Destwin Quick Reference

Console Version 2.0

Re-processing Credit Card Transactions
08-NOV-11

This help document describes how to access a credit card transaction for the purpose of issuing refunds, credits, voids, etc. You must have access to the
Payment Log to perform this activity and your gateway must be configured to support these activities.

Note - throughout this
document, sections of
screen shots have been
blocked out and suppressed
to hide sensitive information.

ST T
®
CSR Control Panel ﬁ

You can look up your account number by entering the data re Payment Log

Last Mame
Strest Address
Email Addrass Click on the Payment Log
Subrnit | Mew Search | Go back to search list I Extended Search | link to access the
Haome Page | Budget Calculator | Manage Password | take a Payment | Pazment Log.
Weh Log |
4| | 2
| [af® 4
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|»

N/ ‘ . Once in the Payment log you can use the filtering Dealer Management Console v2.1
" ESIW.I tools in the top section of the screen to limit the Webh tools for the il & Propane Industry

® screen display, e.g. if you know the specific

ﬁcustomer’s account that you want to work with
you can use the Account field to search

Payment Log transactions for that particular account.
I accepted (oy payment gateway)
Accguntl Transaction type: IAH types j Payment method I Credit card and eCheck j Wiews Transactions that are: :: unfcc:lptsd (i [PETCAT G E )
not settle
[ setiled
From:|2011-11-03 To:|2011-11-08 +i= HH:MM: Update Display
Diowinload Transaction Log dwill include all approved transactions currently shown, use the tools above to
change whatis displayed)
Run Mew Transaction i i . .
Search criteria I Click on the Update Display
Shawing records starting from 2011-11-02 00:00:01 and BEFORE 2011-11-08 00:00:01 optlons. button after settlng your search
— S - criteria to display the results.
ccou . ransaction  Invoice ar .
T Hame Date Approval Submitter D O Method Type Amount AVS Code CAVW Pending? Setl
RCEE e
2011-11-07 X " Date:
1 119918 223257 Yo customer 1603672543 119918 creditcardifisa  sale 20730 i Mo 2011-11-08 Mo Na
00:00:00
2011-11-07 ; )
2 738146 21-07-49 Y customer 1503651945 3 creditcardiisa  sale 308.30 Y Mo Mo Mo Mo
YesSettled
2011-11-07 X " Date:
3 7411 204737 Yo customer 1503645765 74191 creditcardiisa  sale  724.00 i No 2011-11-08 Mo Ma
Q0000
YesSettled
2011-11-07 . " Date:
4 355033 182210 Y custorner 1303388980 353033 creditcard?isa  sale 32949 A MO 5qq4.11-08 Mo Mo
0 00:00:00 A
— Once you have found the desired |—|;—/I
. . . =7 A
transaction, click on the Transaction ID
to open a window for further action.
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Dealer

I -
N/ Management
" Console v2.1
® Web tools for the Oil &

Propane Industry The first time you access a specific
| | transaction in a given browser
Administrator Login session you will be required to login
again. Use the same login
Name | credentials you used to access the
Password | Admin pages.

Login | Clear |
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Fayments made through this page may not appear in your on-line account infor mation for 48-96 hours depending on the day and

time of payment.
"First Name:

"Last Name:
"Ernail:

"Phone Number:

Company or Organization:

"Strest Address Line 1:
Strest Address Line 2:
*City:

State:

'Postal/Zip Code:
Courntry
"Type of Transaction:

*Arnournt:
*Account Nurmber:

Irsoice Number:

"Paymant Irfor mation

Credit Card irfor mation is required for any transaction except for %010 or PRIOR_AUTH_CAFPTURE
Yisa 'I

Manth j | Year j

*Paymert Method:
"Card Number

'Expiration Date: [mmivy)

Comments:

Submit |

Existing information for the

transaction will be pre-

populated.

UsA

| AUTH_CAPTURE

119918

$IED?.SD

[

Select the desired
operative transaction from

the Type of Transaction

drop down.

| Done

B

Re-processing Credit Card Transactions page 4 of 7



Fayments made through this page may not appear in your on-line account information for 48-38 hours depending on the day and

time of payment.
"First Mamea:

"Last Name:
"Email:

"Phone Mumber:

Company or Organizstion:

"Street Address Line 1:
Street Address Line 2:
*City:

State:

'Postal/Zip Code:
Courtry

"Type of Transaction:
" Arnourit:

"Aocount Number:

Imvoice Mumber:

*Fayment Infor mation

USA

In most cases use VOID to
wid a transaction that has
not already been batched

FAUTH CAPTURE

AUTH_CAPTURE
AUTH_OMNLY

CREDIT
YOID
PRIOR_AUTH_CAPTURE

Credit Card information is required for any{ UNL|NKED_CRED|T

"Faymert Method:
"Card Humber

"Expiration Date: [mmiyy]

Cormrmernts:

Subrnit |

CAPTURE
LINAUTHORIZE

= and REFUND to refund the

ransaction value for a
transaction that has already
been batched.

| Daone

alre 4
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Fayments made through this page may not appear in your on-line account infor mation for 48-38 hours depending on the day and

.

tirme of payrnent.
*First Name:

‘Last Mame:

*Email :

'Phone Humber:

Campany or Organization:
'Street Address Line 1:
Street Address Line 2:
"City:

' State:

'PostaliZip Code:
Courtry
"Type of Transaction:

To process the transaction, required
fields must be populated although for
| ____e-mail and phone number fields
accurate customer data is not
required.

Once the type of transaction is

LET2)

selected, the Transaction ID field
will appear.

4 5

|voID

[

"Transaction I0 [only needed for CREDIT, ¥0I0, REFUND, ar PRIOR_AUTH_CARPTURE}| 1503578543

*frnourt:
"Apecourt Nurmber:

Irvwoice Number:

'Payment Irformation

Credit Card infor mation is required for anytransaction except for wOID or PRIOR_AUTH_CAPTURE
Yisa 'l

'Payment Method:
"Card Number

'Expiration Date: (mmdyy)

Cormnrmerts:

Subrmit I‘

$|20?.30

119318

tdanth

jl‘f’earj

The Account Number field is also
required and while not critical to
processing the transaction through
the gateway, using the actual
customer account number is
recommended.

| Dane

Atfter the required fields have been

populated and the desired
transaction is selected, click on
the Submit button.
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Fayments made through this page may not appear in your on-line account information for 48-96 hours depending on the day and
time of payment.

First Name:

Last Name:

Email Address:

Phone Murmber:

Company or Organization:

Street Address Line 1 l:l
Street Address Line 2:

City:

State:

Postal/Zip Code:

Courntry (LY

"Type of Transaction: Rynlin]

“Transaction 1D [only needed for CREDIT, ¥0ID, REFUND, or PRIOR_AUTH_CAFTURE 1503678543
"Arnount: $207.30

"Azcourt Number: 123

Irwoice Mumber: 119318

"Payment Information cc

Fayment Method: Visa
Card/Purchase Order Nurnber: ]

Expiration Date:

Cormmernts: test

Submit | | Meed To Change Sarmething

You will then land on a final confirmation
where you can review all the
information. If it is correct, click on the
Submit button, otherwise click on the |
Need to Change Something button to
return to the prior screen.

Done E I? v
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