY-0000074 Furchase 151072014
FAY-0000075 Furchase 151072014
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4.2 Select a payment and select the '‘Receipt’ button

Payment Txn

&% PAY-0000075

M- Show Feed
« Back to List: Custom Object Definitions
Refund Txn's [0] | Recuming Authorizations [0 | Open Aclivities [0] | Activity Hi

Payment Txn Detail

w* Contact Information

Membership Id
Title  Captain
First Mame  William
Last Mame  Hobson

4.3 View receipt with your payment data

Subscription to the latest and greatest Stylish
Magazine

0000076 15/10/2014 1.82 19.99 AUD

Thank you for traling Adkonsult P

T o g ANCSU EONICIE i1 o Pk, Thank You
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How to change the colours of the Receipt Template

The colours used in the main body of the receipts area can be changed from the default colours

1. Navigate to the Merchant Facilities tab

ents WL E EAETEIEEN  Payment Txn's M

Merchant Facilities

&% Home

View: | All Merchant Facilites ¥ || Go! | Edit|C

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll down to the Receipting heading

Our Website  http:/www.74demo.com Receipt Body Colour - 17519
General Email  info/@74demo.com Receipt Body Border Colour - 8BA9CD
Receipt Label RECEIPT Receipt Totals Header Background Q95B3DT

Colour
Document Type Receipt Receipt Totals Header Text Colour 000000

ABN 123 456 789

3. Select the colour based on HTML colour codes

Receipt Text Colour  BGEGEGE
Receipt Body Colour  f1f579
Receipt Body Border Colour - 8BASCD

Receipt Totals Header Background 9s5B3D7
Colour

Receipt Totals Header Text Colour 000000

Colours can be chosen using this chart

User Manual (c) AAkonsult Pty Ltd 2014
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4. Match fields with the receipt

o Receipt Text Colour  GGGEER
\-/ Receipt Body Colour 115 o
@ Receipt Body Border Colour BBﬁw
Receipt Totals Header Background QEB.'o

Colour
'I|°|l' Receipt Totals Header Text Colour - 0000

Page 367
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5. View results

RECEI PT AAkonsult Pty Ltd

PO Box 175
Williamstown VIC 3016
Australia

03 9397 0443
www.aakpaydev1.com

info@aakpaydev1.com

Monday, 9 FEbM \./H

Josh Gilbert

109 JOSH ST
WILLIAMSTOWN VIC 3207
AUSTRALIA

Dear Josh

Thank you for making your payment, your support is very much appeciated.

Please also checkout our free App on the www.appexchange.com that allows you to default campaign member
status's based on the Campaign Type. Search for "AAkonsult Campaign Status”

Coe o
The team at AAkonsult Pty Ltd.

©

0041120 9/02/2015 Membership 10.00 AUD
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How to choose send options for receipts

There are a number sending of receipt options included with the standard package.

1. Navigate to the Merchant Facilities tab

ients NG ELASETEINTEEN Payment Txn's

Merchant Facility
&Y DEMO FACILITY

« Back to List: Custom Object Definitions

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2. Scroll down to Payment Forms heading

[ [Dek

Payment Forms Mew Payme

Action Payment Form Name  Primary Payment Form Payment Type Default Ci

Edit | Del 1. Online Paymenmnt Order

Edit | Del 2. Membership Membership

Edit | Del 3. Subscription v Subscription

Edit | Del 4._Appeal Donation DEMO Ag
5. Donation with

Edit | Del option of reqular Donation
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3. Select the payment form for the receipt

Payment Forms New Payment Form

Action Payment Form Name  Primary Payment Form Payment Type Default Campaign E

Edit | Del §1.Online Payment Order

Edit | Del 2. Membership Membership

Edit | Del 3. Subscription v Subscription
Edit | Del 4. Appeal Donation DEMO Appeal

5. Donation with
Edit | Del option of reqular Donation

4. Scroll down to the Receipting Text heading

¥ Recelpting lext

Receipt ltem
Receipt Text  Dear {IAAKkPay__ Payment_Txn__c AAkPay__ FirstName__c}

Thank you for making your payment, your support is very much appeciated.

Flease also checkout our free App on the www.appexchange com that allov
Status”

Fegards.
The team at AAkonsult Pty Ltd.

Send Receipt  Yes - PDF Version

Invoice Text
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5. Choose an option for the ‘Send Receipt’ field and SAVE

. Description
Yes - PDF Version An email receiptis sent out and includes the PDF
attachment as described in the section above “Receipt
Layout”.
If no “Send Receipt” option is selected, the this option
will be assumed.

Yes - Interim An email receipt is automatically sent out. The default
template does not include a PDF attachment and
simply notifies the payer that a formal receipt will be

sent later.

No - SKkip Receipting No receipts will be sent out. However, the Payment
Txn status will be updated so that Matching processis
performed.

No - Manually mark as Receipted Receipts are notautomatically sent out. However, if
the user presses the “Generate Receipts” list view filter
button then the PDF receipt version will be sent.

5.1 Manually mark as receipted

snts  Merchant Facilities S 08 FGE s Manual Payments  Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions  Subscription Issues  + -

\of | Ready for Receipting | Edit| Delete | Creale New View EEE Y feed | 2 @ “
\ —
|Channe Ownel”Applove Reflmd” Authorisation C let ” y it “"‘ Mpt_s”(iontac‘t Reoonciliaﬁon] |!J AIB|C|DIE[F|GIH[I|J|K|LIM|[N|O[P[Q|R|S|T|U ZV D‘twherx A\I;l
.k_/.ﬁon Payment Txn No + Credit Card Type Total Amount Char... Status TxnRef First Name Last Name Contact Street
[ Edit|Del|§Q PAY-D02785T Manual Payment Tim barr Tim barr 125 Tot

If you choose this option, then you can mark a transaction as being receipted by:

1. Navigating to the Payment Txn Tab in salesforce.com.
2. Select ‘Ready for Receipting’ from the list view filter.
3. Select records and press the ‘Generate Receipts’ button.
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How to resend receipts

This process takes you through the steps on how to resend a receipt
Quick Steps:

Locate the Payment Txn record

Scroll down the Activity History and press the Send Email
Select an email template

Select Folder AAkonsult Payments

Select Template

Send

oakwN~

1. Locate Payment Txn the receipt is required for

&Y Payment Txn's | Mew Payment Txn | Payment Tan's Help (2.
Action Payment Txn No Transaction Type Bank Deposit Date TxnRef Status Total Amount
Edit | Del{ PAY-0002300 Purchase 28/07/2015 000000030eec954b Matching Complete AUD 2.00
Edit | Del PAY-0002902 Purchase 28/07/2015 000000030eecYect Matching Complete AUD 2.00

- ewer_a s LT T — - S

1. Do a search for the Contact by Name
2. Click into the Contact
3. Scroll down the screen and click into the Payment Txn record the receipt is required for

2. Scroll down to Activity History and press Send Email

e ey

n Activity History [Logacall | | Mail ueogmm an Email FAI | Activity History Help (2

Action Subject Name Task Due Date Assigned To Last Modified Date/Time
Edit | Del Receipt Sent JEFF CHALLIS v 27/07/2015 Payment Site Guest User 27/07/2015 9:32 PM
Google Docs, Notes, & Attachments | Add Google Doc | | New Note | | Attach File | Notes & Attachments Help (2

1. Scroll down the Payment Txn record screen to the "Activity History" related list
2. Click on the Send Email button
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3. Press Select Template

Task

e Send an Email

| send |} select Template | | Attach File | | Check Spelling | | Cancet |

Edit Email
Email Format ~ Text-Only [ Switch to HTML ]
| T Dowioper sovd o @O
T | |
Related To | payment Txn v|[PAY-0002900 | &
Additional To: %l
< a
BCC: Q)
Subject | |
Body
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4. Select Folder and template

Fdlder | AAkonsult Payments v o

Name

Account Membership Confirmation

Batch Payment Schedule Mot
Restarted

Direct Debit Bulk Process
Direct Debit File Extracted

Error Log MNotifcation
Impart File Processing Complete

Interim Receipt
Interim Refund Motification

Large Payment/Donation Motification

Mass Annual Statement w/ PDF
Matching Reminder

Membership Confirmation
MNew Direct Debit

MNew Online Membership Payment
Motification

MNew Online Payment Motification
Pay Later Instructions
Payment Receipt

Payment Schedule Invoice

Recurring Payment Card Expiry

Recurring Payment Failure

Type

Visualforce

Text

Text
Text
Text
Text
Text
Text
Text

Visualforce

Text

Visualforce

Text

Visualforce

Text

Visualforc
Visualforce
Text
Text

Description

Account Level Membership Confirmation Email sent after a membership has been approved
Send a reminder a little while after someone stops or no action from the batch payment schedule.

Motification that the Direct Debit Bulk Processing has now been completed
Notification that the Direct Debit Extract File has now been completed

Motify system admin users if an an unexpected error is found

Motification that the Import File Processing has now been completed

Interim receipt instant receipts are not being used by an organisation

Interim refund notification.

Motification to Donor Care person when amount > Large Donation Amount

Email with PDF Statement Attached - Works with workflow of Campaign member

If payment has not been matched within a certain amount of time, then remind payment administrators
to followup

Membership Confirmation Email sent after a membership has been approved

Send out an email with details on what is required for Direct Debit Verification and Activation
Send an internal notification that a new online MEMBERSHIP payment has been made

Send an internal notification that a new online payment has been made
Used when Payment Method is Invoice Me, Pledge, Send By Post etc.
ith PDF Receipt Attached
Email with PDF Invoice Attached
Credit Card Expiry Reminder Email Template - used for internal notification of card expiring.

Alert internal staff if an error has occurred with a recurring payment

User Manual

| receipt

|~ |~ | Highlight All

Match Case 4 of 3 matches

1. Select "AAkonsult Payments" folder
2. Select "Payment Receipt" email template
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5. Preview and Send Receipt

Task
ﬁSend an Email

o Template | | AttachFile | | Cancel |

Edit Email
on | vl
o | Q)
Related To | Payment Txn v| PAY-0002900 &
Additional To: Q)
e Q
BCC: a
Subject | RECEIPT for: Jeff Challis, 0002901 |
Dear Jeff,

Thank you for your payment, please find attached your PDF RECEIPT.
You will need a PDF reader to open or print your receipt (available free from
www adobe_com).

Kind regards,

Wildlife Victoria Inc
PO BOX 100
Abbotsford VIC 3067

P:0394450310
E:
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How to change the email text

This procedure takes you through the process of creating your own version of the email template
used to send out PDF:

* Receipts

* Annual Statements
* Invoices

* Renewal Notices

» Confirmation Notices

We will be using Receipts as a step by step example. The same steps will apply to the other
document types, but they will be Clone off different originals.

Quick steps:
1. Locate template under the "AAkonsult Payments" Folder in setup > Administration setup >
Communication Templates > Email Templates
2. Edit and Save

Optional Clone quick steps

1. Locate template under the "AAkonsult Payments" Folder in setup > Administration setup >
Communication Templates > Email Templates

2. Edit and select all
3. Create a new email template of type visualforce
4. Paste values selected from point 2 above
5. Edit the line that has "<c:PDFReceiptComponent PT="{!RelatedTo}" />" and change to
"<AAkPay:PDFReceiptComponent PT="{!RelatedTo}" />"
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1. Navigate to setup > Administration Setup > Communication
Templates > Email Templates

Critical Updates

Administration Setup

[v| Manage Users

[+| Manage Apps

[¥| Manage Territories

[+| Company Profile

[*| Security Controls

[+ Domain Management

B Communication Templates

[»| Translation Workbench
[+»| Data Management

[*| Monitoring

¥ Mnhila Adminictratinn

2. Select AAkonsult Payments Folder

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the

Folder | AAkonsult Payments v | Hdit] Create New Folder
Action Email Template Name +

— im0 L Ammsemt Mlamakarakin Canfirmsabiaoe
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3. Click Edit next to the template you wish to update

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the new button to create a new text, HTML, Custom, or Visualforce email template. You can use these email templates when sending single emails. For mass e

Folder | AAkonsult Payments | Edit|Create New Folder
Action Email Template Name + Template Type Available For Use Description
Edit | Del ﬁ Account Membership Confirmation Visualforce v Account Level Membership Confirmation Email sent after a membership has be
Edit | Del l‘i"l Batch Payment Schedule Mot Restarted Text v Bend a reminder a litile while after someone stops or no action from the batch p:
Edit | Del * Direct Debit Bulk Process Text v Notification that the Direct Debit Bulk Processing has now been completed
Edit | Del i‘, Direct Debit File Edracted Text v Motification that the Direct Debit Extract File has now been completed
Edit | Del * ErrorLog Notifcation Text v Notify system admin users if an an unexpected error is found
Edit | Del i‘, Import File Processing Complete Text v Notification that the Import File Processing has now been completed
Edit | Del l‘i"l Interim Receipt Text v Interim receipt instant receipts are not being used by an organisation
Edit| Del * Interim Refund Notification Text v Interim refund notification
Edit | Del l‘i"l Large Payment/Donation Motification Text v Nofification to Donor Care person when amount = Large Donation Amount
Edit | Del  Mass Annual Statement w/ PDF Visualforce v Email with PDF Statement Attached - Works with workflow of Campaign membel
Edit | Del i‘, Matching Reminder Text v If payment has not been matched within a certain amount of time, then remind p:
Edit | Del % Membership Confirmation Visualforce v Membership Confirmation Email sent after a membership has been approved
Edit | Del i‘, Mew Direct Debit Text v ‘Send out an email with details on what is required for Direct Debit Verification an
Edit | Del l‘i"l Mew Online Membership Payment Notification Visualforce v Bend an internal notification that a new online MEMBERSHIP payment has been
Edit | Del i‘, Mew Online Payment Motification Text v ‘Send an internal notification that a new online payment has been made
Edit | Del l‘i"l Pay Later Instructions Text v Used when Payment Method is Invoice Me, Pledge, Send By Post efc.
Edit | Del 4 Visualforce v Email with PDF Receipt Attached
Edit| Del  Payment Schedule Invoice Visualforce v Email with PDF Invoice Attached
Edit | Del * Recurring Pavment Card Expiry Text v Credit Card Expiry Reminder Email Template - used for internal notification of ca
Edit | Del i‘, Recurring Pavment Failure Text v Alertinternal staff if an error has occurred with a recurring payment
Edit | Del l‘i"l Recurring Payment Schedule Mot Restarted Text v Bend a reminder a litile while after someone stops the recurring payment sched
Edit| Del  Recuring Pavment Suspended Motication Text v Used by workflows to send a notification when an account is marked as suspen
Edit | Del l‘i"l Refund Approval Text v Works with Refund Approval workflow
Edit | Del  Renewal - 1stAccount Reminder Text v Renewal - 1st Account Subscription Reminder, sent automatically by workflow
Edit | Del \i‘l Renewal - 1st Account Reminder wif POF Visualfarce v Renewal - 15t Account Subscription Reminder with PDF, sent automatically by w

Show me fewer & | W more records per list page

Click into (not edit) the email template you wish to modify. The email templates of type "Visualforce"
are the ones that generated attached PDF's.
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4. Edit the template

Visualforce Email Template

Payment Receipt (Managed)

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 Properties | | Delete || Clone |

Folder  Afkonsult Payments
Email Template Name  Payment Receipt
Template Unique Name  Payment_Receipt
Hamespace Prefix  AAKPay
Installed Package  AARPayments
Encoding  General US & Western Europe (150-8858-1, |SO-LATIN-1)
Author  jeff challis [Change]
Description  Email with PDF Receipt Attached
Created By  jeff challis, 25/10/2014 1:39 PM

| Edit Properties || Delete || Clone |

Email Template ' | Edit Template | iSemI Test and Verify Merge Fields

Subject for:,

HTML Preview

Dear |

Thank you for your pavment, please find attached your PDF .
You will need a PDF reader to open or print your receipt (available free from www adobe com).

Kind regards,

AAkonsult Pty Ltd
PO Box 175
Williamstown VIC 3016

A din

Click the Edit Template button
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4.1 Update the email template text

WS L L L e L

Payment Receipt

Visualforce Email Template Edit Save ] Quick Save ] Cancel | Component Reference

Email Content | Version Settings

Q> 44 A

- |<messaging:htmlEmai 1Body >

= |Dear {!RelatedTo.RAkPay FirstName c},<br/>

4 |<bx/>

S [Thank you for your payment, please find attached your PDF {!RelatedTo.ARAkPay Payment Setting r.ARkPRy Receipt Label c}. <br/>
& |You will need a PDF reader to open or print your receipt (available free from www.adobe.com). <br/>
7 |<bx/>

2 |<bx/>

o |Rind regards,<br/>

10 [«bxf>

11 [<bxf>

12 |[<bxf>

1% |<apex:ocutputText Value="{!50rganization.Name}"/><br/>

14 |«xapex:outputText Value="{!$COrganization.Streec}”/><br/>
15 |<apex:ocutputText Value="{!%50rganization.City}"/>&nbsp;<apex:outputText Value="{!%$0rganization.5tate}"f>inbsp;<apex:cutputText Value
16 |«apex:outputText Value="{!$COrganization.Country}™/><br/>
17 |P: <apex:outputText Value="{!$Organization.Phone}™/><br/>
12 |F: <apex:outputText Value="{!$0rganization.Fax}"/><br/>

20 |[«/messaging:htmlEmailBody>

<messaging:plainTextEmailBody >
Z |Dear {!RelatedTo.RRkPay FirstName c},

Thank you for your payment, please find attached your PDF {!RelatedTo.RRkPay Payment Setting r.ARkPay Recguipt Label c}.
You will need a PDF reader to open or print your receipt (available free from www.adobe.com) .

When editing the text, be sure to update both the HTML Version and the Text version.
The subject for the email can be updated on line 1. This is between the quotes and after subject=
For more details about Visualforce Email templates, please consult the Salesforce online help

Once you have completed the updates, press SAVE button.
5. Cloning Email Templates

If you wish to create two templates, say one for generic online payments and the other for
memberships, then you'll need to clone the email template and related workflow rules.
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5.1 Select all of the text from original email template and copy

Visualforce Email Template Edit

Payment Receipt

Visualforce Email Template Edit Companent Reference

| Email Content | Version Settings

& 4 & A A

Postin: Ln1,Ch1 | Totar  Ln#schiem |

Follow all the steps prior to this for editing the email template, but instead of editing, right-click select
all, then right-click copy.

5.2 Navigate to setup > Administration Setup > Communication Templates >
Email Templates

Critical Updates

Administration Setup

[* Manage Users

[»| Manage Apps

[* Manage Territories

[+] Company Profile

[*| Security Controls

[»| Domain Management

B Communication Templates

Email Templates

Mail Merge Templates

[»| Translation Workbench
[+ Data Management
(| Monitoring
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5.3 Create New Template

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the new button to create a new text, HTML, Custom, or Vi
sending single emails. For mass emails, only text, HTML, and Custom templates may be used.

Folder | Apkonsult Payments v| Edit| Create New Folder

A|B|C|DE|F G

New Template

Action Email Template Name + Template Type Available For Use Description

Edit | Del i—, Account Membership Confirmation Visualforce v Account Level Membership Confirmation E
approved

Edit | Del I'i"l Batch Payment Schedule Not Restatted Text e Zend a reminder a little while after someo

payment schedule.

5.4 Select Type Visualforce

Email Template

New Template

Step 1. Email Template: New Template
Cancel

Help for this Page o

Choose the type of email template you would like to create.
O Text

(O HTML (using Letterhead)

() custom (without using Letterhead)
® visualforce
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5.5 Enter new template details

Visualforce Email Template Help for this Page o

New Template
Select the appropriate folder and enter the name and description for the email template below. Note that the Description field is for internal use only.

Once you have completed the Visualforce email template, check the "Available For Use” box to make this template available to your users.

Step 2. Visualforce Email Template: New Template Step 2 of 2

Email Template Information 1 = Required Information

Folder | AAkonsult Payments v
l\o‘lvailahle For Use
e Email Template Name I New Receipt
= TempistcUniquelame |New Receipt |1
Encading | General US & Western Europe (ISO-8859-1, ISO-LATIN-1) |
Description | |

Visualforce Template Attributes 1 = Reguired Information

These values will be inserted into your component. You may edit these values later from the template editor.

A+ H FA A

! |<messaging:emailTemplate subject="Sample: Follow up email from phone call”
5 recipientType="Contact” relatedToType="Account™>

i <messaging:hemlEmallBody>
<1-- Begin Default Content REMOVE THIS -->

o

[« R T Ta—
@ o lcom v)s

Related To Type | -None-- v | (53]

Caneel

Mark the email template as available when it is ready for use

Give the template an internal name

Provide a description that is meaningful. This is helpful for locating receipts later on for

update

4. Enter a subject. Please note this will get overridden in the next step, so any value will do for
now.

5. Relate to Contact

W~
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5.6 Edit Template

Visualforce Email Template

New Receipt

Preview your email template below.

Email Template Detail Edit Properties ] [ Delete ] [ Clone ]

Folder  AAkonsult Payments

Email Template Name  New Receipt Available For Use v
Template Unique Name  New_Receipt Last Used Date
Encoding  General US & Western Europe (1S0-8859-1, ISO-LATIN-1) Times Used
Author  Jeff challis [Change]
Description

Salesforce.com APl Version 320
Created By  [eff challis, 8/M11/2014 5:23 PM Modified By  jeff challis, 8M11/2(

[ Edit Properties ] [ Delete ] [ Clone ]

Email Template [ Edit Template ] =nd Test and Verify Merge Fields

Subject Your receipt

Plain Text Preview

Congratulations!
This is your new Visualforce Email Template.
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5.7 Remove all current contents and paste in copied details

Visualforce Email Template Edit Help for this Page ‘

New Receipt

Visualforce Email Template Edit Component Reference

J Email Content | Version Settings

QA > 4 AA A

<messaging:emailTemplate subject="{!RelatedTo.RAAkPay Payment Setting r.ARkPay Receipt Label c} for: {!RelatedTo.ARkPay FirstHa a

2 |«xmessaging:htmlEmailBody >

S [Dear {!'RelatedTo.BBkPay FirstName_c},<br/>

4 |<bx/>

5 [Thank you for your payment, please find attached your PDF {!RelatedTo.RAkPay Payment Setting r.RAkPay Receipt Label c}. <br/>
o [fou will need a PDF reader to open or print your receipt (available free from www.adobe.com). <br/>
7 |<bx/>

2 |<bx/>

% |Eind regards,<br/>

10 |<bxf>

11 |<bxr/>

12 |<bxrf>

13 |«<apex:outputText Value="{!$0rganization.Name}"/><br/>

14 |<apex:outputText Value="{!$0Organization.Streetc}™/><br/>

15 |«<apex:outputText Value="{!50rganization.City}"/>&nbsp;<apex:outputText Value="{!50rganization.State}"/>&nbsp;<apex:outputText Value:
16 |<apex:outputText Value="{!50rganization.Country}"/><br/>

17 |P: <apex:outputText Value="{!£Organization.Phone}™/><br/>

12 |F: <apex:ocutputText Value="{!$0Organization.Fax}"/><br/>

20 [«/messaging:html EmailBody>

22 |<messaging:plainTextEmailBody >
2 |Dear {!RelatedTo.RAkPay FirstNHame cl,

25 |Thank vou for your payment, please find attached your PDF {!RelatedTo.ARkPay Payment Setting r.ARkPay Receipt Label c}.
26 |[You will need a PDF reader to cpen or orint vour receiot (available free from www.adobe.com).

Remove all lines that defaulted in from the creation of the template, then paste in the copied
templates from the step Select all and copy above.

Do NOT save yet, please review the next 2 steps before doing so.

5.8 Update Details

See notes on Update the email template text above
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5.9 Update receipt component namespace

Visualrorce Emall Template Edit l Save I I Quick Save I I Cancel I Lomponent Keterence

J Email Content | Version Settings

QU > & @ A A

</messaging:htmlEmailBody>

(=TT

<messaging:plainTextEmailBody >
Dear {!RelatedTo.ARkPay FirstHame cl},

Thank you for your payment, please find attached your PDF {!RelatedTo.ARkPay Payment Setting r.ARKE
You will need a PDF reader to open or print your receipt (available free from www.adobe.com) .

Kind regards,

[ Y- - T SO

{13%0rganization.Names}

{'%0rganization.S5treet}

{1'%0rganization.City} {!50rganization.State} {!$0rganization.PostalCode}
{'%0rganization.Country}

P: {'%0rgamnization.Phone}

F: {!'$%0rganization.Fax}

Cd L R R R RA R RD R R RA BRI

LI ¥ R 7 R
oonos L Ry

37 |« /messaging:plainTextEmailBody>

3% |<messaging:attachment renderAs="FDF" filename="{!NULLVALUE (relatedTo.ARkPay FPayment Setting r.AfkPa

44 |« /messaging:emailTemplate>

Paosition: Ln 42, Ch1 Total: Ln 44, Ch 1896

Change line that has "<c:PDFReceiptComponent PT="{!RelatedTo}" />" to
"<AAkPay:PDFReceiptComponent PT="{!RelatedTo}" />"

That is "c:" is changed to "AAkPay:"
And now press SAVE button

NOTE: There are more configurable receipt options defined in How to set advanced PDF Options
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6. Error after editing email template - Field $Label.xxxxxx does not
exist

A \kﬁnsult @1) “Search... Search Steve Harris ~  Help & Training

PAYMENTS
Home About AAkonsult Payments Merchant Faciliies Payment Txn's Manual P it Recurri y Subscription Groups  Account Subscriptions  Subscriptions  Subscription Issues  + ¥
Search All Setup... Q ] Visualforce Email Template Help for tis Paga @

Payment Receipt (Managed)

Expand Al | Collapse All

Previ il template below.
Salesforce! Setup bk bl bt o s

‘ #, This Email Template is managed, meaning that you may only edit certain atiributes. Display More Information |

Force.com Home

{ o Error accurred trying 1o load the template for prevl{: Field $Label. 10190000002XM3v ﬂoe;‘ml exist. Check spelling.. Please try editing your markup 1o correct the problem. ]
System Overview
Email Template Detail Edit Properties | | Delete E}
Personal Setup Folder  AAkonsult Payments
+) My Personal Information Email Template Name  Payment Receipt Available ForUse
v Email Template Unique Name Payment_Receipt Last Used Date
[+ Import Namespace Prefix  AAkPay Times Used
(+] Desktop Integration Installed Package  AAkPayments Salesforce.com APl Varsion  25.0
[+ My Chatter Settings Encoding  General US & Western Europe (ISO-8859-1, ISO-LATIN-1)

On some occasions, you may get an error message if you edit the text and save.

This is a "feature" of salesforce that will hopefully be fixed one day.

6.1 Edit email template

Visualforce Email Template Edit

Payment Receipt

all

£

Visualforce Email Template Edit Quick Save| Cancel| ComponentReference

Email Content | Version Settings

Q <+ @& @ A a

15 |capex:outputText Value="{!$0rganization.City}"/>&nbsp;<apex:outputText Value="{!§0rganization.State}"/>&nbsp;<apex:outputText Value="{!$Organization.PostalCode}"/><br/>
16 |capex:outputText Value="{!$0rganization.Country}"/><br/>

17|P: <apex:outputText Value="{!40Organizatien.Phone}"/><br/>

1% |F: <apex:outputText Value="{!$Organization.Fax}"/><br/>

19
26 |</messaging: htmlEmailBody>
21
22 |<messaging:plainTextEmailBody >
2% [pear {!RelatedTo.FirstName_c},
24
25 [Thank you for your payment, please find attached your PDF {!RelatedTo.AAkPay__ Payment_Setting_ r.Receipt_Label_ c}.
26 |You will need @ PDF reader to open or print your receipt (available free from www.adobe.com).

27
25 |Kind regards,
29
20 |{!$0rganization.Name}

31 |{130rganization.Street}

52 |{!$0rganization.City} {!$Organization.State} {!%0Organization.PostalCode}
== |{!$0rganization.Country}

24|P: {!$0rganization.Phone}

25 |F: {!$Organization.Fax}

37 |[</messaging:plainTextEmailBody>

29 |<messaging:attachment renderAs="PDF" filename="{!NULLVALUE(relatedTo.AAkPay Payment Setting r.Document Wype c,$label.AAkPay Receipt Label)} {!ReldtedTo.AAkPay Receipt No_ c}.pdf”>

42 |<c:PDFReceiptComponent PT="{!RelatedTo}" />
43 |</messaging: attachment>
44 |¢/messaging:emailTemplate>

Position: Ln 39, Ch 165 ‘ Total: Ln 44, Ch 1819 ‘

Locate the line in the email template that starts with <message:.... You will see that the
$Label. AAkPay _Receipt_Label has been replace with $Label.xxxxxx Please update to have the
values shown above.

Or copy/paste: <messaging:attachment renderAs="PDF"
filename="{INULLVALUE(relatedTo.AAkPay Payment_Setting__r.Document_Type c,$Label.AAkPay |
{'RelatedTo.AAKkPay _Receipt No__c}.pdf">
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How to set advanced PDF Options

Procedure How to change the email text describes how to update and clone a Visualforce email
template.

When editing the visualforce email template, there a line the references a visualforce component.

This begins with <AAkPay:.... The component can accept a number of parameters and these are
document below.

1. Receipt PDF Component Options

28 |Kind regards,
29
22 |{!%0rganization.Name}

31 |{!%0rganization.5treet}

22 [{!%0rganization.City} {!$0rganization.5tate} {!$0rganization.PostalCode}
23 {!%0rganization.Country}

34 |P: {!%0rganization.Phone}

25 |F: {!%0rganization.Fax}

44 |</messaging:attachment:

4

Position: Ln42, Ch8 | Total  Lnd5.Chigos |

Parameters that can be added are:

» AddressType - can be Mailing [Default] or Other. This determines which set of addresses /
fieldsets are to be used. The fiedsets used are on the Payement Txn Object and are called
"receiptMailingAddress" and "receiptOtherAddres"

» contactNa - Contact Name to use. If not specified then the related First Name and Last
Name are used

» receiptLabel - It not specified, then the Receipt Label on the Merchant Facility is used

» suppressStatusUpdate - Defaults to false. If set to true, the stops the Payment Txn Status
being updated to receipting complete
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2. Subscription and Account Subscription - PDF Renewals,
Confirmations Component Options

36 [{!%0rganization.Name}
27 |{!%0rganization.5treet}

29 |{!'%0rganization.Country}
42 [P: {!%0rganization.Phone}
41 |F: {!%0rganization.Fax} u

Position: Ln 46, Ch 11 | Tota:  in4scnisio |

Parameters that can be added are:

+ cld -Id for the Contact

+ POId - Id for AAkPay__Payment_Options__c record Id

* PT - value AAkPay__Payment_Txn__c Object

* ASUB - value for the AAkPay__ Account_Subscription__c Object

+ SUB- value for the AAkPay__ Subscription__c Object

* ROrC - RENEW (Default), CONFIRM or INVOICE to vary outputs from a renewal form to a
confirmation one

+ createActivity - Set to True to automatically create a related activity history

* AddressType- can be Mailing [Default] or Other. This determines which set of addresses /
fieldsets are to be used. The fiedsets used are on the Payement Txn Object and are called
"receiptMailingAddress" and "receiptOtherAddres"

» contactNa - Contact Name to use. If not specified then the related First Name and Last
Name are used

» subject- If specified will used this value, otherwise will be based on RorC (Renewal or
Confirmation)

* layoutType- GROUP (Default) has room for subscriber group items or FULL for full text body
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3. Statement Component Options

Kind regards,

{!%0rganization.Name}
{!$0rganization.Street}
{!$0rganization.City} {!%0rganization.State} {!$0rganization.PostalCode}

{!$0rganization.Country}

P: {!%0rganization.Phone}
F: {!%0rganization.Fax} ~o,

Parameters that can be added are:

User Manual

» camld - record Id for Campaign Object

 cld - record Id for Contact Object

 ald - record Id for Account Object

» cmld - record Id for CampaignMember Object

* AddressType- can be Mailing [Default] or Other. This determines which set of addresses /
fieldsets are to be used. The fiedsets used are on the Payement Txn Object and are called
"receiptMailingAddress" and "receiptOtherAddres"

» contactNa - Contact Name to use. If not specified then the related First Name and Last
Name are used

» subject - If specified will used this value, otherwise will be based on RorC (Renewal or
Confirmation)

* layoutType - SUMMARY (Default) has room for printing payment transaction list; NONE is no
statement text, FULL is full text body

» reportingPeriod - Date range for transaction selections. Options are: CurrentFY, PreviousFY

» createActivity - Set to True to automatically create a related activity history
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How to mail merge with MS Word Templates

Some organisations like to merge their receipts and documents with Microsoft Word Documents.
There are two options for doing this:

1. The Salesforce Merge feature
2. 3rd Party specialist Mail Merge documents such as Conga

These options are outside of the scope of AAkonsult Payments Support. This guide provides an
overview of this option, should you wish to have further assistance, then you can engage AAkonsult
Professional Services - contact info@aakonsult.com for more details.

Like a MS Word document, data from Salesforce CRM can be mail merged into the text component
of receipts and membership notifications. This procedure shows how to produce a merged document
for a selected individual.
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1. Create a Mail Merge - MS Word template

«PAYMENT TXN_FIRSTNAME» «PAYMENT TXN_LASTNAME»
«PAYMENT_TXN_MAILINGSTREET»

#PAYMENT_TXN_MAILINGCITY» «PAYMENT_TXN_MAILINGSTATE® «PAYMENT_TXN_MAILINGPOSTALCODE®
#PAYMENT_TXN_MAILINGCOUNTRY»

Thank you for your subscription
Dear «PAYMENT _TXMN_FIRSTNAME»

Thank you for your recent subscription to our wonderful gazette. You'll be pleased to know that you will be
provided with the most up-to-date information regarding technological breakthroughs. Our most recent
edition features:

=« Steam engines

= Horse hamessing

+ Chronometer measurement techniques
Mavigation by the stars
Merino sheep

Remember to check for our next edition, armving by mail ship every three months. A free telescope is
offered to new members to assist with this.

Yours sincerely,

John Fawkner
Chief Editor and Everything Else
Fort Phillip Association

Receipt Number Date of Payment Type Amount Tax deductible

«PAYMENT TXN_RE | «PAYMENT TXN_TRA | «PAYMENT TXN_TYPE» «PAYMENT TX | «PAYMENT TXN_

CEIPT_MNO» NSACTION_DATE® N_AMOUNT= TAX_DEDUCTIBLE
B

See the Salesforce Online Help for notes about creating a Mail Merge Template. The object you
wish to merge with is "Payment Txn".

User Manual (c) AAkonsult Pty Ltd 2014 Page 392




User Manual konsult
[ PAYMENTS

2. Upload template into Salesforce

Administration Setup

[»| Manage Users

[*| Manage Apps

[*] Manage Territories

[*] Company Profile

[»| Security Controls

[*| Domain Management

B Communication Templates
Letterheads
Email Templates

Navigate to Setup > Administration Setup > Communication Templates > Mail Merge Templates

2.1 Select 'New Template' button

Mail Merge Templates

Mail merge templates are Microsoft Word documents with merge fields that reference salesforce
download in the online help. Click Mew Template to upload a new mail merge template.

New Template

ABICIDEFIGIHIIIJIKILIM
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2.2 Enter details and SAVE

Mail Merge Template

New Template

Enter information about your mail merge template. Mote that the description displays in salesfo

Mail Merge Template Edit

Mail Merge Template Information

Name ||New Member Letter

Description | \1ail Merge letter to new members detailing the benefits and rules of
their subscription P

File |Samp|e Document.docx

Note: The sample document already exist in Word with your wording and graphics.

3. Using the Mail Merge Template

ents  Merchant Facilities Manual Payments Recun

Payment Txn's

&% Home

View: | Al v |[Go! | Edit| Create New Vil

Recent Payment Txn's

Payment Txn No Transaction Type Bank Deposit Date Total Amount Charged

PAY-0000075 § FPurchase 15M10/2014 $19.98

PAY-0000076 Purchase 15M0/2014 476.00

Navigate to the Payment Txn's tab and select the transaction you would like to use for the merge
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3.1 Scroll down to the Active History heading and select the 'Mail Merge' button

Activity History Log a Call | Mail Merge | v
Action Subject Name Task  Due Date
Edit| Del BeceiptSent William Hobson v 15102014

3.2 Select the template and Generate

Task )
ej Mail Merge

On this page you can generate a Microsoft Word docume

1. Choose the record to merge:
| PAY-0000997 |‘E

2. Specify the contact to merge with the Word document:
| |2

3. Choose a mail merge template:

AAkonsult Workorder - Pre-paid

Credit Mote - Standard ~
RhiiEResapaidedalaain & Consulting

ayment Discount
Professional Services Agreement

Quote - Pre-paid

Woark Order v
Work Order - Early Payment Discount

4. W] Log an activity

| Generate | Jrancel

Select the previously uploaded template and generate.

NOTE: Should you have issues with your browser type, then you may wish to log a case with
Salesforce Support and ask for Mass Mail Merge feature to be enabled.
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How to mail merge using email and PDF receipt

Emails with PDF attachments can be generated by a special type of email called Visualforce Emails.
This email can be used for receipts, membership renewal notices and membership confirmations.

Quick Step Notes:
The details merged are vary for the different PDFs being generated.
All templates will allow for mail merge of Salesforce User details and Organization details.

» For receipts, details are merged from the Payment Txn object
* For Membership Renewals notices or Membership Confirmations, these details are merged
from the Subscription or Account Subscriptions that is related to the membership.

For receipts, the text for the body is stored in the Campaign Receipt Text, Payment Form receipt
text or the Merchant Facility Receipt Text.

For membership confirmations and membership renewal notices, the body text is maintained on the
Payment Form.

The simplest way to create the mail merge fields is to use the standard Salesforce Email template
maintenance and then copy/paste that text as shown in the screenshot below.

1. Find merge fields for email

1.1 Navigate to Setup > Administration Setup > Communication Templates >
Email Templates

Administration Setup

[*] Manage Users

[*| Manage Apps

[ Manage Territories

[*] Company Profile

[*] Security Controls

[*| Domain Management

B Communication Templates
Lefterheads

Email Templates

erge lemplates
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1.2 Select 'New Template' button

AAkonsult Payments

Below is a list of all your email templates in the folder selected. Click the new button to create a new text, HTML, Custom,
template. You can use these email templates when sending single emails. For mass emails, only text, HTML, and Custom

Folder | AAkonsult Payments v | Edit| Create New Folder

ABICIDIEIFIGIHIINJ/KILIMIN|O/PQIR|S THU

(hewTempit

Action Email Template Name + Template Type Available For Use Description

i Account Membership ' Account Level Membership Confirmation Email
Edit| Del |i"' Confirmation Visualforce v sent after a membership has been approved

) Batch Payment Schedule Send a reminder a little while after someone stops
Edit| Del |i"| Mot Restarted Text v or no action from the batch payment schedule.

1.3 Select the type of email template you'd like and press NEXT

Email Template

New Template

Step 1. Email Template: New Template

Choose the type of email template you would like to create.
® Text
) HTML (using Letterhead)
) Custom (without using Letterhead)
" Visualforce
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1.4 Enter details for your email template

Step 2. Text Email Template: New Template

Email Template Information

Folder | AAkonsult Payments v |
Available For Use O

Email Template Name | New Email Sample |

Template Unigue Name ||New_EmaiI_SampIe ||i|
Encoding | General US & Western Europe (1S0-8859-1, ISO-LATIN-1) v |

Description A sample email

Subject ||We|cu-me - A new subscription awaits

Email Body Dear

Congratulations for choosing our quarterly gazette for all yvour news, views and
technology updates from across the four corners of the globe.

Your subscription will allow you to take advantage of special discounts on
maps, field guides and telescopes.

1.5 Select the Field Type or location where your fields reside

Available Merge Fields
Select Field Type

| Payment Txn Fields v |
Select Field

| |

Copy Merge Field Value

Copy and paste the merge field value into your template below.

Use Payment Txn Fields for transaction details and Subscription Fields or Account Subscription
Fields for membership details
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1.6 Select the field and Copy/Paste the field into your email template

Available Merge Fields

Select Field Type Select Field Copy Merge Field Value

| Payment Txn Fields v | | First Name v | |{!AAkPay_Payment_Txn_c.AAk
Copy and paste the merge field value info your fempiate below.

Email Template Edit | save | Save & New| |Cancel

Email Template Information I = Required Informatio

Folder | AAkonsult Payments v |
Available For Use O

Email Template Name IlNE"'"' Email Sample |

Template Unigue Name ||New_EmaiI_Sample ||i|
Encoding Il General US & Western Europe (150-8859-1, ISO-LATIN-1) v

Description |A sample email |

Subject ||We|come - A new subscription awaits |

Email Body  |pear {IaakPay  Payment Txn_ c.AAkPay  FirstName  c}

Congratulations for choosing our quarterly gazette for all your news, views and
technology updates from across the four corners ofthe globe.

Your subscription
{AAKkPay__ Payment_Txn__c.AAKPay _Subscriber_Group__c}h will allow you to
take advantage of special discounts on maps, field guides and telescopes.

| save | Save & New| |Cancel
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1.7 Copy the Email Body text

Email Template Edit | Save | | Save & New |Cancel |

Email Template Information

Folder | AAkonsult Payments v |
Available For Use O

Email Template Name | New Email Sample |
Template Unique Name ||New_Emai|_SampIe |Il|
Encoding | General US & Western Europe (IS0-8859-1, ISO-LATIN-1) v |
Description /A sample email

Subject ||We|cume - A new subscription awaits

Email Body  |pear (IAAKPay_ Payment_Txn_ cAAkPay_ FirstName  c}

Congratulations for choosing our quarterly gazette for all your news, views and
technology updates from across the four corners of the globe.

Your subscription
{1AAkPay_ Payment_Txn__cAAkPay  Subscriber_Group__c} will allow you to
take advantage of special discounts on maps, field guides and telescopes.

| Save | | Save & New |Cancel|

2. Place merge fields into your email

2.1 Navigate to Merchant Facility tab

1C3 Merchant Facilities ]

Merchant Facility
AL nCaan AT 1T

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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2.2 Scroll down to Payment Forms and select your online form

Payment Forms | New Payment Form

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Ena

Edit| Del 1. 0Online Payment Order

Edit| Del 2.Membership Membership

Edit| Del 3.Subscription v Subscription

Edit| Del 4. Appeal Donation DEMO Appeal
5. Donation with

Edit| Del u_gﬁnn of reqular Donation
giving

Edit| Del _fﬁ'ﬁ"%ﬂmi”i” Event

Edit| Del Afkonsult Training Training

Edit| Del Big Training Event

Edit| Del Buy My Book Order
Edit| Delf Stylish Magazine Membership

2.3 Scroll down to Receipting Text heading and select the Edit button

¥ Receipting Text
Receipt Item  Subscription to the latest and greatest Stylish Magazine
Receipt Text
Send Receipt  Yes - PDF Version
Invoice Text
Created By  Carol Challis, 21/08/2014 11:39 AM

lete] | Clone | | Mailout G
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2.4 Paste the text (copied from the email template) into the Receipt Text field
and SAVE

Receipting Text

Receiptltem |5y pscription to the latest and greatest Stylish Magazine

Receipt Text

4
|« »|[B 1 U s||= &z = == =|[£ =]
Dear |AAkPay  Payment Txn_ c AAkPay  FirstMame ¢}

Congratulations for choosing our quarterly gazette for all your news, views and technology updates from across the
four comners of the globe.

Your subscription JAAkPay  Payment Txn_ c AAkPay  Subscriber Group ¢} will allow you to take advantage
of special discounts on maps, field guides and lelescupe;[

3. Test your email

3.1 Navigate to the Payment Txn's tab and select a relevant transaction

its  Merchant Facilities Manual Payments Recurring Payments  Subscri

Payment Txn's

&% Home

View: | Al v |[Go! | Edit| Create New View
Recent Payment Txn's
Payment Txn No Transaction Type Bank Deposit Date Total Amount Charged Cardholder Name Credit Carc
George
PAY-0000035 Purchase 2210812014 F10.99 Wilkinson 41...11
PAY-0000075  Purchase 15M10/2014 519.99 Billy Hobson 41...11
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3.2 Select the Receipt button

Payment Txn

&% PAY-0000075

J- Show Feed

« Back to List: Payment Txn's
Refund Txn's [0 | Recurring Autheorisations [0] | Open Activities [07 | ¢
Subscription Payments [1] |

Payment Txn Detail Refundf Receipt |

3.3 View PDF receipt with merged fields

R E C E I PT AAkonsult €

AAKonsult Pty Ltd
ABN: 123 456 789

PO Box 175
Williamstown 3016
Australia

61 3 93970443
www.7d4demo.com
info@74demo.com

Wednesday, 15 October 2014

Captain William Hobson
123 WAITANGI 5T
WILLIAMSTOWN VIC
AUSTRALIA

Dear William

Congratulations for choosing our quarterly gazette for all your news, views and technology updates from across
the four corners of the globe.

Your subscription will allow you to take advantage of special discounts on maps, field guides and telescopes.
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How to send out Annual Statements (bulk)

Often organisations are required to produce a statement or summary of transactions.
* Non-profit organisations - summary of all donations given during the financial year so the
donor can claim the tax deduction.
» Corporates - list of transactions that a customer’s finance has asked for so they can reconcile
their books.

IMPORTANT: before running statements for the first time, please make sure Remote Site URL has
been setup in: How to setup Annual Statements

1. Create a Campaign

1.1 Navigate to the Campaign tab and Select the 'New' button

Campaigns
}g; Hup;lue

View: | My Active Campaigns ¥ |[ Go! ] Edit | Create Mew View

Recent Campaigns LE=n )

Campaign Name
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1.2 Enter details about your statement

Campaign Edit
}g- Nepu:uCampaign

Campaign Edit  Save | |Save & New |Cancel|

Campaign Information

Campaign Owner  Carol Challis o
Campaign Name | [Annual Statement 2014/15 | NG/
(2 B
Type | Other v e
Payment Form gy lish Magazine i‘i@
sitsspramed v | (@)

| SR SN LT ——— T

1. Create a relevant name
2. Tick to make sure the campaign is Active
3. Select 'Other' for Type
4. Select the Payment Form
5. Select 'Planned' for Status
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1.3 Enter text for your Statement and SAVE
|

Statement Text

= EH%E e|§]

It's been a busy year with many generous donations and support given to our organisation including your
contribution as shown.
of being part of our team.

CEQ and founder
John BatmarJ

Note: Mail merge fields can be added if required

There are two special statement mail merge fields:

1. {InumberOfPayments} - number of related Payment Transactions
2. {'totalAmount} - the total amount of all related Payment Transactions
2. Add Members or Contacts

2.1 Select 'Manage Members' button and choose from the drop down menu

I ERTIENRAI UL | AR BB L] e MR A L] Sf R ERPEAPI T ) |

VEE SRl AL |

[ Edit ] [Delete] [ Clbne] Manage Members ¥ || Advanced Setup [
[Add E,,..e“thﬁe"ddael Add Members - Search

Add Members - Impaort File

Edit Members - Search

Update & Add Members - Impaort File

1allis [Chanae]
ament 201415 Wiew Hierarchy]
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2.2 Refine selection based on your Annual Statement's requirements

J Add Members |_ Existing Members (0)

w» Hide Search

Step 1: Choose Member Type to Search
() Leads ® Contacts

Step 2: Specify Filter Criteria

Use Existing View:

| All Contacts v
Field Operator Value
| -None— v || —None- v | aND
| -None— v || —None- v | aND
| -None-- v || —-None- v | AND
| -None-- v || —-None- v | AND
|—Nun:,L v | |—I'~It]nm,L v | | |
Clear Filters
2.3 Add members with a status of 'Sent’
Add with Status «
Sent Account Name Title
Sea Shepherd
Fesponded = =
Sea Shepherd
Henry Barkly Governor

Grand Hotels & Reso...

SVP, Administration a... |

User Manual
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2.4 Check that you have all contacts and members added

Campaign
}g,- Manage Members

« Back to Campaign: Annual Statement 2014/15

o You have successfully added 35 member(s).

You can add more members to this campaign using the 'Add Members' tab.

Add hlembers] Existing Members (35) |_

P Show Filters

Remowve | | Update Status v

|| Action Mame + Title Company

[| Edit|Remove Alfred Langhorne Alfred Langhorne
[ Edit|Remove Ashley James VP, Finance United Qil & Gas, Uk
[| Edit| Remove Avi Green CFD United Qil & Gas C_.
T ralid | Mammmen M Lladl Fmnem mF Tk

3. Generate Annual Statements

3.1 Select the 'Statement Generation' button

Campaign
}Q,- Annual Statement 2014/15

Customize Page | Edi

« Back to List: Installed Package
Campaign Hierarchy [1] | Cpen Activities 101 | Activity History [10+] | Attachments |01 | Opportunities[] | Campaign Members [10+] | Payment Forms (eMewsleth

Campaign Detail | Edit | Delete| Clone | Manage Members v || Advanced Setup sta
Campaign Owner -Carm Challis [Chanael Total Leads 0
Campaign Name  Annual Statement 2014/15 [View Hierarchy] Converted Leads 0
Active v Total Contacts 28
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3.2 Select criteria for your Annual Statement and select '‘Generate’ button

ﬁ; Statement Print Selection

[ 6 Update the selection criteria below to filter payment tfransactions that you wish to include on the st

Statement Selection Detail Generate| | Cancel |

Statement Selection Information

Merchant Facility — pEMO FACILITY [ JEN

Poment o SiighMagazie |

Campaign  Annual Statement 201415

Only include transactions for |
selected campaign

Heading to appear on Statment | |

Generate for all Campaign
Members )

o From Date  |1/01/2014 [27M10/2014]
\/ ToDate  |31/12/2014 | [27/10/2014]

Payment Type .
Available Payment Types Selected Payment Types

Donation - Add N
Order
@ Membership %

Femove

Training

' Generate ' ancel

1. Select dates
2. Leave blank if all transactions are included
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3.3 Wait for Statement generation

Batch Apex Jobs

Apex Class Created Date Created By Status

PDFStatementGenerateProcessaor 27M10/2014 5:51 PM Carol Challis Frocessing _

An email will be sent when the batch processing is complete
4. Check Format

4.1 Scroll down to the Campaign Members heading and Select a Contact

h Campaign Members |

Action Type Status

Edit| Remove Contact Statement Generated
Edit | Remove Contact Statement Generated
Edit | Remove Contact Statement Generated
Edit | Remove Contact Statement Generated
Edit| Remove Contact Statement Generated
Edit| Remove Contact Statement Generated
Edit| Remove Contact Statement Generated
Edit| Remove Contact Statement Generated

4.2 Scroll down the Contact to the Notes and Attachment heading and select the
PDF created

Notes & Attachments | New Note | | Attach File| | View Al

Action Type Title

Edit| View | Del Aftachment Statement 20141027 pdf
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4.3 Select 'View file'

- Attached File
- £/ Statement 20141027 .pdf

« Back to List: Installed Package

Attachment Detail

Attachment Owner  Carol Challis
Related To  John Batman

Private
File Name  Statement 20141027 pdf
Description
Size  127KB

Created By aro allis, 27/10/2014 5:52 PM
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4.4 Check details are correct

Membership No.

000036 AAkonsult @

AAKonsult Pty Ltd

ABN: 123 456 789

PO Box 175

Williamstown 3016

Australia

61 3 93970443

www.74demo.com

27102014 info@74demo.com

Reverend George Wilkinson

WILLIAMSTOWN VIC
AUSTRALIA

Annual Statement 01/01/2014 - 31/12/2014 o
N

It's been a busy year with many generous denations and support given to our organisation including your
contribution as shown.

We trust that you will continue to be part of our growing community of like-minded individuals and enjoy the

benefits of being part of our team. o
CEO and founder \,_,/

John Batman

21/08/2014 Membership - Stylish $19.99 $19.99

21/09/2014 Membership - Stylish @ £19.99 $19.99
Subscription to the latest

21/10/2014 and greatest Stylish £19.99 $19.99
Magazine

1. The title defaults to Annual Statement dates set up in the Campaign. This can be customised
when generating the statements.

2. The text can be mail merged. It uses information from the Contact and Campaign objects.
Special fields from the Payment Txns include {InumberOfPayments} and {!totalAmount}

3. Item in the columns are from the Payment Txn and relate to the Contact or Account. These
are configurable through a fieldset called “statementTable”. The statementTable fieldset can
be maintained in setup > Create > Objects then click into Payment Txn and scroll down the
to the fieldsets section.
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5. Send Annual Statements

5.1 Navigate to the Campaign tab and select the Annual Statement campaign
created above

Campaign
'tg; Annual Statement 2014/15

« Back to List: Installed Package
Campaign Hierarchy [11 | Open Activities [0] | Activity History [10+] | Attachments [0 | Oy

Campaign Detail | Edit || Delete| | Clone ]E

Campaign Owner @l Carol Challis [Change]
Campaign Name  Annual Statement 2014/15 [View Higrarchy]
Active e
Type  Other
Payment Form  Stylish Magazine
Status  Planned
Expected Revenue

5.2 Select 'Statement Send' button

Campaign
}Q; Annual Statement 2014/15

Customize Page | Edit Layout | Printable Vi
« Back to List: Installed Package

Campaign Hierarchy [1] | Open Activities [0] | Activity Histery [102] | Aftachments [0 | Opportunities[o] | Campaign Members [10¢] | Payment Forms (eMewsletter Campaign) [a] | |

Campaign Detail Edit | |Delete| | Clone || Manage Members v || Advanced Setup | Statement Generation | Statement Send | JAdd
Campaign Owner |l carol Challis [Chanae] Total Leads 0
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5.3 Check details again and select the 'Process’ button

@ Statement Print Send

[e FPressing process will trigger the emailing of statements to all members of this ci

Statement Selection Detail [Pm-neu] [Cannel]

Statement Selection Information

Merchant Facility DEMO FACILITY
Payment Form lish Mangazine
Campaign  Annual Statement 201415

Only include transactions for
selected campaign

Heading to appear on Statment
From Date  1/01/2014
To Date 311272014
Payment Type

TProcess ) Cancel
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5.4 Wait for sending process to finish

Payment Type
Batch Apex Jobs
Apex Class Created Date Created By Status
PDF3tatementSendProcessaor 27TM0/2014 6:07 PM Carol Challis Queued '%

An email will notify you when this is complete

6. Follow-up

6.1 Navigate to the Campaign tab and select the Annual Statement campaign
created above

Campaign
'EQ; Annual Statement 2014/15

« Back to List; Installed Package
Campaign Hierarchy [1 | Open Activities [0] | Activity History [10+4] | Attachments [0 | Oy

Campaign Detail | Edit || Delete| | Clone ]E

Campaign Owner @l Carol Challis [Change]
Campaign Name  Annual Statement 2014/15 [View Hierarchy]
Active v
Type  Other
Payment Form  Stylish Magazine
Status  Planned
Expected Revenue
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6.2 Scroll down to Campaign Members heading and check the Status

Follow up on any Statement Generated status for the correct email address

User Manual

% campaign Members

Action

Edit| Remove
Edit | Remove
Edit | Remove
Edit| Remove
Edit| Remove
Edit| Remove
Edit | Remove
Edit | Remove

Edit| Remove

Type

Contact
Contact
Contact
Contact
Contact
Contact
Contact
Contact
Contact

(c) AAkonsult Pty Ltd 2014

Status

Statement Generated
Statement Send
Statement Send
Statement Generated
Statement Generated
Statement Send
Statement Send
Statement Send
Statement Send

[ Manage Members ¥ ]

Caroline
David

James
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How to send out Annual Statements (single)

1. Navigate to the Contact tab and select the person you wish to send
the statement to

- Contacts

-4/ Home

View: |A|| Contacts v |[ Go! | Edit| Create New \
Recent Contacts
Name

Langhorne, Alired

Dalogarno, Elizaheth

Fing. Edward-Garland

Wilkinson, George

2. Scroll down to the Activity History heading and select the 'Send an
Email' button

Activity History |Log a Call| | Mail Illem

Action Subject Related To
Edit | Del Email: Annual AaKonsult Pty Ltd for: Alfred Langhorne

Edit| Del Annual Statement 01/01/2014 - 31/12/2014 Annual Statement 2014
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3. Select the 'Template' button

Task

- Send an Email

L~

Edit Email

Email Format

To
Related To

Additional To:

Subject
Body

I Attach File | |Check Spelling | | Cancel

Text-Only [ Switch to HTML ]

|* lfred Langhome | ' info@aakonsult.com v |
| Account v | &
=Y
s
A
s
caroli@challispalace.com @,
4

4. Select the 'Single Annual Statement w/ PDF' template

[ send ] [mm Template] E

https://ap1.salesforce.com/email/author/templateselector.jsp

Eemmnder

Fenewal - 2nd Account
Feminder w/FDF

Fenewal - 2nd
Eeminder

Fenewal - 2nd
Feminder w/FDF

Single Annual
Statement w/ PDF

Statement Process
pdate

Subscription Issue
Mailout Process

Subscription Issue
Favment Frocess

User Manual

Visualforce
Text

Visualforce

Text
Text

Text

v| <7 Logins v <= Salesforce (+4) | &7 Setup Form Filling | B! save = | (4

automatcally by workiow

Fenewal - 2nd Account Subscription Reminder with PDF, sent
automatically by workflow

Fenewal - 2nd Reminder, sent automatically by worlkflow
Fenewal - 2nd Subscription Reminder with FDF, sent
automatically by workflow

Email with PDF Statement Attached - Works from Contact related

Visualforce list Send Email. Includes all transactions related to the Contacts

Account

Matification that the Statement Generation/Email Processing has
now been completed

Matification that the Subscription [ssue Mailout Processing has
now been completed

Matification that the Subscription [ssue Payment Processing has
now been completed
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5. Check details and send

Task

Send an Email

| Send | | Select Template | | Attach File| | Cancel |

Edit Email
Lz |* lired Langhome Y | info@aakonsult.com
Related To | Account v | &)

Additional To:
L

CcC:
A

BCC: ||
L
Subject | Annual AAKensult Pty Ltd for: Alfred Langhome
Dear Alfred,

Thank vou for vour custom. Please find attached vour Statement.

You will need a PDF reader to open or print yvour statement (available free
from www . adobe.com).

Kind regards,

AAKonsult Pty Ltd
POBox 173
Williamstown 3016
Australia

P:61 3 93970443

F:
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How to set up URL Tokens

URL Tokens are recommended for passing in defaults to the payment forms.
To set up URL Tokens, you will need to:

» Enabile sites (this should have already been set up during installation Force.com Sites)
+ Enable URL Tokens
+ Set default information

Note: URL tokens can be linked to Accounts, Contact, Campaigns, Campaign Members,
Opportunities and Cases. Each of these can include a checkbox field called “Create URL Token”
and "URL Token". If this is checked and saved then a URL Token is created and linked to the object.
You can then define your own workflow emails to send this link to the payee for payment.

1. Enable sites

The Site URL represents the core salesforce.com website address for where the core payment for
will be publically visible

1.1 Navigate to Setup > App Setup > Develop > Sites

App Setup

[*] Customize

[*| Create

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

Static Resources
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1.2 Locate your site URL and make a copy (highlight & Cntr C)

Sites (aakpaytest-developer-edition.ap1.force.com) New
Action Site Label + Site URL
Edit | Deactivate Payments http:/faakpaytest-developer-adition.ap1.force.com/

1.3 Navigate to the Merchant Facility tab

1ents Mer::ha pa =i Payment Txn

Merchant Facilities

&% Home

View: | All Merchant Facilities ¥ || Go! |

1.4 Paste (Cntr V) the URL into the field 'Site URL' and SAVE

Merchant Facility

&Y DEMO FACILITY

Payment Forms [10] | Motes & Attachments [0] | Payment T=n's [10+] | R

Merchant Facility Detail | Edit | |Delete| | Clone | | Submit for Approval

Payment Setting Name  DEMO FACILITY
Active v
Primary v

Merchant Fee

editidn.am. rce.comidakPay  EventsUpcoming

Events Calendar URL  https://aakpaytest-developer-
edition.ap1 force.com/AAkPay  EventsCalendar

Payment Method  Credit Card: Manual; Direct Debit

2. Enable URL Tokens (Optional)

This ensures that only URL Tokens can be used and that other parameters cannot be passed
through via the URL.
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2.1 Navigate to the Merchant Facility tab

nis W= ENAEEINEEE Payment

Merchant Facility

&% DEMO FACILITY

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

2.2 Scroll down to Payment Forms heading and select the payment form

Payment Forms

Action Payment Form Name Primary Payment Forr
Edit| Del 1. Online Payment

Edit| Del 2. Membership
Edit| Del 3. Subscription v
Edit | Del 4. al

5. Donation with
Edit| Del option of reqular
qQiving
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2.3 Tick the checkbox for the Require URL Token field and SAVE

B Payment Form

& 4. Appeal

' « Back to List: Custom Object Definitions
Payment Opticns [31 | MNotes & Attachm

Payment Form Detail Edit

. Payment Form Mame 4 Appeal

Payment Form Note  Appeals are linked to Campaigr
specific information and receipt
Multiple Appeals can be running

Merchant Facility DENO FACILITY

Primary Payment Form

Pre-Authorisation

Active Card Types  Visa; MasterCard
Surcharge Card Type 1
. Surcharge Card Fee% 1
Surcharge Card Type 2
Surcharge Card Fee® 2

3. Set default information

3.1 Navigate to the URL Tokens tab and select 'New’

URL Tokens

‘ Home

View: Edit | Create New View

Recent URL Tokens (=
URL parameter Name Amount Account Contact
UT-00000185 250000 Sea Shepherd Charles Latrobe
UT-0000023 2100.00 Bob Barker
UT-0000001
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3.2 Select the Merchant Facility and Payment Form using the lookup tables

URL Token Edit

‘) New URL Token

URL Token Edit | Save | | Save & New| | Cance

Where Used [ ppjic \Web Forms v |

Short Description

Merchant Facility  pEpMO FACILITY

Payment Form 4 Opline Payment

3.3 Fill in the default information for the fields and SAVE

Payment Information

Hide Transactions Details

Amount

Digcount %

Freight

Currency
Hide Payment Frequency

Frequency

EDEEE o

This example uses a specific amount and an applied discount. This information will be already filled
in when the web visitor opens the payment page.

3.4 Check the newly created URL

‘) UURI_-l_Toaea 00025 Customize Page | Edit Layout | Printable View | Help for this Page @
Payment Txn's | Account Subscripfiens [0] | Subscriptions [0] | Accounts[0] | Centacts 0] | Opporfunities [0] | Campaigns[0] | Campaign Members [0]
URL Token Detal
URL parameter Name  UT-0000025 URL Parameters . key=alJa000000Vg5Xt& Token=T8gdADK_2F Aa0EW3eKyFTsq5Tx5xyN1QSBwE_2FiBnEi_2Fw0_3D
Where Used  Public Web Forms FullURL  Renew Mow
Short Description Pay Now  Pay Now
Merchant Facility ~DEMO FACILITY Previous URL
—
Payment Form 1. Online Payment Full Text URL  hitps://aakpaytest-developer-edition.ap1.force.com/AAkPay  checkout?

key=a0J9000000Vg5X1&Token=T8qdADK 2FAa0EW3eKyFTsa5Tx5xyN1QSBWE 2FignEi 2Fw0 3D

Payment Method  Credit Card
Recurring Payment
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3.5 Click into the URL and check online form

Transaction Details

Payment Select an option =
Payment Amount $200.00

Discount Amount @ $60.00

Donation Amount 0.00

Payment By =) Individual © Company

The payment amount and discount have been entered as default entries
4. Send URL in an email or insert into your website

4.1 Cut and paste this URL with your default information into your email or

Ii EJRI:|_1065600025 Customize Page | Edit Layout | Printable View | Help for this Page 0
Payment Tun's [0] | Account Subscriplions [0] | Subscriptions [0] | Accounts[0] | Contacls 0] | Opporunities [0] | Campaigns[0] | Campaign Members [0]
URL Token Detail
URL parameter Name  UT-0000025 URL Parameters . key=a0J9000000Vg5Xt&Token=T8gdADK_2FAa0EW3eKyFTsq5Tx5xyN1QSBwWE_2Fi8nEi_2Fw0_3D
Where Used  Public Web Forms FullURL  Renew Mow
Short Description Pay Now  Pay Now
Merchant Facility DEMO FACILITY Previous URL
Payment Form 1. Online Payment Full Text URL  hitps:/aal test-developer-edition.ap1.force.com/AAkPay  checkout?

key=a0J9000000Vg5X1t&Token=T8qdADK 2FAa0EW3eKyFTsa5Tx5xyN1QSBWE 2Fi8nEi 2Fw0 3D
Payment Method  Credit Card
Recurring Payment

If you are wanting to use this URL on your website, then please also see How to add your form to
your website
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How to use URL Tokens with other tabs

URL Tokens are setup by default for memberships/subscriptions and the renewals process.

They can also be enabled for Accounts, Contact, Campaigns, Campaign Members, Opportunities
and Cases. Each of the objects includes a checkbox field called “Create URL Token”. If this is
check and the record is saved then a URL Token is created and linked to the object. You can then
define your own workflow emails to send this link to the payee for payment.

1. Find URL Token field

The Opportunity Tab (object) is been used as an example

1.1 Navigate to Opportunity tab

Subscriptions  Direct Debit Batches + =

URL Tokens
Accounts :]
lJ|K|LIMN|O|IP|G Contacts | o
Upportunities
Stage Campaigns B
1.2 Select an Opportunity

@ |Clnsing This Month v | Edit | Delete | Create New View

0

[] Action Opportunity Mame + Account Name Am

[ Edit|Del|gp Goodness Knows
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1.3 Select 'Edit Layout’

Customize Pagk | Edit Layout | Jrintable View | He

[0 | Partners[0] | Competitors [0 | Siage History [11

Amount

Expected Revenue
Close Date  14/10/2014
Mext Step

1.4 Drag and Drop 'Create URL Token' and 'URL Token' into the screen layout
and SAVE

£ Undo || 7} Redo Layout Properties

eld Name ®

eque Number Create URL Token . Lead Source Opportunity Cwner Private Tracking Number

1se Date Expected Revenue Main Competiton(s) Order Number Probability (%) Stage Type
nfract Delivery/ins Next Step Payment Source Quantity Subscriber Group URL Parameters
sated By Description Last Modified By Opportunity Name Primary Campaign ... Recurring Payment Total Paid
ayout...
1]
-~ Slandard Buthons -
[Delete| [Clone | [ sharing|
edit only)
Create URL Token
ok Sameum e
ty Name Amount $123.45
£ Expected Revenue  $123.45
% @ Close Date 13/10/2014 2
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1.5 Check fields are in place

. Opportunity Customi
@ Goodness Knows
J- Show Feed

« Back to List: Opportunities
Products [0 | Open Activities [0] | Activity History [0] | Motes & Aftachments [0 | Contact Roles[0] | Partners[o] | Competitors[0] | S

Opportunity Detail | Edit | | Delete| | Clone
Opportunity Owner =] Carol Challis [Change] EREHE RLTENED =0
Private URL Token
Opportunity Name  Goodness Knows Amount
Account Name Expected Revenue
Type Cloze Date  14/10/2014
Lead Source Mext Step

1.6 Tick the checkbox and SAVE

Create URL Token .

......

URL Teken  UT-0000029

2. Automatically setting Create URL Token

You can automatically set the Create URL Token by using Workflow Field Updates.

AAkonsult Payments includes a number of example workflows for Accounts, Contact, Opportunity
and Case Objects. To use these, you will first need to activate them using the following steps.

The below steps show an example for activating the Opportunity related workflow.
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2.1 Navigate to Setup > Create > Workflow &Approvals > Workflow Rules

User Manual

App Setup

[+| Customize
B Create
Apps
Custom Labels
Objects
Packages
Repor Types
Tabs
Action Link Templates Hewr!
[*| Global Actions
B Workflow 8 Approvals

Warkflow Rules

Flows

FProcess Builder
Tasks

Email Alerts

Field Updates
Qutbound Messages
Post Templates
Settings

[ Develop
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2.2 Local Create Opportunity URL Token and Activate

Edit | Activate [ LONTEcLETerered Fnone CWWITNHOUSENaia UEFRILATED. 1 NS WOTETIOW Qoes Not ao anytning yet

Sets Create URL Checkbox to trigger creation of a related URL Token.
Edit | Activate |i-, Create Account URL Token Update the filter parameters for this workflow to selectively create these.
UURL Tokens are used for creating object specific targeted payment requests.

Sets Create URL Checkbox to trigger creation of a related URL Token.
Edit | Activate |i-| Create Campaign URL Token Update the filter parameters for this workflow to selectively create these.
UURL Tokens are used for creating object specific targeted payment requests.

Sets Create URL Checkbox to trigger creation of a related URL Token.
Edit | Activate I'i"l Create CampaignMember URL Token Update the filter parameters for this workflow to selectively create these.
URL Tokens are used for creating object specific targeted payment requests.

Sets Create URL Checkbox to trigger creation of a related URL Token.
Edit | Activate I'i"l Create Case URL Token Update the filter parameters for this workflow to selectively create these.
URL Tokens are used for creating object specific targeted payment requests

Sets Create URL Checkbox to trigger creation of a related URL Token.
Edit | Activate Ii‘l Create Contact URL Token Update the filter parameters for this workflow to selectively create these.
URL Tokens are used for creating object specific targeted payment requests.

Sets Create URL Checkbox to trigger creation of a related URL Token.
Adit | Activate Ii‘l Create Oppaortunity URL Token Update the filter parameters for this workflow to selectively create these.

URL Tokens are used for creating object specific targeted payment requests.

An email is sent to the person requesting the Direct Debit bulk update that the
Edit | Deactivate |i=| Direct Debit Motification of Bulk Update Complete processing is now complete.
This is run for Direct Debit (add to batch/complete batch)

Show me fewer & /W more records per list page

3. Use the URL token

3.1 Click on the URL Token

Create URL Token @

URL Token UT-0000029

Amount  $435.00
Expected Revenue  §43.50
Close Date  14/10/2014

This will take you to the URL Token tab and open a URL Token record for this item.
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3.2 Use the full text URL to place in your email or website

URL Token Customize Page | Edit Layout | Printable View | Help for this Page 0
&~ UT-0000029

« Back to List: Opportunities
Payment Txn's [0] | Account Subscriptions [0] | Subscriptions[0] | Accounts[0] | Contacts 0] | Oppostunities [1] | Campaigns[0] | Campaign Members [0]

URL Token Detail

URL parameter Name  UT-0000029 URL Parameters = key=a0J9000000WXVoD&Token=BSAhbuk_2FcH8D48wi168i0qKIAH2IzywWwEIgMjxqG8Y1_3D
Where Used . Opportunity FullURL  Renew Mow
Short Description . Goodness Knows Pay Now  Pay Now
Merchant Facility DEMO FACILITY Previous URL
Payment Form 3. Subscription Full Text URL  https:/iaal lest-developer-edition. ap1.force. com/AAkPay  checkout?

key=a0J9000000WXVoD&Token=ESAhDUK 2Fd-|BD4M1BI§l]gKU\HZ;MEIgM xaG8Yl 3D
Payment Method
Recurring Payment

If you are wanting to use this URL on your website, then please also see How to add your form to
your website
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How to use Custom Fields with URL Tokens

To use custom fields with URL Tokens, create a custom field of the same type and same internal/
developer name on both the URL_Tokens Object and Payment_Txn object.

For example, if you create a lookup field on the URL_Tokens to the contacts object with a name of
“Trainer”, you also need to create a field with the same type/name on Payment Transactions. This
would then allow entry of “Trainer” on the URL Token and when this URL Token record is used to
make a payment, the Trainer entered will appear on the Payment Txn record created.
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How to use URL Parameters

The recommended option is to use the URL Tokens and NOT the URL Parameters option.

The URL Parameter options parameters in the URL to control the defaults and behaviour of the
online checkout form. This can include which Merchant Facility and Payment Form are being used.

1. Example 1: Connect your payment form to your Merchant Facility

1.1 Locate your Merchant Facility record ID

https://ap1.salesforce.com/aDAS000000MzE0G

AAkUHS“lt % " Search.. Search

PAYMENTS

Home About AAkonsult Payments | iEdE =028 Payment Txn's  Mai

Create New... - Merchant Facility

&Y DEMO FACILITY
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1.2 Place your Merchant Facility record ID into your URL with the parameter

} https://aakpaytest-developer-edition.ap1.force.com/AAkPay__checkout?payMSetting=0A9000000MzE06

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

Alkonsult Payments DEMO payment page.

Adkonsult Payments allows organisations to quickly setup a profess
secure online or internal salesforce.com payments form fo capture ¢
memberships/subscriptions and recurring payments. Automatad re
contact/account matching and pre-built workflow processes remove
administration time and allow you to spend maore time on donor care
relationships.

Use the following demo cards:

« Visa-4111711111711171 11
» MasterCard - 5431711711111 171111
+ Amex-37111711111711114
+« Diners - 36000000000003

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

My Contact Details

2. Example 2: Place default contact details into the form
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2.1 Navigate to the Contact tab and locate the person you wish to send your

form to.

- Contacts

- £/ Home

v | | Go! | Edit| Create New View

View: | All Contacts

Recent Contacts

Liston. JJ
Latrobe, Charles
wWilkinson. George

Barkly. Henry

2.2 Locate your Contact's record ID

https.//ap1.salesforce.com/00390000012bIFO

I.llt E) "Search... Search

Payment Txn's

konsult Payments  Merchant Facilities Manual Payms

T
- £/ Governor Charles Latrobe

L re_iro_a
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2.3 Place the record ID with the parameter (cld) into your URL

https://aakpaytest-developer-edition.ap1.force.com/AAkPay__checkout?cld=00350000012bIFC

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

AAkonsult Payments DEMO payment page.

Adlkonsult Payments allows organisations to quickly setup a professional looking and
secure online or internal salesforce.com payments form fo capture denations,
memberships/subscriptions and recurring payments. Automated receipting,
contact/account matching and pre-built workflow precesses remove wasted office
administration time and allow you to spend more time on donor care and customer
relationships.

Use the following demo cards:

« Visa-4T1111171111111111
+ MasterCard - 5437111111111117
+ 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 thatis in the future.

Step 1 of 3

My Contact Details

# denates 3 compulsory figld. Please fill all of these fields in below and then press the Continue button.

Title Governor $
First Name*® Charles
Last Name® Latrobe
Membership No. @ 000009

Default values are shown in the payment form.

User Manual

(c) AAkonsult Pty Ltd 2014 Page 437




User Manual konsult
| PAYMENTS

3. Other Parameters

Key shows which screen e

opions are avaiabl
- WP ManualPayments
UTURL

hockoutwhen MP or CO parameters are avaiable
- CO: Avaiible in Checkout
- RiRefund

Tokens.
nams using the standard salesforce custom iid s functonalfy.

ayMSeting=yyy Whrs yy s the record 1 for he Yovy
Merchan Facilty f not spacified. tnen

st Merchant Facilty tht s primary and

acivels used)

payMTypemyy Vihere yyy i the record i for e viviv
Payment Form if ot specifec. then

o & Marchant Faciy s

used)

v

spaciythe payiSsitng=yyy optionas
vl

ey Yoy
This s ussd to cefaukin payment
contactcetat

Ifspeciied, il cofautnar
phon, fax and emaildeais.

Vihers yyy s the AccountRecorsld. | Y YV
Usedto ik the paymentuth an
account.
fspeciied,vil defaut

addross dotais
and phonaifax defis from the account

oppimyy Where yyys Opportuny ld. Usedta | ¥ | ¥ ¥
lnk the paymentih an exsting
Opportunty.

camia=yyy Where yyy s Campsignie. Usedofnk | Y Y|V

the paymentuith an existing Campaign.

Note, e defaultcampsign on the
Bayment Form wil be assignadta the
transacton f appeals are snabled.

. vivoy
Famiy membership,or peraps s
procuct.
viv
14, Using this parameter
allows for e paymentoption o be pre-
salactad and shown, but doss ot alow
the userta chenge the defauted
paramater
v
on the screen. Tnis is usefulwhen only
ore paymentrequency s selectsdand
thersforsth usar oly has one opton
Vv

frequency

Amount=yyy T YV VY
nomalyused i the paymentiom is

ccsss as 2 chackout orInkec o
another objsctuncton. Ifspecifed, e
&mountis shown s s resd anly.

Amountaus i gnorec  used n
conjunctonuin paymentOptionid.

This varies from amaunt n that he user
can then overid the defauted amount

15, Alows ora new

custom obis

This s a lookup fieldon t
Payment_Tin_cabjectto the cusiom
oblect g Mycustomoblect_c (fthis

Peyment Tun_c Myeusiomobiet_c).

Used n conjuncion wilh iV
customRefFieldName,

This s the record i ofthe custor
object.

Eg. customRefFi =
Hycustomobject_ca
customRefFieldG=a04A000000C8g
CustomFilé[1 2 SName ViV
customPFiei[1 2.3Vele. Alows for3
ifarantcustomfisids to be updatedby
URL valus passsdin 2 URL parameter
Forthe name specify a non-managed.
custom ok as setup in salesforce.com.
Eo. My_fiek_c

customFielé[1 2 3Value Used n sonjenciionith Yivi-
oid[1 2 3Name. Alowsfor 3

aiferenteusiom felds to be updatedby

URL value passedin & URL parameter

Eq. customFiské1Valua=Sydnay.

secton. Nomaly used when al
ramaladdress nfoars passedas URL
paramsters

[ET
on the payment fom il be hidden
Normall usedin corjuncion with
intparamster, o i the rly field
shownin s section s the smount,

Normally usedfpasseco gstenay, eg.
dsscrptionof good: [
ot specifedwilbe defauled from
campaignar payment method.

The value entered must equalone ofthe
options on the Payment Form -
Donaton by optons, for sxample.
Indhidusl, Company et

‘Paymentgy. Would mainy be used o
pess company name nformation i

Cumency=yyy. Where yyyiseniSOcurency. The | Y 1YY
rency nasds o ba satup n the

angmy Language.es Y NIV Y
fde ffo French, Geman)

eURLEy o b YININN
retumetoo afier save

Satation=yyy Al ofthas fisids can be defautiada Y|V ¥
value

FirstName=yyy
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How to calculate tax

Tax can be calculated within the total amount or shown as an additional amount to the total.

Tax is not calculated on the donation portion when using the “Donations With feature”.
1. GST

1.1 Navigate to the Merchant Facilities tab

M Payment Txn's  Manual Payments  Re

Merchant Facility

&Y DEMO FACILITY
Payment Types [8] | MNofes &
Merchant Facility Detail |
Payment Setting Mame  DEMO FACILITY
Active v

Primary v
Merchant Fee
Site URL  https-//aakpaytest-developer-edition.

Events Calendar URL  hitps://aakpaytest-developer-
edition.ap1 force.com/AAkPay_ Ewe

Payment Method  Credit Card

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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1.2 Scroll down to Tax Calculation heading

¥ Tax Calculation
Tax Code = GST
Tax Calculation  Amounts Exclude Tax
Tax Rate  10.00000%
Foreign Transaction Tax Excluded ‘(

1.3 Set the Tax Calculation field to suit your requirements

¥ Tax Calculation

Tax Code G5T

g LU LR Amounts Include Tax ﬂ 0

Foreign Transaction Tax Excluded (’

1. No Tax or blank: This means no tax calculations will occur and the tax field will not appear

on the payment checkout form or receipts.
2. Amounts Include Tax: The total sale amount includes tax and the tax percentage of this is

calculated.

3. Amounts Exclude Tax: The amount for the product/service does not include tax and this is
to be calculated and added. If surcharges are being used then the surcharge will also be
recalculated to include tax amount for the surcharge.

2. Foreign Transactions

2.1 Tick if you would like foreign transactions excluded from tax calculations.

¥ Tax Calculation
Tax Code  G5T
Tax Calculation  Amounts Exclude Tax
Tax Rate  10.00000%

Foreign Transaction Tax Excluded ‘('

IMPORTANT NOTE: A transaction is considered to be foreign if the country selected does NOT
match the "Default Country" specified on the Merchant Facility.
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3. Donations

Tax is not calculated on the donation portion when using the “Donations With feature” OR if the
Payment Form - Type is set to Donation

3.1 Scroll down to Payment Forms heading and select 'edit’ for the form you
wish to modify

Payment Forms
Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delivery Add Enable D ion By Enable Donation With Enable Ema
Del 1. Online Payment Order v
Edit | Del 2. Membership Membership v
Edit | Del 3. Subscription Subscription v
Edit | Del 4. eal Donation DEMO v
5. Donation with
Edit | Del option of reqular Donation v
giving
6. Event/Training -
Edit | Del Gonree Event v
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3.2 Tick the 'Enable Donation With' checkbox

Payment Form Edit

& 1. Online Payment

Payment Form Edit

Information
Payment Form Name |1, Online Payment |
Payment Form Note | Capture payments for goods, supplie
donations, products & services either
Merchant Facility ~ DEMO FACILITY
Primary Payment Form D
Pre-Authorisation
Payment Type
Enafife T
Enable CAPTCHA |:|
Active Card Types Available A [
American Express
Diners v [
Surcharge Card Type 1 Available A [
Visa
MasterCard v [
Surcharge Card Fee% 1 |
Surcharge Card Type 2 Available A [
Visa
MasterCard v [
Surcharge Card Fee% 2 | |
Donations

Enable Donation With ]

Enable Suggested Amounts D

Suggested Donation Amt 1 | 10 |

Suggested Donation Amt 2 | 20 |

Tax is not calculated in the Donation with component OR where the Payment Type is set to

Donation.

3.3 Select Save

User Manual
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Some countries allow the merchant to recover the fee’s charged by the credit card companies.

1. Navigate to the Merchant Facilities tab and scroll down to the

Payment Forms heading

Payment Forms

| New Payment Form |

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enabl

Edit | Del 1. Online Payment

Edit | Del 2. Membership
Edit | Del 3. Subscription
Edit | Del 4. eal

5. Donation with
Edit | Del option of regular

gving

Edit | Del ?;g Ilflvr:;lﬂralnmg

User Manual (c) AAkonsult Pty Ltd 2014
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2. Select the form that the surcharge applies to and click on the Edit
button

Payment Form

&¥ 1. Online Payment

Payment Oplions [0] | HNotes & Attachmenis [0] | Payment Txn's [3] |

Payment Form Detail |=m] | Clone | |Mai

Payment Form Name 1. Online Payment

Payment Form Note  Capture payments for goods, supplies, donations, pro«
& services either online, or from
Accounts/Contact/Opportunities/Any Object in
salesforce.com.

Merchant Facility DEMO FACILITY

Primary Payment Form
Pre-Authorisation
Payment Type  COrder

Enable URL Tokens

Enable CAPTCHA
Active Card Types  Visa; MasterCard

Surcharge Card Type 1

Surcharge Card Fee% 1

Surcharge Card Type 2
Surcharge Card Fee% 2

There are two types of surcharges that can be applied depending upon the choice of credit card.

User Manual (c) AAkonsult Pty Ltd 2014
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3. Select which credit cards have surcharges applicable

Active Card

Types | Available A/ » [Chosen
American Express Visa
Diners v E] MasterCard
surchares 1Y [Available ~| | » |[Chosen
MasterCard
American Express

Surcharge Card | |
Fee% 1

Eumhﬂrﬂff&rg Available A/ » |[Chosen
Visa >

Surcharge Card | |
Fee% 2

4. Enter the surcharge amount

[a—

Mﬁ“}g;;: Available A/ » |[chosen
American Express Visa
Diners v | || MasterCard

summrﬂTe;:,aerf Available A/ » |[Chosen
MasterCard
American Express v E]

Surcharge Card | 2 |
Fee% 1

5“"*"‘“’“;’;1’2 Available A/ » |[chosen
Visa
K]

Surcharge Card | 185 |
Fee% 2 ()
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5. Navigate to About AAkonsult Payments tab and select a test online

form

User Manual

'; Al;gflt Kkonsult Payments

Gefting Started

Askonsult Pty Ltd provides a sample DEMO account fo
Flease review the installation and user manual links prc

Setup View Payment Form

Setup View] 1. Online Payment
Setup View 2. Membership

Setup View 3. Subscription

Setup View 4. Appeal

Setup View 5 Donatonuith option of
Setup View 6. Event/Training Course

(c) AAkonsult Pty Ltd 2014
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6. Test the surcharge application in your form

Transaction Details

Payment Amount 100
Donation Amount [ﬂ-ﬂﬂ ]
Payment By (*) individuat [©/ com pany

My Payment Details

Surcharge @ $2.00 '\e,l'

Includes GST of $9.27

Total Amount Charged $102.00

Credit Card Type I.,o;@ Vvisa © MasterCard

The surcharge is calculated when the type of credit card is chosen.
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How to calculate freight

1. Standard Freight

1.1 Navigate to the Merchant Facilities tab and scroll down to the Payment
Forms heading

Payment Forms | New Payment Form |

Action Payment Form Mame Primary Payment Form Payment Type Default Campaign Enabl

Edit | Del 1. Online Payment Order
Edit | Del 2. Membershi Membership
Edit | Del 3. Subscription Subscription
Edit | Del 4. eal Donation DEMO
5 _Donation with
Edit | Del option of regular Donation
giving
6. EventMraining
Edit | Del ~;5se Event
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1.2 Select the form that the freight applies to and click on the Edit button

Payment Form

&¥ 1. Online Payment

Payment Oplions [0] | HNotes & Attachmenis [0] | Payment Txn's [3] |

Payment Form Detail |=m] | Clone | |Mai

Payment Form Name 1. Online Payment

Payment Form Note  Capture payments for goods, supplies, donations, pro«
& services either online, or from
Accounts/Contact/Opportunities/Any Object in
salesforce.com.

Merchant Facility DEMO FACILITY

Primary Payment Form

Pre-Authorisation
Payment Type  COrder

Enable URL Tokens

Enable CAPTCHA

Active Card Types  Visa; MasterCard
Surcharge Card Type 1

Surcharge Card Fee% 1
Surcharge Card Type 2
Surcharge Card Fee% 2

There are two types of surcharges that can be applied depending upon the choice of credit card.

1.3 Scroll down to Orders/Supplies/Payments heading

Orders/Supplies/Payments

Enable Delivery Address |:|

Freight Amount | |

1.4 Select Enable Deliver Address (Optional) and enter an amount for standard
freight charges and Save

Orders/Supplies/Payments

Enable Delivery Address

Freight Amount | 1200
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1.5 Navigate to About AAkonsult Payments tab and test your form

frWF LA ELE ¥ VLAY W

Delivery Address Same as
Billing©@

Capture new info

Survey Response

Comments o

Transaction Details

| {

Payment Amount 0
Donation Amount 0.00
Payment By (*) Individual © Com pany

My Payment Details

Freight $12.00
surcharge @ $0.00
Includes GST of $1.09
Total Amount Charged $12.00

2. Variable Freight

This is used if a monthly magazine subscription will have more deliveries than a quarterly
subscription and hence will attract more postage/freight.
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2.1 Navigate to the Merchant Facilities tab and scroll down to the Payment
Forms heading

Payment Forms | New Payment Form |

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enabl

Edit | Del 1. Online Payment Order
Edit | Del 2. Membership Membership
Edit | Del 3_Subscription Subscription
Edit | Del 4. eal Donation DEMO
5. Donation with
Edit | Del option of regular Donation
giving
6. Event(Training
Edit | Del ~;5rse Event
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2.2 Select the form that the freight applies to and scroll down to the related
Payment Options

Payment Form

¥ 2. Membership
g.w_nerﬂﬂ plions [3] Motes & Attachments [0] | Payment Txn's [0] | Reci

ayment Form Detail | Edit || Delete | | Clone || Mailout G
Payment Form Name 2. Membership

Payment Form Note  Memberships can be setup at Contact level and/or
Account level. Time based workflows are used for
renewal reminders. Members Id + Lastname can be used
for quick entry when making payment.

Merchant Facility  DEMO FACILITY

Primary Payment Form

Pre-Authorisation
Payment Type  Membership
Enable URL Tokens
Enable CAPTCHA ..(’

Active Card Types  Visa; MasterCard
Surcharge Card Type 1
Surcharge Card Fee%: 1
Surcharge Card Type 2
Surcharge Card Fee% 2

There are two types of surcharges that can be applied depending upon the choice of credit card.

2.3 Scroll to Payment Options heading and select the payment option that the
freight charges will apply

el et B D

Payment Options | New Payment Option |

Action Payment Options Name Statusz Display Order Subscription Type  Subscription L

Edit | Del Single Membership Contact
Edit | Del Family Membership Contact
Edit | Del Corporate Membership Account

The Single payment option is being shown as an example
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2.4 Select Edit and enter the freight amount

Payment Option

& Single

MNotes & Attachments | Account Sul

Payment Option Detail

Payment Form 2. Membership
Payment Options Name Single
Status

Display Order
Subscription Level  Contact
Subscription Type  Membership
Default

Prorate Fees

Price  510.00
Currency
Freight 15 |E|
2.5 Save
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How to use multi-currency

Multi-currency does not require the salesforce.com multi-currency capabilities to be turned on. It will
also work with organisations that have multi-currency turned on.

The currency selected/used will be used provided to the payment gateway to transact in that
currency and will be stored against the payment transactions. Please note that not all banks provide
merchant facilities that are multi-currency capable.

If salesforce.com multi-currency is enabled then the currency used will be applied to the
salesforce.com ISO Currency field.

1. Navigate to the Merchant Facilities tab and scroll to the Account,
Contact, Opportunity Matching heading

Account, Contact, Opportunity Matching

Account Matching Method  Create Using Contacts Name Override Target Contact Values  Yes
Automatic Matching  Match and Create Mew If No Match Found Create Opportunity
Account Template IP Defaulting v
Contact Template Multi-Currency Handling = Hide
Matching Rulez  Account + First Mame + Last Name; First Mame + Last Name + Default Currency  AUD

Phone; Last Name + Email; Last Mame + First Name + Suburb; Last
Name + Mobile; Membership Id + Last Name

Disable Custom Indexing Enable Geonames Autocomplete v
Subscription Lapsed Grace Days 30 Default State
Default Country  Australia

Print Email Receipt  carcl@74demo.com

2. Select Edit

Multi-Currency Handling W

Default Currency I
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3. Select how your organisation will handle multi-currency handling

OPTIONS EFFECT

Mone or Hide Mo currency information will show on the Payment Checkout or
receipt form

Show The default currency specified on the Merchant Facility or passed in
through the URL parameter “Currency” will be shown

Input When the payment is not for a Membership (Payment Option), then
the currency type can be selected. The available options will be
based on the Merchant Facility default currency.

If the currency you wish to use is not in the default settings, please go to 'How to add more default
currencies'

Page 456
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How to add more default currencies

If different currencies are being used, these can be added to the default settings

1. Navigate > setup > App Setup > Create > Objects

App Setup

[»| Customize

B} Create
Apps
Custom Labels
Ohbjects

Packages
Report Types

e
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2. Select the Merchant Facility object

User Manual

Custom Objects

Custom objects are database tables that allow you to store data specific to your organiz:

Once you have created a custom object, you can create a custom tab, custom related lis

Force.com API.

|New Custom Object |

Action Label Installed Package Master Object De
Edit [ Account Subscription AlkPayments Account
Edit % py untISl.bsm_pﬂl on AAkPayments Account Subscription
Screen for
Edit i‘ Cache Salesforce
Edit - Direct Debit Batch AAkPayments
Edit * Ermorlog AAkPayments
Edit * Import File AAkPayments
Edit * lmport File Line ltem AlkPayments Import File
Import File Line Item Import File Line ltem,
Edit " Pavment T AAkPayments —"“—F pre-
AAKPayments
AlkPayments Merchant Facility

Edit [~ Payment Form

(c) AAkonsult Pty Ltd 2014
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3. Scroll down to Custom Fields & Relationships heading and select
‘Default Currency’

Custom Fields & Relationships

Action Field Label

Edit 4, ABN

Edit | Replace 1+ Account Matching Method
Edit 4 Account No.

Edit & Account Template

Edit 4 Active

Edit | Replace * Automatic Matching

Edit - Background Colour

Edit | Replace | Bank Code

Edit 4, Bank Deposit Account

Edit . Bank Transfer Instructions

Edit | Replace & Batch Processor Status

Edit ~ BSB No.

Edit 4, CAPTCHA Private Key

Edit 4 CAPTCHA Public Key
Edit | Replace * CAPTCHA Theme

Edit 4 Contact Template

Edit ~+ Create Opportunity

Edit 4 Create Opportunity Line ltems
Edit | Replace - Credit Card Masking Policy
Edit 4 cronTriggerBatchid

Edit 4 cronTriggerld

Edit 4, Custom Theme Resource Name
Edit 4 Default Country

Edit| Replace { Defaull Currency
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4. Scroll down to Picklist Values heading and select New

Picklist Values | New | | Reorder| |Replace | | Printable View| | Chart Colors
Action  Values Default Chart Colors

Edit | Del AUD v Assigned dynamically

Edit | Del NZD Assigned dynamically

Edit | Del USD Assigned dynamically

Edit | Del EUR Assigned dynamically

Edit | Del GBP Assigned dynamically

5. Enter the correct ISO code for the currency you wish to add

Add Picklist Values

Default Currency

Add one or more picklist values below. Each value should be on its own ling.

FJD

To add the new value to the picklist values for a particular Record Type, check the app

Record Type Name Description
Payment For all transactions - Credit

The example is for FJD (Fiji)

User Manual (c) AAkonsult Pty Ltd 2014
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For information about ISO codes

6. Tick the checkbox for the Record Type Name that you wish the
picklist value to apply and Save

FJD

To add the new value to the picklist values for a particular Record Type, check the appropriate boxes below.

Record Type Name Description
W Payment For all transactions - Credit cards, cash/check/direct deposit etc.

7. Navigate the Merchant Facilities tab and check that your new
default currency is shown in the drop down menu

¥ Account, Contact, Opportunity Matching

Account Matching Method  Create Using Contacts Name Override Target Contact Values  Yes
Automatic Matching  Match and Create New If No Match Found Create Opportunity
Account Template IP Defaulting e
Contact Template Multi-Currency Handling Hide
s e St e T L oo [EEIT o
Name + Mobile; Membership |d + Last Name
Disable Custom Indexing Enable Geonames Autocomplete 4
Subszcription Lapzed Grace Days 30 Default State

Default Country  Australia
Print Email Receipt  carol@74demo.com
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How to enable CAPTCHA

A CAPTCHA is a program that can generate and grade tests that humans can pass but current
computer programs cannot. AAkonsult Payments uses Google’s reCAPTCHA ™ to generate
images and validate responses.

CAPTCHA usage is useful as a tool to help prevent automated scripts using payment forms to
automatically submit fraudulent transactions.

1. To enable

Merchant Facility

&% DEMO FACILITY

« Back to List: Custom Object Definitions
Payment Forms [6] | Motes & Attachments | B

Merchant Facility Detail | Edit | [Delete| | Clone || s
Payment Setting Name  DEMO FACILITY
Active ¥
Primary =
Merchant Fee

Site URL  hitps:/laakpaytest-developer-edition.ap1 force....
Events Calendar URL  https://aakpaytest-developer-

L' PA BT M — [

Navigate to the Merchant Facilities tab and scroll down to the Payment Forms heading

1.1 Select the form that the CAPTCHA will apply

Payment Forms | New Payment Form |

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delive

Edit | Del 1. Online Payment Order v
Edit | Del 2. Membershi Membership
Edit | Del 3. Subscription Subscription
Edit | Del 4. eal Donation DEMO
5. Donation with
Edit | Del opfion of regular Donation
giving
6. EventTraining
Edit | Del Course Event
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1.2 Double click into the Enable CAPTCHA field

Payment Form

&% 1. Online Payment

« Back to List: Custom Object Definitions
Payment Options [0] | MNotes & Aftachments | P

Payment Form Detail

Payment Form Name 1. Online Payment

Payment Form Note  Capture payments for goods, supplies, donatic
services either online, or from Accounts/Conta
Object in salesforce.com.

Merchant Facility = DEMO FACILITY
Primary Payment Form

Pre-Authorigation

Payment Type  Order

Enable URL Tokens

Active Card Types  \fisa; MasterCard
Surcharge Card Type1  Visa
Surcharge Card Fee% 1 2.000%
Surcharge Card Type 2 MasterCard

Surcharge Card Fee% 2  1.850%
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1.3 Tick the Enable CAPTCHA check box and SAVE

Payment Form

&¥ 1. Online Payment

« Back to List: Custom Object Definitions
Payment Options [0] | Motes & .Mtanho | Payment

Payment Form Detail Cancel

Payment Form Name 1. Online Payment

Payment Form Note  Capture payments for goods, supplies, donations, pro
services either online, or from Accounts/Contact/Oppe
Object in salesforce.com.

Merchant Facility = DEMO FACILITY
Primary Payment Form

Pre-Authorigation

Payment Type  Order

Enable URL Tokens

Active Card Types  Visa; MasterCard
Surcharge Card Typed1  Visa
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2. To test - Navigate to About AAkonsult Payments tab

| About AAkonsult Payments  Merchant Facilities Payment Txn's Man

_ AAkonsult Payments
'j‘ About AAkonsult Payments

1A

Getting Started

Adkonsult Pty Ltd provides a sample DEMO account

Please review the installation and user manual links |
Setup View Payment Form MNote:
ems o ca

Setup
MO FACILITY Setup View 2. Membership ﬁx
t Sparks
etz Setup View 3. Subscription Subs
¥-0000006 E—
¥-0000005 Setup View 4. Appeal ﬁjpé
-0000002 Setun View 5. Donation with opfion of Requ
0000001 =80 H8 veqular giving REM
iments Site Guest User .. Even
Setup View 6. EventTraining Course
Y-0000002 free

2.1 Click on the Credit Card button to preview

/ments B SR ETEE EEEY  Payment Txn's  Manual Payments  Recurring Payments  Subscription Groups ~ Account Subscriptions  Subscriptions + =

' Payment Form Customize Page | Edit Layout | Printable View | Help f
&5 1. Online Payment
' « Back to List: Custom Object Definitions
Payment Options [0] | Motes & Attachments [0 | Payment Txn's[1] | Recurring Payments[0] | UBL Tekens[0] | Campaigns [0 | Subscription Issues [0]

Payment Form Detail Edit [Delete] [ Clone ] [Mailout Generationf | Credit Card | | llanual Pa]rment]
' Payment Form Name 1. Online Payment qme Donation By ©
Payment Form Note  Capture payments for goods, supplies, donations, products & Donation By Label  Payment By

services either online, or from
Accounts/Contact/Opportunities/Any Object in salesforce.com.

Merchant Facility ~DEMO FACILITY Donation By Options  Individual; Company
Primary Payment Form Enable Subscribe To Emails
Pre-Authorisation eNewsletter Campaign
- Frsemmant Tima © Aedar Ennkin Emnil Aannint Anbe
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2.2 Check the CAPTCHA feature is present on the form

least 5
G~

If you wish to change the theme/colour of the CAPTCHA, please go to 'How to Change the
CAPTCHA theme'

[~
o
Privacy & Terms Q

‘ Type the text |
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How to change the CAPTCHA theme

1. To Change theme colour

S e R

Merchant Facility

&% DEMO FACILITY

« Back to List: Custom Object Definitions

Payment Forms |

Merchant Facility Detail
Payment Setting Name  DEMO FACILITY

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

1.1 Scroll down to User Interface heading

User Interface
Form Width 500 Theme  redmond

Background Colour Custom Theme Resource Name

CAPTCHA Theme red

1.2 Double click into CAPTCHA theme, select a colour theme and SAVE

¥ User Interface
Form Width 500 Theme  redmond

Background Colour Custom Theme Resource Name

CAPTCHA Theme v |3
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2. To test theme colour change

Payment Forms
e Primary Payment Form Payment Type Default Campaign Enable Deli Add Enable Donation By Enable Donation With Enable Email Receipt Only
Order v v
Edit| Del 2. Membership v Membership v
Edit| Del 3. Subscription Subscription v
Edit| Del 4.Appeal Danation DEMO Appeal v
5. Donation with
Edit| Del option of reqular Daonation e
aiving
Show 1 more » | Go to list (6 »
Notes & Attachments New Note | | Attach File | |View Al
Artinn Tuna Titla I ast Mnadifiad

Navigate to the Merchant Facility Tab, scroll down to the related Payment Forms - Click on the
Payment Form to test

2.1 Click on the Credit Card button to preview

ents | =g ety Payment Txn's  Manual Payments  Recurring Payments  Subscription Groups  Account Subscriptions  Subscriptions -

Payment Form
& 1% Online Payment

« Back to List: Custom Object Definitions
Payment Options [0] | MNotes & Attachments (01 | Payment Txn's[11 | Becurring Payments [0 |

Delete | | Clone § Mailout Generation

Customize Page | Edit Layout |

UBL Tokens[0] | Campaigns [0 | Subscription Issues [0]

Payment Form Detail redit Cardl [Illanual Payment]

Payment Form Name

Payment Form Note

Merchant Facility
Primary Payment Form
Pre-Authorisation
Payment Type

Require URL Token
Enable CAPTCHA
Active Card Types
Surcharge Card Type 1
Surcharge Card Fee% 1

User Manual

1. Online Payment

Capture payments for goods, supplies, donations, products &
services either online, or from
Accounts/ContactOpportunities/Any Object in salesforce.com.

DEMO FACILITY

Order

Visa; MasterCard

(c) AAkonsult Pty Ltd 2014

Enable Donation By
Donation By Label

Donation By Options

Enable Subscribe To Emails
eMNewsletter Campaign

Enable Email Receipt Only
Opportunity Record Type
Custom Theme Resource Name
Confirmation Page Action
Confirmation Page Button Label
Success URL

v
Payment By

Individual; Company
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2.2 Check the appearance of the CAPTCHA theme

least 5

User Manual

Type the text

Privacy & Terms

o
i
2

G~
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How to set up pre-authorisation

For many industries, it is useful to get an authorisation and reserve funds on a credit card without
actually taking the payment until the product/service is delivered, or the exact amount is known. For
example, an organisation may wish to take a booking for an event, but only charge the customer
once the booking/event is confirmed.

1. Navigate to the Merchant Facilities tab and scroll down to the
Payment Forms heading

Merchant Facility

&% DEMO FACILITY

« Back to List: Custom Object Definitions
Payment Forms [6] | Motes & Afftachments | B

Merchant Facility Detail | Edit | |Delete| | Clone || s
Payment Setting Name  DEMO FACILITY
Active =
Primary =
Merchant Fee

Site URL  hitps:/faakpaytest-developer-edition.ap1 force....
Events Calendar URL  htips://aakpaytest-developer-

1 PARE M — o

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.
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2. Select the form that the pre-authorisation will apply

Payment Forms | New Payment Form |

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delive

Edit | Del 1. Online Payment Order v
Edit | Del 2. Membershi Membership
Edit | Del 3. Subscription Subscription
Edit | Del 4. eal Donation DEMO
5. Donation with
Edit | Del opfion of regular Donation
giving
6. EventTraining
Edit | Del = 5rse Event

3. Double click into the Enable Pre-Authorisation field

Payment Form

&% 1. Online Payment

« Back to List: Custom Object Definitions
Payment Options [0] | MNotes & Aftachments | P

Payment Form Detail

Payment Form Name 1. Online Payment

Payment Form Note  Capture payments for goods, supplies, donatic
services either online, or from Accounts/Conta
Object in salesforce.com.

Merchant Facility = DEMO FACILITY
Primary Payment Form

Payment Type
Enable URL Tokens
Enable CAPTCHA ('
Active Card Types  Vfisa; MasterCard
Surcharge Card Type1  Visa
Surcharge Card Fee% 1 2.000%
Surcharge Card Type 2 MasterCard

Surcharge Card Fee% 2  1.850%
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4. Tick the Pre-Authorisation check box and SAVE

Payment Form

&¥ 1. Online Payment

« Back to List: Custom Object Definitions
Payment Options [0] | Hotes & Aﬂax:ho | Payment

Payment Form Detail save | |Cancel

Payment Form Name 1. Online Payment

Payment Form Mote  Capture payments for goods, supplies, donations, pro
services either online, or from Accounts/Contact/Oppc
Object in salesforce.com.

Merchant Facility DEMO FACILITY

Primary Payment Form

Pre-Authorisation

Payment Type
Enable URL Tokens
Enable CAPTCHA v

Active Card Types  Visa; MasterCard
Surcharge Card Type1  Visa

5. Navigate to the Payment Txn's tab and check that new transactions
now must be authorised (auth)

Recent Payment Txn's (ew )
Payment Txn No  Transaction Type Bank Deposit Date Total Amount Charged Cardholder Name
PAY-0000008 Auwth 2400772014 31021224 Charles Latrobe
PAY-0000007 Purchase 24/072014 3522 24 Charles Hotham
PAY-0000006 Purchase 24/072014 $102.00 Governer Charles Hotham

Once pre-authorisation is enabled, all transactions will come in as an “Auth” type and will have the
funds reserved on their credit card. The vendor MUST make the completion transaction, to actual
charge the card and transfer funds within 7 days.

To complete the transactions go to 'How to authorise pending payments'
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How to authorise pending payments

Refer to 'How to set up pre-authorisation’

Once pre-authorisation is enabled, all transactions will come in as an “Auth” type and will have the
funds reserved on their credit card. The vendor MUST make the completion transaction, to actual
charge the card and transfer funds within 7 days.

1. Authorise individual transactions

1.1 Navigate to the Payment Txn's tab

its  Merchant Facilities m Manual Payments  Recurring Payments  Subscriptior

Payment Txn's

&Y Home

View: |All V|| Go! | Edit|Create New View

Recent Payment Txn's
Payment Txn No  Transaction Type Bank Deposit Date Total Amount Charged Cardholder Name
PAY-0000012 Auth 2400712014 $695.64 Banjo Patterson
PAY-0000011 Auth 2400712014 1734 Reverend Green
PAY-0000010 Auth 2400712014 547124 Colonel Mustard
PAY-0000009 Auth 2400712014 $104.04 Henry Lawson
PAY-0000003 Auth 2400712014 $10.212.24 Charles Latrobe
PAY-0000007 Purchase 2400712014 5522 24 Charles Hotham
PAY-0000006 Purchase 2400712014 $102.00 Governer Charles Hotham
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1.2 Open a transaction and select the 'Authorisation Complete’ button

Payment Txn Customize Pay

&Y PAY-0000012

g Post ]l File 7 Link Jj Poll Eollow
| Whrite something. .. ‘ m Followers
No followers.

& | Show All Updates ~

There are no updates.

« Back to List: Payment Txn's
Hotes & Attachments | Emorlegs[0] | Payment fems [0

Payment Txn Detail | Authorisation Complete |

¥ Authorisation Information

Amount £670.00 Cardholder Name Banio Patterson
Discount % Credit Card Type  Visa
Discount Amount  $0.00 Credit Card No.  41._11
Donation Amount  $0.00 URL Token
Freight  $12.00

Tax Calculation  Amounts Include Tax

1.3 Confirm the authorisation

Update has been completed. Please check Status to ensure the
payment processed correctly.
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1.4 Return to the Payment Txn's tab and check the Payment Status field

Recent Payment Txn's — .
Payment Txn No  Transaction Type Bank Deposit Date Total Amount Charged Cardholder Name Credit Card No.  Credit Card Type  TxnRef Email Status
PAY-0000012 Complete 24/07/2014 569564 Banjo Patterson Visa 00000001159a059f Matching Complete
PAY-0000011 Auth 24/07/2014 $17.34 Reverend Green 41..11 Visa 000000011599ea91 Authorisation Start
PAY-0000010 Auth 2410712014 $471.24 Colonel Mustard a1 Visa 000000011599e702 Authorisation Start
PAY-0000009 Auth 2410712014 $104.04 Henry Lawson .1 Visa 000000011599e149 Authorisation Start

If the transactions is successful, the status will be either "Receipting Complete" or "Matching
Complete"

2. Authorise groups of transactions

2.1 Navigate to the Payment Txn's tab

s Merchant Facilities m Manual Payments  Recurring Payments  Subscription (

Payment Txn's

&Y Home

View: |All V|| ot | Edit|Create New View

Recent Payment Txn's
Payment Txn No  Transaction Type Bank Deposit Date Total Amount Charged Cardholder Name
PAY-0000012 Complete 240772014 369564 Banjo Patterson
PAY-0000011 Auth 240772014 1734 Reverend Green
PAY-0000010 Auth 240772014 47124 Colonel Mustard
PAY-0000009 Auth 240772014 $104.04 Henry Lawson
PAY-0000005 Auth 240772014 31021224 Charles Latrobe
PAY-0000007 Purchase 240772014 552224 Charles Hotham
PAY-0000006 Purchase 240772014 F102.00 Governer Charles Hotham
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2.2 Select 'Ready for Authorisation Completion' from the View drop down menu

and select Go!
o wemroaes (I wor

Payment Txn's

&Y Home

View: |Ready for Authorisation Completion V|| Go! |

2.3 Tick the checkbox of the transactions to be authorised.

| Q [Ready for Authorisation Completion \/| Eit | Delete | Create New View

|Change Owner || Authorisation Complete || Payment Received | G te Receipts || Contact Reconciliation | @ A|B|C|D|E|[F|[G|H[I[J|K|L|M|N|C
Action Payment Txn No + Status Total Amount Char...  Credit Card Type First Name Last Name
| T Yt | Del | ) PAY-0000008 Authorisation Start ~ $10,212.24 Visa Charles Latrobe
o [dit| Del | ¢y PAY-0000009 Authorisation Start  $104.04 Visa Henry Lawson
4 [dit|Del 163 PAY-0000010 Authorisation Start  $471.24 Visa Augustus Mustard
I 7 Fait|Del | €) PAY-0000011 Authorisation Start  $17.34 Visa Jeremy Green

2.4 Select 'Authorisation Complete' button

Q [Ready for Authorisation Completion /| Edit | Delete | Create New View

[Change Owne ment Received | Generate Receipts || Contact Reconciliation| £ ;| A|B|C[D|E[F[G|H[1]J[K[L[M|N]|O

TxnRef First Name Last Name
1 1 Charles mebe
000000011599e149  Henry

Action Payment Txn No +

Total Amount Char...  Credit Card Type

[ Edit] Del| 3 PAY-0000008
[v] Edit| Del| 3 PAY-0000009
Vi Edit| Del| €y PAY-0000010
) Edit|Del |y PAY-0000011
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2.5 Confirm the authorisation

0 Are you sure you wish to Authorise/Confirm selected records?

Payments subrnitted for processing. Please check transaction status to
& ensure they were successful.

2.6 Return to the Payment Txn's tab and check the Payment Status field

Recent Payment Txn's (ew ]
Payment Txn No  Transaction Type Bank Deposit Date Total Amount Charged Cardholder Name Credit Card No.  Credit Card Type TxnRef Email
PAY-0000011 Complete 24/07/2014 $17.34 Reverend Green Visa 00000001159a19d4
PAY-0000010 Complete 24/07/2014 $471.24 Colonel Mustard Visa 00000001159a19bd
PAY-0000009 Complete 24/07/2014 $104.04 Henry Lawson Visa 00000001159a19ab
PAY-0000008 Complete 24/07/2014 $10,212.24 Charles Latrobe Visa 00000001159a1999
PAY-0000012 Complete 24/07/2014 $695.64 Banjo Patterson Visa 00000001159a059f

Recently Viewed W

Status

Matching Complete
Matching Complete
Matching Complete
Matching Complete
Matching Complete

If the transactions is successful, the status will be either "Receipting Complete" or "Matching

Complete"
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How to use automatic Chatter posts

Chatter is an inbuilt social media platform designed for Salesforce.

Chatter updates can only currently be generated for transactions that are created/updated by an
internal user and not from the online payment checkout form. This is due to a restriction in place by
salesforce.com. If you wish to track these updates, then it is suggested to enable chatter feed
tracking on the Payment Transaction Object field “Chatter Posts”.

1. Available automatic Chatter posts available with AAkonsult
Payments

Large payment The payment amount is greater than the Large
Donation Amount field on the Payment Form
record

New Account with Created when a new Account is generated

Payment

New Contact with Created when a new Contact is generated

Payment

First time Subscriber Generated the first time an Account level or
Contact level subscription is created

Renewing Subscriber Generated when an Account or Contact
Subscription is renewed

New recurring payment | Generated Each time a new Recurring
FPaymentis setup

2. Enabling Chatter Posts for Payment Txn Object

Before Chatter posts can be used, you need to enable chatter posts for the Payment Txn Object
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2.1 Navigate to Setup > Customize > Chatter > Feed Settings

I L

[v| Reports & Dashboards

=T 7 S < B O B 4

Feed Tracking

Influence

Email Settings
Chatter For SharePoint
[+ Trigogers
[»| Groups
[* Communities
[*| Social Apps Integration
[»| Topics
User Interface

[*| Create
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2.2 Enable Feed Tracking for Payment Txn

Object

Account

Account Subscription
Account Subscription Payment
Address

Affiliation

Asset

Batch

Campaign

Case

Contact

Content Document
Contract
DEPRECATED-Fund
DEFPRECATED-Relationship Error
Dashboard

Direct Debit Batch

Error

Error Log

Event

GAU Allocation

General Accounting Unit
Group

Household

Import File

Import File Line tem
Import File Line ltem Payment Txn
Lead

Merchant Facility

NPSP Data Import
Opportunity

Payment

Payment Form

Payment ltem

Payment ltem Group

Tracked

2 Fiel-fo .
A

0 Fields

3 Fields
3 Fields
0 Fields

T Fields

3 Fields

5 Fields

konsult
| PAYMENTS

Fields in payment txn's

elect up to 20 fields.
Account
Account Subscription
Amount
Automatic Renewal
Bank
Bank Deposit Account
Biller Code
Browser Details
Chatter Post
Comments
Country
Credit Card Mo.
Currency
Delivery Country
Delivery Pastcode
Delivery Street
Direct Debit Batch
Donation Amount
Donation By Name
Email
Expiration Month
Financial Institution
Foreign Transaction Tax Excluded
Frequency
| Agree to the Terms and Conditions
IP
Invoice Description
Job Title

Lat

1. Select the Payment Txn Object

2. Enable Feed Tracking

3. Press SAVE button

3. Enable Chatter Post Types

(c) AAkonsult Pty Ltd 2014

OoooOooooooooooboooDooooooooooaoaon

\o.t Enable Feed Tracking

Account Mo.
Address 1d
Approved

BSB Mo.

Bank Account Name
Bank Deposit Date
Birthdate

Campaign

Cheque Number
Contact

Create Opportunity
Credit Card Type
Delivery Address Same as Billing
Delivery Point 1d
Delivery State
Delivery SuburbiTown
Discount %
Donation By
Drawer

Email Receipt Only
Expiration Year

First Mame

Freight

Fundraiser ID

1'Will Be Aftending
Institution Address
Invoice Mo.

Last Mame

-
=}
=

Restore Defaults

Chat
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3.1 Navigate to Merchant Facility

‘ayments DGR ELAEETTEN  Payment Txn's  Manual

Merchant Facility

&Y DEMO FACILITY

. « Back to List: Workflow Rules

Payment

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

3.2 Scroll down to related Payment Form and select

Record Type  Payment

Action Payment Form Name Primary Payment Form Payment Type Default Campaign Enable Delivery Address Enable Donation By Enable Donation With Enable Email Rec

Edit| Del§ 1. Online Payment Order

Edit| Del 2. Membership v Membership

v
Edit| Del 2. Subscription Subscription
Edit| Del 4.Appeal Danation DEMO eal

5. Donation with
Edit | Del option of reqular Donation
aiving

NN

Show 1 more = | Goto list (G) =

Notes & Attachments New Note | | Attach File
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|o;er Updates

Available

Chosen
Payment made @ Large payment

New Accountwith Payment

E MNew Contact with Payment
Firsttime Subscriber

=y

1. Scroll down to the related Chatter Section
2. Double click to select post types and press SAVE

User Manual
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4. Check your Chatter feed on the Home tab

Payment Txn
&9 PAY-0000013
Jr. Hide Feed
@ Post |l File 7 Link gJj Poll @ Follow
! [ Wite someting.. B oo
| No followers.

Q| Show All Updates ~

Carol Challis =
Mew Contact (Caroline Chisholm) created and made payment of 523,472 24

Comment - Like - Today at 3:59 PM

Carol Challis -
Mew Person Acount (Caroline Chisholm) created and made payment of
$2347224.

Comment - Like - Today at 3:59 PM

Chatter feeds have been automatically generated.
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What data model and objects are used

The data model shown below is designed to give a high level overview.

1. Data model

Payments High Level Data Model

e

-s—Account Subscriptions

S ubscriptions
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2. Objects

Object

Merchant Facility
[Payment_Setting__¢]

Payment Forms

Payment Options

Payment Txn

User Manual
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Notes

The merchant account object contains details on a particular facility.
AAkonsult Payment customers need to arrange with their bank a
Merchant Facility that works with Direct Payment Solutions (DPS).

Most organisations would just have one merchant facility, but some
organisations need to have multiples as they may have donation
payments go into one bank account and then training, supplies etc.
into another bank account.

For each form on the website, a new Payment Form is setup. You
may have one Payment Form for say training payments, another for
memberships and another for donations.

Payment Forms provides a number of configurable options that will
drive the options and behaviour of what appears on the web
payment form.

Payment Options represent products or services. They could be
used for example for a memberships and have values such as
Family, Concessions, Single, Corporate etc.

In addition, Payment Forms could be used for subscriptions. Eg. A
magazine publication with say 3 month subscription, 1 year and 2
years.

For Payment Forms that have payment options, any payments that
are processed for this Payment Form, a subscription and
subscription payment record will be created for the contact as part of
the matching process.

The Payment Transaction file stores all payments, including credit
cards, manual payments, refunds and card authorisation.

This object should be in read only view for most users as it is created
as a result of one of the transactions types.
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How to make a custom field visible on public web forms

If you have added a new custom field and would like this field to be visible or editable on the public
website forms, then you need to set the field level security for these fields under the developer >
sites profile.

When you create a field in Salesforce, it gives you the option of setting the field level security for
profiles, however, this does NOT include the public sites profiles. You'll need to follow the steps in
this procedure.

1. Navigate to Site

T
Create Your Force.com Sites
App Setup

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

Farce.com Sites Terms and Conditions

Apex Triggers

Apex Test Execution Sites (nfpaakpay-developer- E]

P edition.ap1.force.com)

Components Actiol Site Label + Site URL Site Description Active  Site Type Last Modified By

Custom Permissions Edit |M hitp:/infpaakpay-developer-edition.ap1.force.co v Forcecom  Jeff Challis, 3/04/2015 11:53 AM
Custom Seftings

Email Services

Lightning Components BETA
Pages

S-Controls

e— )

Static Resources
Tools

Remote Accass
External Data Sources
External Objects
Secure Agents

[+] Deploy
Schema Builder

The Site was previously setup during the installation procedure: Force.com Sites

1. Navigate to setup > Develop > Sites
2. Click into your site
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2. Site Profile

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

Help for this Page o

‘ | Public Access Settings | i ogin Settings | | URL Redirects | | Deactivate

Payments Site Name  Payments
Site Contact  Jeff Challis
Login Mot Allowed
AAkPav.checkout [Preview] Site Favorite lcon
InMaintenance [Preview] Site Robots.txt
SiteTemplate [Preview] Enable Feeds
URL Rewriter Class URLRewriter

Allow framing by any page (no protection) Require Secure Connections

(HTTPS)
Created By  Jeff Challis, 11/03/2013 9:17 Pl Last Modified By  Jeff Challis, 3/04/2015 11:53 A
| Public Access Settings | | Login Settings | | URL Redirects | | Deactivate
Custom URLs Custom URLs Help (2]
Action Domain Name Path Site Primary Custom URL
Edit| Del | View | Preview as Admin Dfpaakpay-developer-edition.ap1.force.com /Payments
Site Visualforce Pages Enabled Visualforce Page Access Help (2)
Visualforce Page Name AppExchange Package Name

AdkPay checkout
BandwidthExceeded

AfkPayments

Click on Public Access Settings

3. Profile Update

Salesforce can be configured to have different ways of updating the user profile. When view then
next couple of steps, you'll need to determine which profile you are using. We'll call the two modes:

* Orginal
 Enhanced

If you wish to set which option salesforce uses, then you can do so by checking/unchecking "Enable
Enhanced Profile User Interface" under setup > customize > User Interface

User Manual
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3.1 Original - View Object

Field-Level Security \o;

Standard Field-Level Security

Account  [View] Lead [View]

Asset  [Wiew] Opportunity [ View]

Campaign  [View] Opportunity Product [ View]
Campaign Member [ View] Price Book  [View]
Case  [Wiew] Price Book Entry [ View]

Contact  [View] Product  [View]

Contract  [View] Solution [ View]

Event [View] Task [View]

Idea  [View] User [View]

Custom Field-Level Security

Account Subscription  [View] Payment  [Wiew]
Account Subscription  [View] Payment Form [ View]
Payment
Address  [Wiew] Payment lterm [ View]
Affiliation [Wiew ] Payment Item Group  [View]
Batch  [VWiew] Payment Option j

DEPRECATED-Fund  [View] Paymer
DEPRECATED-Relationship [ View] Recurring Donatigns

Error

Direct Debit Batch  [View] Recurring Payment [ View]

Error  [View] Recurring Payment Txn [ View]

Error Log [ Wiew] Relationship [ View]

GAU Allocation [ View] Schedulable [View]

General Accounting Unit [ Wiew ] Subscriber Group  [View]

Household  [Wiew] Subscription  [View]

Import File  [Wiew] Subscription Issue  [View]

Impaort File Line ltem [ Wiew ] Subscription Issue tem [View]

Import File Line ltem Payment [ View | Subscription Payment  [View]
Txn

Merchant Facility [ View] Trigger Handler  [Wiew]

NPSP Data Import [ View] URL Token [View]

Custom App Settings

If your screen does not include a section similar to the above, then you might be using the enhanced
profile editor - please check the sections for this later on in the procedure.

1. Scroll down the screen until you come to the "Field-Level Security Section"
2. Press View next to the object you wish to update
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3.2 Original - Edit Field Level Security

Payment Txn Field-Level Security for profile Help for thiz Page ‘
Payments Profile
Cancel
Field Name Field Type Visible Read-Only
Account Lookup O O
Account No. Text O [l
Account Subscription Lookup O O
Address 1d Text O [l
Amount currency O O
Approved Checkbox O [l
Automatic Renewal Checkbox O [l
Bank Text O O
Bank Account Mame Text O [l
Bank Deposit Account Text O O
Bank Deposit Date Date O [l
Banked Amount Currency O
Banked Payment Text O
Bank Transfer Reference Text O
Batch Processor Status Text O
Biller Code Text O [l
Birthdate Date O [l
Browser Details Text Area O [l
BSE No. Text D e

Press Edit on the Profile Editor
Then update which fields you want visible (or just read only)
Press SAVE button

There is no more to do, you can skip to the end of this procedure.
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3.3 Enhanced - Object Settings

Profile

Payments Profile
| Q. Find Setiings... % || | Edit Properties
Profile Overview

Help for this Page 0

Description
User Licenze Guest Custom Profile
Created By  Jeff Challis, 11/03/2013 9:17 PM Last Modified By  Jeff Challis, 3/04/2015 11:51 AM

Apps

Settings that apply to Salesforce apps, such as Sales, Assigned Apps

and custom apps built on Force.com Settings that specify which apps are visible in the app menu
Learn More
Assigned Connected Apps

Settings that specify which connected apps are visible in the app menu

s objects and fields, and settings that specify which record types, page layouts, and tabs are

App Permissions
Permissions to perform app-specific actions, such as "Manage Call Centers”

Apex Class Access
Permissions to execute Apex classes

Visualforce Page Access
Permissions to execute Visualforce pages

External Data Source Access
Permissions to authenticate against external data sources

Named Credential Access
Permissions to authenticate against named credentials

Custom Permissions
Permissions to access custom processes and apps

If your screen does not include a section similar to the above, then you might be using the original
profile editor - please check the sections towards the begging of section 3 of this procedure.

Click into Object Settings.

User Manual
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3.4 Enhanced - Select Object

ldeas Read 5 Default On Varies by Record Type
Idea Themes - - Tab Hidden -
Import File Line lterm Payment Txn's Mo Access G - Imponr File Line ltem Payment Txn Layout
Import File Line ltems Mo Access 49 - Import File Line ltem Layout
Import Files Mo Access 24 Tab Hidden Import Layout
Leads Mo Access 33 Tab Hidden Lead Layout
Libraries - - Tab Hidden -
Manual Payments - - Tab Hidden -
Merchant Facilities Mo Access a4 Tab Hidden Varies by Record Type
NPSP Data Imporis Mo Access a5 Tab Hidden Data Import Layout
NPSP Resources - - Tab Hidden -
MPSP Settings - - Tab Hidden -
Opportunities Read, Create 58 Tab Hidden Varies by Record Type
Opportunity Product - 13 - Opportunity Product Layout
Opportunity Rollups - - Tab Hidden -
Payment Forms Mo Access a7 - Payment Type Layout
Fayment tem Group Mo Access 12 - Payment tem Group Layout
Payment ltems Mo Access a7 - Varies by Record Type
Payment Mapping - - Tab Hidden -
Payment Options Mo Access 38 - Varies by Record Type
Payments Mo Access 12 Tab Hidden Payment Layout

yment Txn's Mo Access 159 Tab Hidden Varies by Record Type
- - Default On -
Price Book Entries - 9 - Price Book Entry Layout
Price Books Mo Access G Tab Hidden Price Book Layout
Products Read 7 Tab Hidden Product Layout
Profile - - Default On -
Profile Feed - - Default On -
Frofile Overview - - Default On -
Recurring Donations Mo Access 20 Tab Hidden Recurring Donation Layout
Recurring Donations Settings - - Tab Hidden -
Recurring Payments Mo Access 52 Tab Hidden Varies by Record Type (

Select the object you wish to update
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3.5 Enhanced - Edit Field Level Security

- Payments rProrie
| Q, Find Settings... ® | | | Edit Properties

Profile Overview > Obiect Setiings [ v | Payment Txn's| v |

Payment Txn's

Tab Settings

Tab Hidden «

Payment Txn: Record Types and Page Layout Assignments

Record Types Page Layout Assignment Assigned Record Types Default Record Ty
—Master— | Payment Layout v| - o
Auth | Auth Layout v | u o
Direct Debit |Direct DebitLayout v/ ©
Events | Events Layout v | O
Manual | Manual Layout v | @®
Payment | Payment Layout hd | O O
Refund | Refund Layout v | 0 O
Shopping Cart | Shopping Cart Layout | O

Object Permissions

Permission Name Enabled

Read O
Create O
Edit O
Delete I
Yiew All O
Madify Al O

Field Permissions

Field Name Read  Edit

Account O O

Account MNa. [l [l | L X
Press edit

Update the Field(s) you wish to make publically editable (and/or read only)

Press SAVE button
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Support
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Support Options

We have exceptionally happy customers because we provide that extra step in the support.

AAkonsult is also very conscious that different orgnanisations have different needs and budgets for
support, so we have have made available a number of different options

1. Standard Support

Our standard support is included within the price of AAkonsult Payments.

Standard support is provided by web or email and we aim to have all questions answered within two
business days. To contact support please email support @ aakonsult.com.

For standard support, we have a fair use policy and should your needs be more then we will suggest
one of the other options.

For standard support, we will provide notes and links to information on where/how to resolve your
questions. Should you wish to have use apply the updates, then this will require the Premium
Support or Implementation Services option.

All customers are entitled to one hour free online/web walk-through/demol/training session.
2. Salesforce Support

Because AAkonsult Payments is a native salesforce.com application, you also have Salesforce.com
support for all Salesforce.com related queries.

To access this, simply click the Help & Training link on the top right when logged in.
3. Premier Support

If you need more than our standard support, then please contact us for one of our premier support
offerings.

4. Implementation Support

Need help in implementing AAkonsult Payments?
We have a number of organisations that are experienced in installing AAkonsult Payments.

Please contact us and we’ll put you in touch or you can choose to use our team of experts.
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How to grant login access

On occasions, we might ask for login access so we can diagnose what has happened with your
particular setup.

Please never send username or passwords.

The steps for granting login access will vary depending on the options setup in your instance of
Salesforce. You will need to check the first section to see compare the screenshots shown with the

what you observe. The options are:

1. My Settings Option
2. Setup Option
3. Community Portal Option

1. My Settings Option

AAkonSUIt % " Search._. Search \°} JeffChallis *  Setup  Help & Training AAkonsult Payments +
O o
About AAkonsult Payments  Merchant Facilities Payment Txn's Manual Pay R ing Pay Au riptions  Chatter Accounts Contacts  + -
- o
Saturdav 11 Anril 2015

1. Click on your name (Top Right)
2. Select "My Settings"
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1.1 Grant Access

AAanSl.llt é Search... Search Jeff Challis ~ Setup Help & Training AAkonsult Payments

FPAYMENTS

Home  About AAkonsult Payments  Merchant Facilities Payment Txn's  Manual Pay R ing Pay Account Subscripti Subscriptie Chatter Accounts Contacts + «

[ Quick Find Q l Grant Account Login Access Help for this Page. €

To assist with support issues, you may grant your administrator or support personnel the ability to login as you and access your data

My Settings
My Username: jeff.challis@aakonsult.com

cme p—

Your Company's Administrator --No Ac — 4
Personal Information m [ o fecess ]

Salesforce.com Support [ --No Access—
Change My Password

b\ Alonsult Ply Ltd Support| 1] [ Week (exp. 17."0412015]
Language & Time Zone —

e AppExtremes, dba Conga Support |3/ { --No Access—

Grant Account Login Access

Dashcord Support |1 [ --No Access—
My Groups

Kugamon LLC Support |1/ [ --No Access— ]
Reset My Security Token

ProvenWorks Support |2/ [ Mo Access— |
Connections

Timba Software Support |1/ [ —No Access— |
Login History

salesforce.com Support| 1/ [ --No Access— ]
Approver Setfings
Advanced User Details

\ / Save Cancel

Authentication Settings for
Extemnal Systems

[iml Display & Layout

1. Locate "Personal”

2. Select "Grant Login Access"

3. Locate the package name "AAkonsult Lty Ltd Support" and select the time period required by
AAkonsult

4. Press SAVE button

2. Setup Option

AAkonsult @ (seen Searh @rcras +

PAYMENTS
Profile
I Home  About AAkonsult Payments  Merchant Facilities Payment Txn’s  Manual Paymem'kg« bscription Groups  + -
onsole
Chatter » People » Jeff Challis Logout -

_ e e

1. Click on your name (top right)
2. Select "Setup" Option
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2.1 Granting Access

Search... Search Jeff Challis + Help AAkonsult Payments v

J Home  About AAkonsult Payments Merchant Facilities Payment Txn's Manual Payments  Recurring Payments  Subscription Groups + v

AAkonsult @
FranioTs ——

[ Search All Setup... Ql Grant Login Access Help for this Page @

Expand All | Collapse All

To assist with support issues, you may grant your administrator or support personnel the ability to login as you and access your data.
Salesforce1 Setup

My Username: jeff.challis@19demo.com
Force.com Home

Grant Access To Access Duration
. Your Company's Administrator | -No Access— [v]
System Overview
Salesforce.com Support |~No Access—
Personal Setu Adkonsult Pty Ltd Support | 1 e 1 Week (exp. 17/04/2015) | w|
Salesforce.com Foundation Support | 1 -Mo Access— ™

B My Personal Information

Change My Password [
My Groups »,o, |EJ |ﬂj

l Grant Login Access o

Reminders & Alerts
Record Type Selection

[*] Email
[»] Import
[»| Desktop Integration
[»] Mv Chatter Settinas

1. Locate My Personal Information

2. Select "Grant Login Access"

3. Locate the package name "AAkonsult Lty Support" and select the time period required by
AAkonsult

4. Press SAVE button

3. Community Portal Option

AAkonsult Pty Ltd Internal Jeff Challis
AAkonsult § Setup
f PAYMENTS NG

Edit Contact Info

About AAkonsult Payments  Merchant Facilities Payment Txn's  Manual Payments  Recurring Payments  Subscriptiol T T

'© B

Help

Logout

Saturday 11 April 2015

1. Click on your name (Top Right)
2. Select "Setup"
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3.1 Grant Access

AAkonsult @ s Searn et Chais + Help

PAYMENTS

Home  About AAkonsult Payments Merchant Facilities Payment Txn's Manual Payments  Recurring Payments  Subscription Groups + v

[ Search All Setup... Ql Grant Login Access Help for this Page @

Expand All | Collapse All

To assist with support issues, you may grant your administrator or support personnel the ability to login as you and access your data.
Salesforce1 Setup

My Username: jeff.challis@19demo.com
Force.com Home

Grant Access To Access Duration
. Your Company's Administrator | -No Access— [v]
System Overview
Salesforce.com Support |~No Access—
Personal Setu Adkonsult Pty Ltd Support | 1 e 1 Week (exp. 17/04/2015) | v
Salesforce.com Foundation Support | 1/ -No Access- ™

B My Personal Information

Change My Password
My Groups \o,"

' Grant Login Access ;o

Reminders & Alerts
Record Type Selection

[*] Email
[»] Import
[»| Desktop Integration
[»] Mv Chatter Settinas

1. Locate My Personal Information

2. Select "Grant Login Access"

3. Locate the package name "AAkonsult Lty Support" and select the time period required by
AAkonsult

4. Press SAVE button
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How to perform an upgrade
Quick Steps:

1. Navigate to the Merchant Facility, Stop any running Recurring Payments Processor and/or
Batch Processor

2. Install new version from AppExchange
3. Navigate to the Merchant Facility, START any previously running Recurring Payments
Processor and/or Batch Processor

4. Apply any Post Upgrade notes from the release notes. Apply all notes that apply since the
release you are currently on and upto the release you have installed

1. Stop any running Recurring Payments Processor and/or Batch
Processor

1.1 Navigate to the Merchant Facility tab

yments B EGE B8 ST T l Payment Txn's  Manual Payments Recurring Paym

Merchant Facility

r ]
&Y DEMO FACILITY

. « Back to List: Recurring Payments

Payment Forms [5+] | HMotes & Attachments [

Merehant Facilitv Detail [ Edit | [ Detete | [ Clon

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant
Facility you wish to update.

User Manual
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1.2 Scroll down to Batch Payments Processors heading and Stop any
processors running

Account: nnnnnnn

¥ PayPal
PayPal APl Username  sdk-three_apil.sdk.com Environment . Sandbox
PayPal APl Password BGTQ
PayPal API Sig 7] zmOU

¥ Batch Payments Processors

Recurring Payments Processor Statud  sianeq Last Recurring Payment Run

Run Mow

Next Run Time  29/05/2015 1:00 AM

Batch Payments Processor Status § gigraq Last Batch Processor Run

Run Mow

Next Run Time  28/05/2015 10:43 PM

¥ User Interface

Form Width . 500 Theme  redmond
Mobile Responsive . Yes - iFrame Breakout Custom Theme Resource Name
Background Colour CAPTCHA Theme  red
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1.3 Install new version from AppExchange

@ appexchange Q @ Are you new? & Login

Online Credit Card payments, membership, recurring, donations & receipting
Fddekok (18)

@ AAkonsult Payments : Online Payments, Memberships, Events & Receipting

OVERVIEW  DETAILS REVIEWS @  PROVIDER

App by AAkonsult Pty Ltd

Recurring, Memberships, Donations, Subscription, Events & other payment types can be easily
captured and reconciled with AAkonsult Payments.

Highly suitable for Not-For-Profit's & Corporates

Built 100% on Force.com enables workflow, reporting etc.

RELEASED 0 Watch a Demo
1/9/2012

PRICING @
Contact us for pricing
Discounted for Nonprofits

CATEGORIES

Install the latest version from the AppExchange. This can be found at:
https://appexchange.salesforce.com/listingDetail ?listingld=a0ON300000059H93EAE

Press the "Get It Now" button and follow the installation wizard. For more details on the wizard,
please see How to download from the AppExchange

2. Restart any previously running Recurring Payments Processor and/
or Batch Processor
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2.1 Navigate to the Merchant Facility tab

yments JI R EL 8 S TE] TS l Payment Txn's Manual Payments Recurring Paym

Merchant Facility

r ]
&% DEMO FACILITY

. « Back to List: Recurring Payments

Merchant Facilitv Datail

Payment Forms [5+] | Motes & Attachments |

| Edit | | Delete | | Clor

The Merchant Facility tab can be found within the AAkonsult Payments menu (Top right picklist in
Salesforce — Select AAkonsult Payments), or it can be found under the “+” at the end of the tabs.

Once you have clicked on the Merchant Facility Tab, click the [GO] button and click into Merchant

Facility you wish to update.

2.2 Scroll down to Batch Payments Processors heading and Stop any

processors running

* PayPal
PayPal APl Username  sdk-three_apil.sdk.com
BG7Q

PayPal APl Password

Environment

PayPal APl Sigl

zmouU

Sandbox

¥ Batch Payments Processors

Recurring Payments Processor Stat  giopned
m

Batch Payments Processor Status Stopped
m

Last Recurring Payment Run

Next Run Time

Last Batch Processor Run

Next Run Time

29/05/2015 1:00 AM

2810512015 10:43 PM

¥ User Interface
Form Width 500
Mobile Responsive  Yes - iFrame Breakout
Background Colour

Theme
Custom Theme Resource Name

CAPTCHA Theme

redmond

red

w Address Validation

3. Perform any post upgrade steps

In the Release Updates section of the manual, there are release notes for each release. In each
release note specific section, it contains details on the post upgrade notes. Please follow these for
each release between your previous version and the current one.
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4. Errors during upgrades

On some rare occasions, you may receive errors during upgrades. In most cases, this is due to
Salesforce limits being exceeded by customisation that your organization has made. This section
describes errors that may occur and what to do about them.

4.1 The formula references fields across 11 relationships while only 10 are
allowed.

If your install has failed and you receive an error message similar to the one below, this most likely
means that your organisation has added some custom formula fields that are of type Cross Object.
You can see the Salesforce online Help for details on Cross Object Formula's

The best solution is to log a case with Salesforce Support. Tell them you are trying to implement a
package upgrade and are now exceeding the number of cross object formula fields. Perhaps ask for
the limit to be increased from 10 to 15.

Sample Error Message:

Your request to install package "AAkPayments 4.5 150609" was unsuccessful. None of the data or
setup information in your salesforce.com organization was affected.

If your install continues to fail, contact Salesforce CRM Support through your normal channels and
provide the following information.

Organization: XXXXXXXXX (00DNO000000XXXX)
User: Administrator (0059000000XXXXX)
Package: AAkPayments (04tA0000000XXXX)

Problem:
1. (Payment_Txn__c.Pay_Now__c) The formula references fields across 11 relationships while only
10 are allowed. Please contact support at salesforce.com for more assistance.
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4.5 June 2015

4.5 Release Notes

* Mobile fields to have proper keyboard layouts shown. For example telephones have phone
layout, emails have an email layout. Dates are not yet covered.

» For Payment Options, ensure only one Default is ticked. If another for the same Payment
Form is checked then this is removed

* Change Schedule updates create Change Schedule History

» Paypal - better managing of errors, more information in error messages, correction to mailing
city being overridden on mobile devices

» Better handling of install process for upgrades

4.5 Upgrade Notes
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4.4 June 2015

4.4 Release Notes

1.

o N

10.

1.

12.

13.

Change Schedules. New functionality for Memberships/Subscriptions that allows for setting
up in advance of changes. For example, a wine club subscriber might have 1 Red for every
Winter and 2 White packs for summer

dataTools Kleber updates:

Checkout and Manual Payments now support validation for phone (Australia), email, address
verify, address repair and BSB validation (checkout only)

Leads, Accounts and Contacts now have a button for auto-complete and validation/repair of
addresses

Make Payments for Token Charges on opportunities now pass in the description and
amounts. New configuration options added for URL parameters (amount, paymentFor)
Make Payments now launch Events Registration where related Payment Form has a type of
“‘Event”

Subscriptions/Memberships have the option of creating multiple subscription/memberships
for the same form. This is applicable when organisations might have a certification/
accreditation product/service and customers can sign up for multiple certifications.
Subscriptions Issues now allow for Payments to be Charged for a particular Payment Option.
For example, you may have a Wine Club member type subscriptions and you are ready to
send out only Mixed, then a couple of weeks later, you wish to generate Payment Charges
for those that have subscribed to Red’s.

Receipts now allow for mail merging of standard Amount fields in the body text area.
Clicking into the Card Holder name field and using Card Scanners that read track1 of the
data will now populate Card Holder, Card and Expiry Date.

PayPal. Correction to $0 being shown on return from PayPal login when used in conjunction
with suggested donations

More custom labels used to allow for user updates. Includes Privacy Policy link, Suggested
donation options on checkout

Receipts and membership documents now handle NPSP 3 account names ending with
Household correctly.

When generating import files for full copy sandboxes, the import now manages the exception
of not having a valid Merchant Facility or Payment Form.

More anti-spam options inbuilt, including having the ability to restrict the number of external
(public website) payments from the one IP address.

4.4 Upgrade Notes

User Manual

. Edit Page Layout for Merchant Facility - Drag/drop Validate into the Address Validation

Section
Click into Payment record type for Merchant Facility Object. Edit Validate and add all
available options
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4.2 April 2015

4.2 Release Notes

1. Creation of Opportunity Line Items. Products are setup at the Payment Form and Payment
Options level. If specified and the Merchant Facility Create Opportunity Line items is
selected, the opportunity will be created and linked to the products. This feature provides
more reporting options and better more options for integrations into financial systems.

2. Receipt, Confirmation Letter, Renewal Notice and Statement layout update to allow for an
image to be uploaded for the header section. If an image with a file name containing
Letterhead is loaded against the Merchant Facility then this will be used instead of the
standard logo and organisation address details.

3. Checkout in manual payment mode now allows for “Once-off Authorise” type transactions so
Recurring Payments can be created.

4. Various fixes and updates.

1. Site checkout error now logs more details so organisations can get a better
understanding of who and what is trying to access their website in an invalid manner.
2. Correction to error handling when a contact insert is created and the transaction was
for a member or event ticket type of purchase
3. Soft Credits now working correctly when person being credited already exists on file.
4. lcons now display correctly when checkout form is used with a sites sub-domain.

4.2 Post upgrade notes

* On the Page Layout Payment Form Drag/drop “Product” and “Donation Product” onto the
layout
* On the Page Layout Payment Option Drag/drop “Product” onto the Page Layout
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4.1 March 2015

4.1 Release Notes

Choosefontsizer = A A A A A A A

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

AAkonsult Payments DEMO payment page.

AAkonsult Payments allows organisations to
ALl eatinin a2 nrafaceinnal lankinA and

1. Checkout form now allows for parent website to change font sizes.

2. See installation manual How to provide accessibility and text resizing
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4.0 February 2015

4.0 Release Notes

1. Authorize.Net

» To use Authorize.Net, organisations must signed up through the AAkonsult Authorize.Net
page

» Supports all payment transactions Charge, Refund, Authorization, Authorization Complete,
Token Card Charge, Update Card, Update Expiry Date, Recurring Payments

1. Address auto-complete

» Added two options for address auto-complete on checkout and manual payment forms:
1. Google Places. Free to use, register for free API key
2. DataTools Kleber. More complete address list including Unit No’s, Building levels etc.
Integration with AAkonsult free to use if you sign up to Kleber through our referral

URL: Kleber Sign-up

1. Checkout Form

* Icons for Credit Cards

* Icons are for Payment Methods. Payments methods are now laid out vertically

» Suggested donations has box around amounts

» For events on payments page, A fix was made Rich Text fields to make sure they did not go
outside the boxed section

+ If delivery address is being used, the system no longer defaults the street from the postal
address previously entered.

+ Payment Processor error AF now treated the same as a timeout error and automatic retry
check will occur.

—

. PayPal Now available in production
2. Import File process

+ Allow for matching of columns to fields to be saved for future processing

+ Allow for import of Credit Card details and processing off. If frequency is imported, then
creates/updates Recurring Payments

» Status/Progress for Import File Processing to show process if Credit Cards are to be process.
New status’s for Credit Card Processing Complete. A count of number of Credit Cards in
error.

* New options for file uploads These are copy/paste and email to Salesforce

* Updated to Payment Txn layout to show import file details

 Fix for logging invalid lines error messages better. Includes catching and managing of invalid
email addresses.

1. Manual Payments
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+ Save and Cancel buttons now working correctly

* Added membership search for quick entry/locating of contact

» Order of picklist is now in the Display Order of the membership Payment Options. This now
uses the same criteria as Checkout

1. Batch Processors. More checks in place for duplicate submissions of run now batch
processor, run now recurring payment, subscription payment generation.
2. Recurring Payment Processor

* Now has more checks in place for Salesforce maintenance. Also, the order is sorted by the
recurring payments record name.
* Recurring Payment object now allows for Expiry MMYYYY to have a MM/YYYY format

1. Error messages. Should errors be logged, but the ability to update the database is not
available, e.g. during system maintenance or storage exceeded then the error is sent as an
email to the user.

2. Refunds. No longer resets the last transaction/next transaction date if the refunded
transactions is related to a Recurring Payment.

3. Token Charges no longer copies status from the related Account or Contact record should
this field exist.

4. Create Opportunity checkbox defaults from the Merchant Facility onto the Payment Txn
record. If needed, this can then be changed via workflow and the Matching Process will use
the Payment Txn field as it no longer refers directly back to the Merchant Facility.

5. Manual Matching now uses fieldsets to enable configuration. For example, if you wish to add
Account Name in the side by side comparison then it's a case of updating the related fieldset.

4.0 Post upgrade notes

¥ Address Validation
Address Helper  Google Places Enable Geonames Autocomplete
Adaress PasswordToken  AlzaSyCmit1_2B1Ag0B35_6ZUdPYIVJOKSUWTZ0E Default State
Address Helper URL. Defauit Gountry  Australia

» Edit the Merchant Facility Page Layout - Add the below section to Merchant Facility
» Updated Merchant Facility record type “Address Helper” fields and add values to this
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3.22 December 2014

3.22 Release Notes

1. Payment Processing

2. Updates to payment types to correct issue where re-checks were not working 100% of the
time.

3. Support for Nonprofit Starter Pack 3

Added new Matching Method for “Nonprofit Starter Pack 3+”. For this to work best, we recommend
having matching options of “Last Name + Street + Suburb”.

1. Manual Payments

* Merchant Fee added to field set. This allows for entry of 3"d party payments that charge a
fee.

+ If the Payment Form being used for the Manual Payment has a payment type of “Donation”
then the Donation Amount is now being updated instead of the Amount field. This makes the
manual payment more consistent with the Checkout Form.

1. Checkout Form
Correction to Rich Text Areas that were not displaying correctly on mobile devices
Terms and conditions, CCV pop-up window formatted to fit correctly on mobile devices
1. Events

* Membership number validation is now supported. To enable, select “Validate Membership
No.” at the Payment Option level.

* When a valid membership number is entered, the Payment Item is linked to the contact. In
future releases, this could be used to have validation rules around membership types/details.

» A fix has been added for when only one person then the Payment Item was not being linked
to the Payment Iltem Group

* Afix has been put in place whereby if an unexpected error occurred on the first step of the
event registration wizard, then a “duplicate id” error used to occur.

1. Demo Merchant Facility/Setup

» Now defaults account model being used person account, Contacts & Organisations for NP,
NP3+
» Now defaults create opportunity to true
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3.22 Post upgrade notes

+ Add a new picklist value to the Merchant Facility Object, field: "Account Matching Method"
with value of "Nonprofit Starter Pack 3+”
» Make sure you add it to the record type
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3.21 November 2014

1. 3.21 Release Notes

1. Updated checkout forms and event forms to have improved compliance for screen readers

(software that reads out text on the screen for those persons that are visually impaired).

Text next to radio buttons can be selected/touched for selecting the ratio button

Short URL’s now available for URL Tokens. This means makes it easier to send a payment

request via SMS’s/Texts.

4. Custom fields that are not marked as visible no longer show the labels for the associated
field in custom sections on the checkout form.

5. Accessing the checkout form from the Credit Card payment button on the Payment Form

now shows scroll bars when required.

Recurring Payment Processor Correction where Salutation would override Job Title

New Payment Form Type of “Program” added. Upcoming events and event calendar will

now show campaigns with Payment Form Types of “Event” and “Program”

SEN

N o

2. 3.21 Post upgrade notes
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3.20 October 2014

3.20 Release Notes

1. Checkout form

1.

S

10.

1.

12.

New URL Token options and URL Parameter options to provide more control over the
display

. hidePaymentOverview. Enables the main text at the top of the payment form to be

hidden. This is a useful option when used with events.

hidePaymentNote. Hides the text at the bottom of the checkout form.
hideCampaignOverview. Hides the Campaign Overview on the checkout form. The
Campaign Overview text appears if Payment Overview text is entered on a Campaign
and that campaign is linked to the checkout form.

Clicking on the Payment Express logo takes the user to a page that has more
information about the PCI Compliance of both Payment Express and Salesforce (as
the form is hosted by Salesforce.com)

If using appeals, there is a new option on the Payment form that allows you to filter
campaigns based on Campaign Type. This is useful if you are using one instance of
salesforce across multiple business units where you only want to have appeals
shown that related to a specific business unit.

If Catpcha’s are enabled, they will now only be shown on public facing web forms and
not on internal usage.

Terms and conditions field has been added to most field sets so this can be added to
the checkout form. Terms and conditions are maintained on the Merchant Facility
and will be shown from a link/light box display. This new feature is a useful way to
show T&C’s on mobile devices without having the user navigate to a new page.

A validation rule example has been added to provide a way of ensuring T&C’s are
checked.

For on invoice transactions where status is Awaiting Payment and if a donation is
entered with suggested donations amount then the donation amount is now correctly
shown when the payer clicks on the Pay Now link

All custom field sections now have firstname, lastname, phone, mobile and email
available. This provides more flexibility and options for variations to contact
information captured.

Ability to have a button on confirmation page that enables navigation to another
website/page.

2. Payment Processing

1.

2.

The rechecking of Payments that are not completed now changes the status to
“Confirmation Check” vs. Error if the user has not pressed the Pay Now button
Person account matching process correction. Used to report an error if a Person
Account existed with same name, but was not a matched on address, phone, mobile,
email etc.

3. Manual Payments

User Manual
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1. If manual payments are initiated from the Account Screen, then it will now go into
Save mode, vs. Save and New.

4. Recurring Payments

1. A new custom object has been that links Payment Txns to Recurring Payments. This
enables for roll-up-summary fields to total details such as total payments, last
payment/donation date, average donations etc. etc.

2. Recurring payments now have two values Donations and Amount. This means a
regular payment with donation can now be setup.

3. If no maximum number of retry attempts is entered, then the system now defaults to
10, vs. previously being infinite.

5. Events

1. Buttons on Payment Form object and Sample about AAkonsult Payments now launch

the Events for, vs. previously launching the checkout form.

2. If Payment Option (ticket) has “Require Membership No”, then the membership
number will be required when entered details and will be validated to ensure the
contact is a current member and that the contacts surname is the same as the
surname on the ticket.

. Upcoming Events and Event Calendar now only show Campaigns that are linked to
Payment Forms with a Payment Form of Event. This means Campaigns and Events
don’t get shown together on the Calendar.

4. Added two new reports and links on Campaign:

1. Event Attendee List

2. Event Group List

w

($)]

. If previous URL entered on Payment Form, then the “Back” button on the first screen
of the events registration will now go to that field.
6. Payment Items are now linked to Campaigns

6. Memberships

1. New option for Membership No. Search. Option now include the ability to allow entry
of last name and membership number to search on the public website OR to just
validate the membership number on the public website, but allow internal (staff users)
to enter and search/display membership details.
Membership numbers have been increased to 8 digits.
Renewals matching for subscriber groups. If primary contact renews, but to a single
type membership then remainder in subscriber groups will have their membership
numbers removed and subscription/membership canceled.
4. If a non primary contact renews, but renews as a single, then they will be given a new

membership number, subscriber group members will stay active.

5. Some minor corrections to the setting of Primary Contact on renewals

SEN

7. Refunds
1. A workflow has been created for requesting refund approval. This needs to be
activated and the recipient of the email to be updated should you wish to use.
2. A new button on the refund payment txn has been added for approving. Also, a list
view button has been added for approving multiple transactions at once.
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8. Receipts, Statements and Confirmations

1. Logo is now right aligned

2. A custom label has been added for the “Thank You” text so administrators can
update.

3. Statements had correction to work better from Contacts, Accounts and Campaign
Members

4. Receipt Date now respects local, so works better for North American customers

5. Forms now respect the lang option enabling multiple language support

3.20 Post upgrade notes

+ Payment Form: Edit layout and remove Enable membership search (old), add in Enable
Membership Search.

» Update all Payment Form(s) that should have membership search enabled to have
appropriate picklist value
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3.19 August 2014 €

3.19 Release Notes

1. Events enhancements

1. Added options to hide components on side bar. These can be set in the Payment
form or via URL Parameters

2. For upcoming events and calendar, enable the option to go to a specified web page
instead of going directly to the ticket booking page.

3. Enhanced URL Parameter for upcoming events to be able to select multiple
Campaign Types

4. Support for Group/Team event types where one ticket represents multiple people

5. Added new Event Type “Tickets and Optionally Specify Attendees”. This is useful
when using with groups or teams and not all members of the group or team are
known at the time of ticket purchase

2. Memberships

1. Added links from URL Tokens related to Account Subscriptions and Subscriptions
back to the Subscription report. This provides enhanced workflow alert and update
options

2. For Family/Group membership, fixed issue with Payer Name and Group member
name being in a different upper/lower case combination creating a duplicate

3. For Family/Group membership, fixed issue with a payment being made after a
membership causing the subscription group to be unlinked.

4. Fixed issue where error could occur if Payment Option deleted from Account
Subscription or Subscription

3. Statements and Receipts
1. Added option for text colours
2. Added component option to suppress setting of receipt status
3. Fixed issue where long “Receipt” title would cause address to print in incorrect
location
4. Annual Statement, used banking amount so refunds will be shown in negative

4. Token Charges
1. Now only allows one attempt per entry
2. Added retry logic should the payment processing timeout

3.19 Post upgrade notes

» setup > create > objects > Payments Forms. Field: Event Type, add new picklist value
“Tickets and Optionally Specify Attendees”

» setup > create > objects > Payments Forms. Page Layouts. Add fields to event section:
Event Page URL, Event Form Layout Options
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» setup > create > objects > Merchant Facility. Page Layouts. Add fields to receipt section:
Receipt Text Colour.

» setup > create > objects > URL Tokens. Page Layouts. Add fields: Account Subscription,
Subscription.

» setup > create > objects > Payment Options. Page Layouts Events. Add field “Group Size”
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3.16 July 2014

3.16 Release Notes

1. Annual Statements have been added. These can be generated and stored against a contact
record, along with mass emailing. Annual statements are flexible with mail merged text and
fieldsets to control which transactions details are printed. Please see the Annual Statement
part of this manual for more information

2. Payment Forms object has been renamed to Payment Form. This more accurately reflects
the roll of this object.

3. About AAkonsult Payments. Provides better description if the user does not have Marketing
User checkbox selected when attempting to create sample campaigns.

4. Added workflow notification for Recurring Payments that are placed on to “Suspended - Max
retries exceeded”

3.16 Post upgrade notes

1. Need to add remote settings How to setup Annual Statements
2. Add Annual Statement button campaign (2 buttons), campaign member, contact
3. Add Statement Text to Campaign

Statement Text Example

Dear {!Contact.FirstName},

Thank you so much for your committed support of {!{Organization.Name} the 2013/2014 financial
year via our regular giving program.

This financial year you have given us a total of {{InumberOfPayments} donations, totalling
{'totalAmount}, as pledged on a regular basis throughout the 2013/2014 financial year.

Your donations have made it possible for us to continue to offer a range of services.

| would like to again say thank you on behalf of everyone at {!Organization.Name}, for your valued
contribution to our work.

Please find attached a list of donations received and your official receipt.

3.17 Post upgrade notes

Payment Options update page layout for events to have “No. in group”

Payment Form:
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» added new value to picklist “Tickets and Optionally Specify Attendees”
» Fields to page layout “Events Section”: Event Form Layout Options, Event Page URL
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3.15 June 2014

3.15 Release Notes

1.

Enhancements to Import files to allow for much larger number of imported rows, to provide
for generic CSV file imports and templates to manage Imports for:

o Australia GiveNow

o Australia GoFundraise

o Australia Everyday Hero

o Paypal

Please see the Import File sections of this manual for more information.

1.

6.
7. Correctly rendering of PDF previews for Confirmation and Renewal notices.

Fundraiser Id. New Fundraiser Id field added to contact, along with new Matching Rule
criteria to check for existing fundraisers with that id. This is particularly useful with some of
the new import file types now available.

Batch Processor check and restart if not running. On rare occasions and normally during a
Salesforce upgrade, the batch processor can hang or stop. The daily recurring payment
processor now check to see if this processor should be running and restarts if there appears
to be an issue.

An extra check to see if a Payment has been processed or not is not has been added. After
the daily recurring payment processor run, all Payment Txns that are at a Confirmation stage
are re-checked to see if they should have actually had the card successfully charge. If the
check does not locate anything, then the status is updated to “Confirmation Checked”,
otherwise, its updated to “Payment Complete”.

PDF generated documents such as receipts, renewals, invoices, confirmation etc. now have
currency fields always formatted to 2 decimal places, eg. 59.7 now shows as 59.70
Checkout form for day of month selection for recurring payments now has single digit dates

zero filed. le. 6 (for et day of the month) now shows as 06. This is more consistent with list
of options available.
Allow for bulk updates of Account Subscriptions when Payment Option is blank.

3.15 Post upgrade notes

After installing, | would recommend doing the following:

1.

User Manual

Setup > create > custom objects > Payment Txn. Scroll down to the fields section, locate
“Matching Rules”, click into (NOT edit), then add “First Name + Last Name + Fundraiser ID” -
MAKE sure you select to add to all record types before saving

Click on the Merchant Facility Tab, for each active Merchant Facility, update the matching
rules to have the new value “First Name + Last Name + Fundraiser ID”
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3.14 May 2014

3.14 Release Notes

1. Events module now allows for upto 10 different layouts. Payment Form specifies which
layout (fieldset) to use.

2. Added new URL parameter to Manual Payments and Credit Card Payments to default in the
amount to be paid. Also added new “defaultAmount” to URL Token

3. New Mobile Responsive Option “Yes - iFrame Breakout” allowing for payment forms
embedded within an iframe to come to the top when displayed on a mobile device. This
enables mobile responsiveness.

4. Manual payments update opportunities with total amount. Previously, amount did not include
donation amount.

5. Creation of URL token for Campaign and Campaign Member will use the Payment Form
linked at the Campaign level. If not present, uses default merchant facility and Payment
Form.

6. Default Receipt Email assignment groups error messages now, so if a validation rule causes

many contacts to fail then warning emails are greatly reduced.

Subscriptions batch processor status submit checks for salesforce limits before submitting

For group memberships, primary contact and voter correctly set if primary contact is an

existing contact.

9. Shopify Integration Now updates discount and stores voucher codes used.

o N

3.14 Post upgrade notes

After installing, we would recommend doing the following:

1. Setup > create > custom objects > Payment Txn. Scroll down to the fields section, locate
“Mobile Responsive”, click into (NOT edit), then add “Yes - iFrame Breakout” - MAKE sure
you select to add to all record types before saving

2. Click on the Merchant Facility Tab, for each active Merchant Facility, update Mobile
Responsive to have the new value “Yes - iFrame Breakout”

User Manual (c) AAkonsult Pty Ltd 2014 Page 522




User Manual konsult
[ PAYMENTS

3.13 March 2014

3.13 Release Notes

1. Make Payments. Add new button and publisher actions that makes it easier to make a
payment from an Account, Contact or Opportunity where multiple merchant facilities or
Payment Forms are being used.

Direct Debits for NZ. Added support for ANZ/BNZ, Westpac and ASB

Subscription Group Updates:

w N

* Membership was set to default to a non subscriber group, then a subscriber group type
option select the screen was not refreshing correctly.

* When checkout was run in internal mode and the first membership was free, then a non free
membership was selected, an error message was appearing.

» Checkout associating with incorrect primary contact on occasions. This was often the first
created contact, vs. primary contact.

» Checkout form Now defaults in country code correctly for renewals

1. Membership updates:

+ If someone leaves the group, their membership number is cleared out. We recommend
turning on audit history on the membership number field for audit purposes.

* When using templates for accounts and contacts does not include the template membership
no

1. Upcoming Events no only uses field sets for section values and does not require the

Campaign Name to be included.
2. Batch processor status now correctly set on all Merchant Facilities when starting/stopping.

3.13 Post upgrade notes

Add matching method to Merchant Facility + record type.

* Membership Id + Last Name + Mobile
* Membership Id + Last Name + Email
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3.12 February 2014

3.12 Release Notes

1. Opportunities now have a new field called “Total Paid” that is automatically updated from
payments and refunds. Allows for deposits and payment in full processes to be setup.

2. Added new Payment Form option “Send Receipt By”. This provides an easy way of setting
which Payment Forms receive full receipts, vs. those that only receive partial receipts. For
more information, please see the “Sending out receipt options” section of this manual.

3. Progress bars added for almost all batch processing jobs. This provides a near real-time
update on where the job is upto.

4. Memberships - If renewing from link and change last name then used to give an error
message regardless of membership number/search by being enabled. No will only give error
if membership search by enabled.

5. Corrections when a very long payment option were used in conjunction with subscriber
groups that resulted in an error being reported names are now truncated to 80 characters.

6. Correction of job title not updating to Contact on processing. Now updates are applied.

3.11/3.12 Post upgrade notes

* Add Send Receipt By to Payment Type page layout.
» Activate Send Interim receipt email
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3.10 January 2014

3.10 Release Notes

1. Added upcoming events widget. Please see the Upcoming Events section of this manual for

more details.

Added ability to have social media likes available on payment forms

Added mobile responsive support for payment forms

Enabled configurable fields for Receipt date section on receipt and membership confirmation/

renewal forms. This field can be maintained through “receiptDate” fieldset.

5. Credit Card Expiry dates are now stored in full format making managing of upcoming expiries
easier

6. Events registration updates to allow “Once-off Authorise” and to update ticket numbers for
“Auth” type transactions.

7. Correctly to false positive reporting of security access to Subscriptions and Account
Subscriptions.

Bwpn

3.10 Post upgrade notes

» Navigate to setup > create > objects > Merchant Facility. Scroll down to record types section.
Click into (NOT Edit), click edit next to Mobile Responsive add values.

» Click on the Merchant Facility Tab click into a merchant facility. Edit Layout, drag/drop the
Mobile Response fields and Upcoming events URL field onto page layout. Save.

» From the Merchant Facility Tab, scroll down to Payment Types, click into a payment type.
Click Edit layout. Add a new section “Social”, then copy all fields beginning with Social onto
the Page Layout Save.
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3.9 December 2013

3.9 Release Notes

1. Support for Internet Explorer 11
2. Further enhancement for language translations
3. FieldSets for Receipt and Membership Confirmation/Renewals address fields
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3.8 December 2013
3.8 Release Notes

1. Added opportunity line item/products to opportunities for Shopify integration where “Create
Opportunity Line” checkbox is selected on the Merchant Facility

Stronger enforcement of profile security when doing database updates

Corrections to Member Type selection on Family (Subscriber Group) type memberships

SEN

3.8 Post upgrade notes

* Merchant Facility, Add price book, Create Opportunity Line ltems to page layout

User Manual
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3.7 November 2013

3.7 Release notes

1.
2.
3. Updates to recurring payments, including direct debits with last payment dates. Now uses

4.

Added Soft Credits to Manual Payments See Non Profit Section Soft Credits in this user
manual for more info

URL Parameter ?lang=xxx defaults to sites locale if none specified.

the transaction date, vs. the date batches are closed off.
Sites Sub domains now supported with custom UI.

3.7 Post upgrade notes

User Manual

» add Soft Credit to Payment Type screen. NB: User Manual for updates on Payment Types

(c) AAkonsult Pty Ltd 2014

Page 528



User Manual konsult
[ PAYMENTS

3.6 November 2013

3.6 Release Notes

1. Checkout and manual payment now populate all fields in the Payment Txn from similar field
names on the related contact record. This include custom fields on the form.

2. Invoice, Confirmation, Renewal Notices, Receipts. Changed address format to Uppercase.

All forms now use fieldsets for address section. Invoicing long format available.

Account Subscription Membership No. is now correctly printing.

Recurring Payments. If payment day is blank, then uses last payment date (day). Previously

always made this the first day of the month.

5. Subscription Issues. Added new tab to make easier management, updated to have warning

if not current issue on payment generation and mailout generation, plus provided button to

quickly set.

Cloning of subscription issue resets system maintained fields, such as last batch number.

Added charts to subscription issue page.

Direct Debits. Cloning of Direct Debit batches resets system maintained fields, such as

Status, Number in Batch etc.

> w

® NS

Status is marked as completed if all transactions are marked as complete or error. Counters for
number of transactions completed or in error added.
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3.5 November 2013

3.5 Release Notes

—

. Refunds. Allows for entry of number of days subscription to refund.

2. About AAkonsult Payments View training courses now shows the training course registration
screen.

3. Merchant Facility Tab Run now for batch processor, recurring processor now have hover

warning not to click multiple times and display a warning message.

4. URL Tokens for Opportunity Create now assigns Opportunity Contact role related contact.
5. Added Invoice Text to Payment Form and updated Payment Schedule Invoice Email template
to use this text. Also Allowed option on invoice body to use the full layout (layoutType =
FULL)
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3.3 November 2013

3.3 Release Notes

1. Added “lang” URL parameter so translation workbench can have multiple languages for
different sites.
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3.1 October 2013

3.1 Release Notes

1. Direct Debit sign up from public facing online form. New Direct Debits can be accepted
online and after internal approval will end up being included in future Direct Debit runs.
2. Membership updates
1. Prorated fees on signing up. Allows for fees to be adjusted by the number of days to
a configurable option to one of: End of Month, End of Quarter, End of Year, End of
Fiscal Year
2. Memberships/Subscriptions now include a count of number of days a person has
been a subscriber, total amount charged to subscriber/paid and outstanding, number
of days between the last break and re-joining.
3. Membership Amounts of $0 now catered for on checkout when used in “Manual”
Mode.

3. Payment Schedules
1. Now allows for invoices to be sent. Pre-defined workflows and email/invoice template
included.
2. New status introduced “Payment Schedule Start” and is updated to “Awaiting
Payment” by batch processor. This allows for “Pay Now” links to be included with
invoice.

For more information, please see the “Payment Schedule” section of this manual.

1. Import files. This new feature is introduced with this release. It currently allows for Payment
Schedule invoices to be paid for by BPAY. Uploaded files are automatically matched with
outstanding payment schedule invoices.

For more information, please see the Importing Files in the “Payment Schedule” section of this
manual.

1. Receipts now allows for a user defined name to be included. This is useful when a purchase
or donation is donated and organisations want to adjust who’s name is shown on the receipt.

2. URL Token creations for Accounts, Contacts, Opportunity, Campaign, Campaign Members
and Cases. Simply check the “Create URL Token” and a URL Token will be created. Sample
workflows included to set automatically. Please see the section in this manual called
“Emailing URL Tokens” for more information.

3. Disable Custom Indexes checkbox added to Payment Txn. This enables organisations an
option whilst waiting for Salesforce.com to add custom indexes when more than 100k
contacts or accounts reached.
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3.0 September 2013

3.0 Release Notes

1. Introduction of new PxFusion Payment Gateway offering. This enables support by more
banks, in particular those in New Zealand. Also offers a 3D Secure option for those

organisations that need this.
2. New recurring option “On Shipment”. This is useful for organisations such as wine clubs etc.

that have members that only need to be charged when deliveries are ready.
3. Added support for date formats and currency formats to mail merged PDF documents such

as receipts and renewal notices.

3.0 Post upgrade notes

* Add button “Payment Generation” to “Subscription Issue”
* Add “On Shipment” to Payment Type “Recurring Payments Type”
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2.11 August 2013

2.11 Release Notes

1. Receipting enhancements. There have been quite a number of changes made to receipts

and membership renewal/confirmation notes, these include:

Ability to specify receipt colours (on the Merchant Facility)

Ability to embed mail merge fields in receipt body. For example, “Dear

{!{AAkPay_Payment Txn__c.AAkPay__firstName__c}’... The existing “Dear {firstname}” has

now been removed.

4. Provide ability to configure transaction summary sections. New fieldset (receiptPaymentinfo)
on Payment Txn.

5. Receipt and membership renewals/confirmations emails are now able to be cloned and the
body of the email updated.

6. The address shown can be user specified with either Mailing or Other.

7. Updates to Account/Organisation Name print under more conditions.

SEN

For more information on these updates, please consult the receipting section of this manual.

1. More configurations options for checkout user layout. These include:

2. Ability to re-order sections on the screen. The fieldset “checkoutOrderSections” is used to
re-order sections

3. Ability to configure/update all sections, including transactions details and Payment Details.

Fore new fieldsets (checkoutPaymentDetails, checkoutPaymentCCDetails,

checkoutPaymentComments, checkoutTransactionDetails) added to Payment Txn Object to

enable this.

More custom / user defined sections have been added, bringing the number up to 6.

Message added after confirming details to guide users into pressing the “Pay Now” button.

Membership Search by Membership number now updates City and Country when IP

Defaulting being used.

o0k

For more information on customising the checkout layout, please see the “Customising Sections and
Fields” section of this manual.

1. Checkout Manual Mode. The checkout User Interface can be used in manual mode when
used internally (as Salesforce CRM user). The enables easy manual payments for Event
attendances and for Subscriber Group memberships (Eg. family members).

For more information on this option, please read the “Events Manual Payments” or the “Subscriber
Groups Manual Payments” sections of this manual.

1. Large Donation Workflow. If the total amount paid is greater than the large donation amount
specified on the related Payment Form, then the related donor care person is send a
notification email. This option now changes the Payment Form owernship to the donor care
person
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2. Token charge now works with/without contact being specified. Special handling for Accounts
only being specified.

2.11 Post upgrade notes

* Add CustomSection fields to Payment Type

» Add Receipting Colour Fields to Merchant Facility

* Add “Manual” as a Payment_Method to Merchant Facility

* For Payment Txn, Record Types: Auth, Refund, Events, Manual, Payment Update “Method
of Payment” to have values

* Add “Add Event Attendees” button to Campaign

* Reorder “Method of Payment” onto Payment Txn fieldSets manualPaylnfo (goes to where
payment source was, remove payment source)

* For all receipt text, add “Dear {!{AAkPay__Payment_Txn__c.AAkPay__FirstName__c}’ as
this no longer appears in text by default.
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2.10 July 2013

2.10 Release Notes

1. Run now option added to Merchant Facility Recurring Payment Processor and Background
Payment Processor

2. Correction to Subscriber Group memberships where members were getting mixed up
between payment transactions

3. Memberships/Subscriptions A new membership/subscription will get created if the related
Payment Form name is different.
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2.8 July 2013

2.8 Release Notes

1. Added new Recurring Payment Record Type “Payment Schedules” which enables for a

schedule to be setup to notify payees that a new payment is due. For more information, see

the “Recurring Payments” “Payment Schedule” section in this user manual.

Subscription renewals will now use the correct Person Account address.

Events/tickets minor updates to better manage all attendees being required to register their

individual details

4. Subscriptions/membership refunds Updates to show payments and negative value and to
not increment subscription by another period.

5. Individual/bucket contacts are automatically updated to Accounts and Contacts should the
payee make a payment related to a Company.

SEN
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2.7 June 2013

2.7 Release Notes

1. Added Event Type “Tickets and Specify All Attendees”. Also minor Ul updates to Events,
including help text for ticket types, position of ticket information on registration screen.

2. Update to family memberships to correctly process memberships where non primary person
ends up being the person renewing

3. Update banking report to use a new “Banked Payment” field to differentiate transactions that
are successful, vs. those that are in Error, but will be credited to bank account.

4. Time based workflow templates setup to allow for exception emails on Batch Payments
Processor should it stop working or not be restarted.

5. Add a validation rule on Site URL to have “/” at the end.

2.7 Post upgrade notes

* Add “Tickets and Specify All Attendees” to Payment_Type__c.Event_Type__ ¢
» Can setup timebased workflows for batch processor scheduling.
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2.5 June 2013

2.5 Release Notes

1. Print email receipt updates to cater for Person Accounts and related Subscriptions and
Account Subscriptions.

2. Updates to ensure AAkonsult Payments work better with other installed AppExchange
Packages
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2.4 June 2013

2.4 Release Notes

1. For subscription issues, mailout address details are now generated and related to the
particular issue. Four new reports have been created for mailout management. These are
all subscribers that have purchased as single issue, all subscribers where this is their last
issue to receive, all subscribers with multiple copies and all subscribers for this issue
regardless of number of copies or final issue.

2. Subscription issues now support multiple copies. The number of copies requires a manual
update and is not currently driven from the online checkout.

3. Free memberships support for memberships processed through the manual payments
option. This is useful for gifted membership or life membership types.

4. For new members, they can now go through an approval process. New buttons have been
added to the Account Subscriptions and Subscriptions list views and page details to allow for
quick and simple approval or one or multiple members at once.

5. For new approved members and renewing members, a membership confirmation PDF can
document be generated and emailed to subscribers.

6. For contacts, account subscribers and subscribers, a “Print Email Receipt” field is maintained
automatically. This will have the “Merchant Facility” Receipt email value if the contacts email
address is blank, or will have the contacts email if it is available. This is used for workflows
to either send details directly to the contact or if no email address is on file, these emails can
go to an internal staff member. This is particularly useful for membership renewal notices so
that staff can print and mail out renewal notices if an email address is not on file.

7. Membership/Subscriber renewals now generate a PDF attachment providing a more
professional and better looking renewal document

8. Receipts have been updated to not print bucket account names (eg. “Individual”) or account
names if they are the same contact name. Some other minor were made to styling.

9. Minor User interface updates. Save button no longer appears twice on family memberships,
removal of flicker for family memberships, membership No. defaults in with renewal URL
token

10. Special processing and handling when more than 100,000 contacts are on file. Updates to
installation manual for specific instructions for organisations that have or are likely to have
more than 100k of contacts or accounts.

2.4 Post upgrade notes

+ Payment Types - Edit page layout, add membership renewal text, membership confirmation
text, current issue

» Account Subscription edit layout, add membership status, quantity, current issue, most
recent mailout subscription, Print Email receipt. Also add buttons: Membership Approved,
Renewal notice, confirmation notice.

* Account subscription Search Layouts - Account Subscriptions List View. Add button
Membership Approval.

User Manual (c) AAkonsult Pty Ltd 2014 Page 540




User Manual konsult
[ PAYMENTS

» Subscription edit layout, add membership status, quantity, current issue, most recent mail
out subscription, Print Email receipt. Also add buttons: Membership Approved, Renewal
notice, confirmation notice.

» subscription Search Layouts - Subscriptions List View. Add button Membership Approval.

* Merchant facility. Remove current value in “Print Email Receipt”. Save. Put value back into
“Print Email Receipt” and save again. This will do a global update.

* Email Templates. Update renewal reminders: Renewal - 1st Account Reminder w/ PDF,
Renewal - 1st Reminder w/ PDF, Renewal - 2nd Reminder w/ PDF, Renewal - 2nd Account
Reminder w/ PDF.

Ensure values are entered on Payment Type 2 by text fields for renewal reminders/membership
confirmation

» Also update all (4) time based workflows to use new email templates. Make sure use “w/
PDF” version and are sent to “Email field = Print Email Receipt”

» Object. Subscription Issue, edit page layout and add buttons: Mailout generation, Mailout
single, mailout multiple, mailout final, mailout all.

Also, add field mailout batch No, Last mailout generation (make both fields read only on page layout)
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2.3 May 2013

2.3 Release Notes

1. Introduction of Subscription Issues management. Added ability to support subscription types
of style magazine/publication where the subscription is based on issue number, vs. the length
in months of the subscription. For more details, please see the “Subscriptions Magazine/
Issue No. style” section.

2. Refunds for Manual Payments. Refunds have been updated to also work with Manual
Payments.

2.3 Post upgrade notes

Payment Type Add Current Issue to Membership/Subscriptions Section

+ Payment Options Payment Options Layout. Add Start Subscription & Start Subscription
From, No. of Subscriptions per Subscription Period

» Account Subscriptions Page Layout, Add First Issue, Last Renewed Issue, End Issue,original
end issue, Issues Remaining,

» Subscriptions Page Layout, Add First Issue, Last Renewed Issue, End Issue,original end
issue,, Issues Remaining,

+ Payment Txn Manual Layout add button - refund
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2.2 April 2013

2.2 Release Notes

1. Recurring Payments. Added frequency option of “Bi-Monthly”, user defined options for No. of
days and “One-off Authorise”. To use user defined option number of days, simply add new
picklist values that are numeric into the frequency, eg. “5” for 5 day increments.

2. CCV is not required for internal (Salesforce CRM users). This allows for postal pledges/

payments where no CCV is provided. Issuing banks may/may not allow these transactions

though.

Manual Payments now support “Donations With” payment option.

Memberships types (aka Payment Options) now support a status that enables membership

options to be offered online, internal only or made inactive.

> w

2.2 Post upgrade notes

+ Add status to Payment Options (by 2) page layout
» Add Bi-Monthly to Frequency Payment Type, Payment Options, Payment Txn, Recurring
Payment.
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2.1 March 2013

2.1 Release Notes

1. Receipt Item Text updates. The section at the bottom of the receipt has the Payment Txn
“Payment For” value. The following enhancements have been made to provide more
flexibility and options for Payment For. These are:

> Added “Receipt Item” field on the Payment Form record. This will be used if no URL
Token or URL parameter field for “PaymentFor” is used.
o Added URL Parameter “paymentFor” to Manual Payments.

2. Opportunity Name. The name is now made up of the text from the Payment Form Tab
“Payment Form” field, concatenated with payees name and date of the transaction.

3. Opportunity Record Type. You can now specify the Opportunity Record Type on the
Payment Form entry. If specified, the opportunity created will use this record type.

4. Checkout Appeal Items for Internal Users. For internal users (checkout accessed from within
salesforce), the options available in the picklist will be for all Campaigns that are Active and
have a start date before today and an end date after today. For internal users there used to
be the requirement of making the campaign “Published on Web” set to true. For external
users (public website), the Campaign “Publish on web” checkbox must still be selected.

5. When using Account Matching of “Contacts and Organisations for Non-profits” in conjunction
with Create Opportunities, “npe01__ Contact_Id_for_Role__c” is now updated with the
primary Contact Id. This enables the Non Profit Starter pack to operate better with AAkonsult
Payments.

6. Donation With enhancements. Tax is no longer calculated on the “donation” part of the
transaction. In addition, if a donation is given with a payment then the receipt now has a note
detailing the donation amount.

2.1 Post upgrade notes

Add Receipt Item & Opportunity Record Type to Payment Type
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2.0

February 2013

2.0 Release Notes

12.
13.

14.

. Events Management Option. Including multiple tickets types, Events Calendar, registration of

single or multiple persons, add-to-calendar and more.

Direct Debits Option. For Australian banks. Setup of recurring Direct Debits from within
Salesforce.com, Extract for processing, Updates of exceptions and posting.

Shopify Integration Option. After an order has been paid for in Shopify, Salesforce is
updated with the order header and line items details.

Roll your own theme Custom Ul Option. Users have always been able to select from 22
different themes, now they can create their own colours and styles through jquery themeroller
(http://jqueryui.com/themeroller/).

License Manager. Events Management, Direct Debits, Shopify and Custom Ul are
additionally licensed options. These require a license key and expiry date from AAkonsult.
Family Memberships (Subscription Groups). This enables for entry of all subscriber
members (eg. Members of a family) at the time of subscribing to a membership and updating
during renewal. This feature also allows for allocating (manual or automatic) of voting rights
and primary contacts.

Batch Processor. A background processor runs every 10 minutes to start the matching/
reconciliation process. As this is run by an internal user, this means that details of Contacts
can now be updated if the appropriate settings are enabled on the Merchant Facility Tab.
This also means that if a person making a payment updates phone or address details then
the Contact will now reflect the latest details.

Matching/Reconciliation enhancements. A new matching criteria for “Phone” has been
added. In addition matching has been improved by removing spaces and non-numeric
characters in phone numbers when comparing.

. Suggested Donation buckets has been increased from 3 to 5.
10.
11.

The ability to specify a Campaign for Subscribe to Email is now available.

If a subscription/membership payment is linked to a recurring payment and one of payment
fails more than the specified threshold number of items, then the recurring payment is
suspended and the subscription is ended.

Payment Options can now be ordered in the checkout picklist.

When using Account Matching of “Contacts and Organisations for Non-profits” in conjunction
with Create Opportunities, then the Primary Contact Role is no longer created as this doubles
up with the default settings in the Nonprofit Starter Pack.

Manual Payments retURL. A new URL parameter has been added to enable organisations
to specify where the user will be taken to after a manual payment has been made.

2.0 Post upgrade notes

Merchant Facility Page Layout

User Manual
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Batch Processor (add to Recurring Payment Processor Section) visualforce component
Events Site URL

Custom Ul

Direct Debit/ACH add all fields

Additional License Options Section

Merchant Facility Object, Record Types

» Update License Options, Bank Codes, DD File Format picklist values
* Add “Custom theme” to theme picklist options. Remove old Payments Pro from available
optiosn

Payment Type Page Layout

* Enewsletter campaign

» Suggested Donations 4,5
» Shopify Webhook

» Events Section

Payment Options Page Layout
* Record/Page Type: Payment Option

» Add field display order
* New Section “Group/Family Subscriptions/Memberships”, “description”

Workflow rules

* Field updates
o set Status Receipting Complete must have “Re-evaluate Workflow rules”

Campaign update 3 * event Sections
Non-profits

« If running Background processor, then turn off Household Settings Roll Up on Triggers
setting and schedule in background.
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1.15 October 2012

1.15 Release Notes

1. Added PayPal Support to enable more options for collecting payments. Works with PayPal
accounts that support Express Checkout.

2. New Payment Method options provided. This includes the ability for a payee to select to be
invoiced, or to post in payment (eg. Cheque/Money Order), to pledge a payment or to
nominate they will pay by direct bank transfer.

3. Added Payment Express PxPay support. This enables customers to use a Direct Payment
Solutions hosted offering enabling customers of AAkonsult Payments to have much simpler
payment industry compliance, or for customers that banks require a hosted only option.

4. For recurring payments, a new option to update expiry date has been added. This simplifies
expired card update processing as the payee only needs to provide the new expiry date and
all of the card and CCV details.
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1.13 July 2012

1.13 Release Notes

1. Number of Card Retries is now user definable. If the card fails more than the retry count then
the recurring payment goes into a suspended status.

2. Credit Card Type field is no longer required. The type is determined from the Card Number.
In addition, card number validation is done within salesforce.com before it is submitted to the
payment gateway saving transaction costs and improving speed.

3. Memberships start dates can be set to round up/down to 15Y|ast day of month, or based on
payment date

4. The Pay Now button will default to “Donate Now” if Payment Form is of type donation. This
field will also be able to be user defined. The message on the confirmation page has
changed if the Payment Form is of type donation as well.

5. Object. This allows you to use the recurring token to make an additional payment. This could

be useful when a person is sponsoring a child and they want to give an extra donation for a

birthday, or a rental organisation and the equipment is damaged so they need to charge for

the excess.

Credit Card Masking is updated to have selectable format, including 4X....4X

URL parameters on Amount for Refunds. This allows for custom visualforce pages to be

written in front of the payments process and then to pass the value to AAkonsult Payments to

transact the refund.

You can now make “Credit Card Token” payments from the Recurring Payment

Showheader and sidebar can be passed into all internal forms allowing for the header/

sidebar to be hidden.

N

© ®
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1.12 June 2012

1.12 Release Notes

1. URL Tokens feature added for added security and simplification of URL parameters. This
feature also allows for a simple way of sending membership/subscription renewals for a link
to pay, or for sending invoices with a pay now link.

2. Multi-currency on checkout form now allows for different currency symbols. EUR - €, GBP -
£, Others - §.

3. Discounts are now supported. These can assigned in the Account Subscription,
Subscriptions or URL Parameters.

4. Regular Payment Processor update to enable more than transactions per day. A new
Payment Form option “Recurring Payments Type” of Regular created to cater for this option.

5. Added Weekly, Fortnightly options to Regular Payment Frequency.
6. When selecting a new Payment Form or Payment Setting as Primary then previous primaries
are deselected.
7. Added option to allow going back to (user defined) previous page before checkout form
8. Updated manual payments to share more of the checkout URL Parameter/URL Token
options.
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1.11 May 2012

1.11 Release Notes

Noakwbd -~

User Manual

Updated styling for help tooltips to be more aligned with theme selected

Added pre-authorisation and authorisation complete functionality

For Tax Included Amounts, now show value of checkout screen

Added CAPTCHA functionality

Added Campaign Member Status and associated payments with Campaign if specified
Updated About AAkonsult Tab to generate sample data and forms.

Added Dashboards and more Reports.
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1.10 April 2012

1.10 Release Notes

—

. User interface change to section headings on payments and confirmation form

2. Tax Calculations added. This includes calculations as additional to amount charged, or tax is

included in amount charge or tax is not calculated/shown.

Surcharge percentage used is now stored on payment transaction

Matching updates on Company Name search. Now excludes parts of the name such as

“Pty”, “Limited” etc. so as better locate two companies that are the same.

Added new matching run “Account Name + Last Name”.

Chatter updates. This is available for internal transactions as this stage due to

salesforce.com restrictions. Chatter updates can be automatically generated for a Payment

made, Large payment, First payment by Contact, First payment by Account, First Payment

Form by Account, First time Subscriber, Renewing Subscriber or New recurring payment

7. New URL parameters added for payment form:

1. HidePayFrequency - URL parameter so that monthly payments can be setup
requiring the option of showing selection on the screen.

2. PayFrequency new URL parameter to default payment frequency.

3. paymentOptionldReadOnly. This URL parameter is normally used in conjunction with
PaymentOptionld. Using this parameter allows for the payment option to be pre-
selected and shown, but does not allow the user to change the defaulted parameter

4. customField[1,2,3]Name, customField[1,2,3] allows for 3 different custom fields to be
updated by URL value passed in a URL parameter.

> w

oo

8. Payment Options now allow for Payment Frequency and Freight Amounts to be specified at
this level.

9. Subscription/Membership updates. Subscriptions are now tied more closely with recurring
payments. This allows for example, a 12 month magazine subscription to have 12 equal
monthly payments.

Subscriptions also have the ability to allow for automatic renewals.

1. Recurring Payments have an optional end date. If an end date is specified and the end date
has passed, the subscription status will be automatically changed to “Expired” (unless
automatic renewal is specified).

2. Refund payments. A separate workflow and email template is now setup for refunds so that
the person refunded gets a different message to that of making a payment.
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1.9 February 2012

1.9 Release Notes

1. Simple freight capabilities added, allowing administrators to setup a default freight rate and to
have that added to all transactions.

2. Changes to the way defaults managed for picklists/multi-picklists on checkout giving more
flexibility and administrator control over what is shown/defaulted.

3. Added ability to enable/disable day of month selection for recurring transactions.
4. Enable/Disable day of month selected added for payment frequency.
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1.8 January 2012

1.8 Release Notes

1. Account Level Memberships added enabling organisations to have a membership and all of
their staff to be considered as part of that membership.

2. Multi-currency support added. Allows for different currencies to be processed, as well as the
ability to show and/or user select payment currency. Support for organisations with/without
salesforce.com multi-currency enabled.

3. Two levels of credit card surcharge by card types added allowing organisations to recover the
credit card fees charged.

4. Custom Sections added allowing administrators to create their own salesforce.com custom

fields and add them to the checkout page. This enables for items such as agreeing to terms

and conditions, short surveys etc.

Now using geonames premium giving better response and better security.

Error Log added in the event of any unexpected errors, system administrators can be notified

and details of the error store for further analysis.

7. FieldSets used for checkout, manual payments, credit card updates. This allows for drag/
drop page layout changes and also allows for user configurable required field settings

8. Custom labels now used for all text and messages. This enables custom language
translations to be setup
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