EFT Setup
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Once all existing EFT transactions have been submitted to Forte, and the new DEX credentials from Forte have been
generated, setup for the new EFT processing can begin. The following Payment Processing message appears, click the
OK button to proceed.

SedonaODffice Payment Processing

4% One or mare of the merchant accounts in this database has been
| cofigured for ve transaction processing, however ive transaction

processing has nok been authorized for this company database.
Please correct this within SedonaOffice setup by either authorizing
the database for Ive transaction processing or changing the
merchant processing information to use the test sarvice,

1. Navigate to SedonaSetup and select EFT Setup from the listing on the left.
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2. A message informs you that switching to the new EFT process is not reversible, and all new credentials should be

in hand before moving forward. Click the Yes button to proceed.



Sedona T abldes

This wall enabie the use of new payment service providers such a8
Integr 8Py and Forte WebServices v, [IF you are swiltching from &
previous provider, Dlesse mabe ure that you have the logn
crederitials and configur stion information required by the peovider
before enabing ths option., Once this ootion has been enabled
you cannot switch back to the legacy payment processng system.
Do you vedh L0 Contirus?

3. The new EFT Setup form opens. Click the New button at the lower right of the form to begin entering information
obtained from the DEX Portal. Each data entry field is described.
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e Automatically Submit Transactions : When this option is selected, all credit card and bank transactions with a
status of “Ready” and a hold date less than or equal to the current date will be submitted to Forte automatically at
the preset times of 8:00 AM, 12:00 PM, and 5:00 PM local time.

e Authorize processing of transactions using the live service: When this option is selected, all transactions will be
submitted to the LIVE Forte Server. This box should not be selected if working in the sandbox environment.

e Use Test Service : When selecting this option, all transactions are submitted to the Forte Test Service. This should
only be checked if you are in a Sandbox company.



e Send Branch Code: Custom setting to submit branch code to Forte when processing transactions.

ACH\EFT Setup

.’ ETF Service
Settlernent Process runs at 11:30 pm every day
v Automatically Submit Transactions {applies to all merchants)

¥ authorize processing of transactions using the live service

1 Merchants
Merchant Id ] Provider | Access Id ] Secure Key |
190283 Faorte 63c7celS7e2f659dbf2d7917ca...  9081f74c7c03=2924...
2268455 Forte 221dea37f828063ffdac20775f...  11694d3aS6a24fbl...
1 Processor
Merchant Id {190283
Provider API |Forte ~|  TI” Use Test Service
Access Id [63c7ceS7e2f659dbF2d791 7cas26efe I 'Send Branch Code

Secure key  [9081f74c7c03e92432175886529b7fF

Organization ID  [337862

« Posting
ACH Payment | EFT 4|

ACH Invoice Message **Please do not pay this invoice. It will be automatically charged to vour bank account.
4

*

Credit Card Payment | Credit Card 4|

Credit Card Invoice
Message

Run PCI Compliance |

tow |

**Please do not pay this invoice. It will be automatically charged to your credit card, **

e Inthe Processor section, type in your credentials provided by Forte via the DEX Portal:

o Merchant ID

o AccessID

o Secure Key

o Organization ID

e Provider API : Unless otherwise instructed by SedonaOffice staff, enter Forte in this field.




ACH\EFT Setup
4~ ETF Service
Settlement Process runs at 11:30 pm every day
[v Automatically Submit Transactions (applies to all merchants)
IV authorize processing of transactions using the live service

1 Merchants
Merchant Id | Provider | Access Id ] Secure Key I
190283 Forte 63c7ce0S7e2f659dbf2d7917ca...  9081f74c7c03e924...
228453 Forte a21dea37fB28063fffdac29775f...  11694d8aS6az4fbil...

4 Processor

Merchant Id |190283
Provider API |;:0rt9 =] T Use Test Service
Access Id |63c7ce057e2f659dbF2d7917caB26efe B e

Secure key  |9081F74c7c03e924321F75886529b7fF

Organization ID  [337862
o Posting
ACH Payment | EFT =]
ACH Invoice Message **Please do not pay this invoice. It will be automatically charged to your bank account.

B2

Credit Card Payment | Credit Card [~ |

Credit Card Invoice **Please do not pay this invoice. It will be automatically charged to your credit card, **
Message

Run PCI Compliance | New | |

The Posting area contains fields to enter information to be used if a customer on auto-pay also wants a printed cycle

invoice.

e ACH Payment: If your company is accepting payments via bank draft, select EFT from the drop-down list. If your
company is not accepting bank draft payments, skip this field and the next field, ACH Invoice Message.

e ACH Invoice Message: If you selected EFT in the ACH Payment field, enter the text that will print on the
customer’s cycle invoice. An example is provided in the screen shot below.

e Credit Card Payment: If your company is accepting payments via credit card, select Credit Card from the drop-
down list. If your company is not accepting credit card payments, skip this field and the next field, Credit Card
Invoice Message.

e Credit Card Invoice Message: If you selected Credit Card in the Credit Card Payment field, enter the text that
will print on the customer’s cycle invoice. An example is provided in the screen shot below.




4. When finished filling in all fields on the EFT Setup form, click the Apply button at the lower right of the form. The
Merchant setup information will be listed in the upper tier of this setup form.
5. Click on the Merchant setup row in the upper tier to populate the fields in the lower section of the form.

ACH\EFT Setup
&~ ETF Service
Settlement Process runs at 11:30 pm every day
' Automatically Submit Transactions (Applies to all merchants)
W Authorize processing of fransactions using the live service

] Merchants
Merchant Id |Prm'ider l.ﬂ.caess[d [Becu'ekay |
1902e3 Forte 63c7ce0s57e2fE59dbf2d7917ca...  9081f74c7c032924. .,
228435 Forte a21dea37f2e063Mdac20775f..  11694d8a56a24fb1. ..
., Processor
Merchant Id |190283
Provider APT IFurue EI [~ Use Test Service
Agcess Id [e3c7ce05Te2f65900F 20791 Teag2befe ™ Send Branch Code

Secure key  [9081F74c7c03e924321F 756865290 7FF

Organization ID [337862
« Fosting
ACH Payment | EFT 4|
ACH Irwoice Message **Please do not pay this imvoice. It will be automatically charged to your bank account,
iLd

Credit Card Payment [ Credr Card =]
Credit Card Invoice **Please do not pay this invoice. It will be automatically charged to your credit card, **
Message

Run PCI Compliance | biew |

When finished filling in all fields on the EFT Setup form, click the Apply button at the lower right of the form. The
Merchant setup information is listed in the upper tier of this setup form.

Click on the Merchant setup row in the upper tier to populate the fields in the lower section of the form.

6. The last step is to tokenize all bank accounts on file and to verify all credit cards on file are valid. Click the Run PCI
Compliance button located at the lower left of the EFT Setup form.

Note: Some SedonaOffice customers have received an error message when clicking on the Run PCI Compliance button.
If you receive an error message, please contact SedonaOffice Support for assistance.

Depending on the number of credit cards and bank accounts in your database, this process may take several minutes -
be patient. Once the PCI Compliance process has completed you can begin processing EFT transactions in
SedonaOffice.

If the PCI Compliance program found bank accounts or credit cards with invalid information, a list appears with the
problems. You need to correct each invalid bank account or credit card in your SedonaOffice database. After all
corrections have been completed, run the PCI Compliance program again.
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*Please do not pay this invoice, It will be automatically charged to your bank account.




