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Getting Started

About This Document

This Quick Reference Guide is intended to provide you with basic
information that will enable you to take advantage of ICVERIFY’s
features and begin processing transactions right away. If you have not
completed setup yet, refer to your Quick Setup Guide for information
on how to set up ICVERIFY to process transactions.

Conventions Used in This Manual

Different processing networks use different labels for similar
functions. In other words, a function may have a different name
depending on the processing network used. The ICVERIFY Graphical
User Interface (GUI) will use the terminology native to your
processing network, but this manual must occasionaly present
information using a hybrid of these mixed terms. For example, the
command “ Settle/Close Batch” might be known as Settle, Settle
Batch, Close, or Close Batch, depending on the processing network.
An attempt will be made to display all of the common terminology for
aparticular function so that it may be readily recognized.

Tipsfor New Users

If you have never processed credit card, debit card or check guarantee
transactions before, you may be wondering how to begin. This section
isintended to provide you with some ideas to help get you up and
running as quickly as possible. Y ou may want to start out by reading
the sections titled Overview of Processing Networks (starts on page 5)
and Processing Credit Card Transactions (starts on page 9).

To get acquainted with ICVERIFY, try running it in Training Mode.
When Training Mode is used, ICVERIFY will simulate a response
from the processing network without actually dialing out and
processing transactions. All transactions authorized or settled whilein
Training Mode are stored separately from live transactions. Whilein
Training Mode, the software will always approve transactions done for
an even amount. Transactions done for an odd amount are usually




rejected. Training Mode is a no-risk tool that can be used to learn how
ICVERIFY operates without having to worry about the consequences
of making mistakes while practicing. To place ICVERIFY in Training
Mode, select Options from the Edit pull-down menu, then click the
Training M ode check box.

When using Training Mode, there are some test card numbers
embedded in the software that can be used for testing purposes.
Pressing Ctrl-Alt-X simultaneously will fill in the appropriate fields
with credit card information. Processors recoghize these cards as test
numbers and will not transfer any funds when transactions are done
with them. These cards will be declined by most processors when used
with alive merchant account, but even if they do not generate an
approval they can still be used to test your modem’s ability to connect
with the processing network (or to practice in Training Mode).

ICVERIFY has a context-sensitive help feature that can be used while
processing transactions. At the bottom of the graphical user interface
thereisalarge field that normally contains alist of transactions.
Clicking on the tab with the question mark will activate the context-
sensitive help. The field that normally lists transactions will then
provide you with information about menu items as the cursor is moved
over them.

In addition to the context-sensitive help, there are some online help
files available:

A help filefor the Graphical User Interface. This can be accessed
by pressing F1 when ICVERIFY is running.

A help file for multi-user and multi-merchant integration. This
file can be accessed by pressing F1 when ICVMLT32.EXE is
loaded (ICVMLT32.EXE isan integral part of a multiple user
setup).

A help file for the setup program. This can be accessed by
pressing F1 in Advanced Setup.




About ICVERIFY

ICVERIFY isthe leading electronic transaction processing software
package on the market, providing credit card authorization /draft
capture, check guarantee and debit/ATM card authorization functions.
ICVERIFY operates on open-platform, Point-Of-Sal e/business systems
worldwide. In addition to transaction processing, ICVERIFY provides
transaction storage, tracking and retrieval, reporting and integration
capabilities.

ICVERIFY isavailable for Windows, DOS or UNIX systems and can
be configured for single-user, multi-user and/or multi-merchant
operation (additional licensing may be required).

ICVERIFY solutions are used in both traditional retail environments
such as general retail, restaurant, hotel, car rental, travel, and in non-
traditional retail environments such as internet, kiosk, catalogue,
mail/phone order, CDPD and wireless communications. ICVERIFY
supports transaction processing through more than 100 major
processing networks.

ICVERIFY places many powerful features at your fingertips. With
ICVERIFY you can:

Process VISA, MasterCard, American Express, NOVUS, Diners
Club, Carte Blanche, JCB and private label cards.

Integrate easily with existing merchant software systems.Produce
comprehensive transaction reports which can be printed or viewed
on screen. Transaction data can be imported/exported into other
applications such as order entry programs, point-of-sale systems,
databases, Internet shopping carts, spreadsheets, etc.

Store up to nine years of transaction information for financial
tracking, reconciliation and marketing demographics.

Use 2-track Magnetic Stripe Readers for credit cards, 3-track
Magnetic Stripe Readers for credit cards and magnetic stripe




driver’slicenses, keyboard MICR Readers for checks and
Magnetic Stripe Readers with pinpads for Debit/ATM cards.

New for Version 2.X

Some new features have been added to version 2.X of our Windows
product:

A new, easier to use Graphical User Interface (GUI) that
dynamically changes to reflect the terminology and transaction
options of the merchant’s processing network.

Improved import/export functionality. ICVERIFY can easily
import or export transaction data to and from external
applications.

Installment (recurring billing) support.

All printer configuration options have been removed from the
setup program. Report and receipt printers can be set up by
selecting Printer Setup from the File pull-down menu.

Improved access to historical data. ICVERIFY is able to store up
to nine year’ s worth of transaction data, which can be accessed
using a variety of reporting options. Version 2.0 alows the
merchant to reprint receipts from historical transactions.




Overview of Processing Networks

As mentioned in the Quick Setup Guide, merchants are set up by their
financial institution to process their transactions through a Processing
Network. ICVERIFY uses your computer’s modem to contact this
processing network directly. The processor acts as an intermediary
between the merchant and the credit card company - it checks the
customer’ s account and then (if the funds are available) approves the
transaction and routes the proceeds to the merchant’ s account. In
addition to processing credit cards, many processing networks also
handle debit card and check guarantee transactions.

Not All Processors Handle Transactions the Same Way

Credit card processing always involves at least two steps (the second
step may or may not be apparent to the merchant):

The first step is generally referred to as Authorization. When a credit
card transaction for asaleis processed, ICVERIFY connects with a
credit card processing network and submits the transaction request.
The processing network takes the request and matches it with a
database maintained by the bank that issued the credit card. If there's
enough credit available, the transaction will be approved and the
necessary funds will be held in reserve. This reduces the card’s “ open
to buy”, reducing the available credit by the transaction amount. No
money changes hands at this point. Approved transactions are stored
by ICVERIFY in an open batch.

The next step is the Settlement (or "Close Batch™) procedure. A
merchant must settle before the funds from approved transactions will
be deposited in the merchant’ s bank account. The authorization
process is uniform, but the settlement procedure is not. For
settlement, processors can be divided into two categories: Terminal
and Host.

Terminal-based processors require that the merchant connect to the
network and submit the open batch (which contains all of the
transactions that were previously approved) for settlement before the
funds from the approved transactions are deposited into the




merchant’ s account. This is done with one phone call; ICVERIFY
submits the open batch for settlement, gets an approval for the batch,
logs off and transfers the settled transactions from the open batch to
the history files. The money (minus any interchange fees) then gets
transferred to the merchant’ s account. Settlement can be done at any
time with terminal-based processors.

A Host-based processor maintains the open batch. AsICVERIFY is
authorizing transactions, the host based processor keeps track of the
unsettled transactions for which the merchant has received approval.
Some host-based processors will auto-settle the merchant’ s batch.
This means that at a certain point each day, the processor will
automatically close out the batch at its end. ICVERIFY uses the
computer’sinternal clock to automatically transfer the open batch
into the history file without contacting the processor. Some host-
based processors do require that a settlement be performed, however
only batch totals are sent unless an out of balance condition is
encountered.

Most merchants that need to settle go through a settlement procedure
at the end of each day. ICVERIFY automatically processes all credit
cards authorized since the last settled batch. Once settlement has been
completed (either by the merchant or the processor) the funds will be
deposited the merchant’ s account at a time determined by the
merchant’ s agreement with the bank or card company. To settle an
open batch, choose Settlement/End Day from the Function pull-down
menu.

Here’'s a summary of what has been covered so far:

When processing transactions, merchants connect to a processing
network. Thisis an entity which acts as an intermediary between
the merchant and the credit card company.

After authorizing transactions, it is necessary to settle them before
the funds from the approved transactions are transferred to the
merchant’ s account.

Most processors require that you dial into their network to
perform a settlement. Some host-based processors (not all) will
auto-settle transactions for you.




What this means to you is that you may need to settle your transactions
before any funds get deposited into your account. The merchant help
desk at your financial institution will be able to provide you with
information about this - contact them if you have any doubt about
whether or not you need to settle transactions.




ICVERIFY Screen Orientation
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Processing Credit Card Transactions

This section provides an overview of different features that are
commonly used when processing credit card transactions.

Training Mode

When set to training mode, ICVERIFY will simulate a response from
the processing network without actually dialing out and processing
transactions. Any transactions authorized or settled while in training
mode are stored separately from live transactions. Whilein training
mode, the software will always approve transactions done for an even
amount. Transactions done for an odd amount are usually rejected.
Training Mode can be toggled on and off by selecting Options from
the Edit pull-down menu, then checking/unchecking the Training

M ode check box.

Real Time and Off-Line Group Processing

ICVERIFY defaults to processing transactions as soon as they are
entered (Real Time mode) but can also be configured to store themin
abatch for processing at alater time (Off-Line Group Mode). Both
methods are described below.

If set to Real Time mode, ICVERIFY will immediately submit
transactions to the merchant’ s processing network as soon as they
are entered. Each time that atransaction is entered and the
submit button is pressed, ICVERIFY immediately uses the
computer’s modem to submit the transaction to the processing
network.

If set to Off-Line Group Mode, ICVERIFY will store transactions
in an Off-Line group file for later processing. At some later point,
all of the transactions stored in this file can be submitted to the
processor by selecting Transmit Off-Line Group from the
Function pull-down menu, or by clicking on the Off-Line Group
M ode button. Off-Line Group M ode is more convenient for
some merchants because it cuts down on transaction processing
time (the modem connects to the processing network once and
submits all of the stored transactions as a group without re-dialing




for each one). Also, the Off-Line Group can be transmitted to the
processor at atime that is convenient to the merchant.
ICVERIFY can be placed in Off-Line Group Maode by selecting Off-
Line Group Mode from the Function pull-down menu, or by clicking
the Off-Line Group M ode button (which has a picture of atelephone
onit).

As mentioned earlier, merchants normally need to perform a
settlement/end of day procedure before the funds from approved
transactions are deposited in the merchant’ s account. Thisis done by
selecting Settlement/End Day from the Function pull-down menu.

The remainder of this section discusses the various transaction types
that can be performed using the retail or mail order market formats.
When loaded, ICVERIFY will display the terminology used by your
processing network. For example, the tab for a* credit” transaction
might be labeled as a “refund” or “return” depending on the
processing network that is being used. For each transaction type
explained in the following pages, the manual will attempt to present
all of the terms normally used so that you can recognize the
transaction or process being discussed.

Note: When manually entering account numbers for credit card
transactions, it is not necessary to use dashes when entering the
number into the account number field.

Processing Credit Cards (Retail Format)

Sale

A saleisthe most commonly used transaction in aretail format. It is
employed to charge a purchase to a customer’s credit account. It places
a“hold” on the customer’ s open-to-buy (or available credit) by the
amount of the sale. Once a sale has been approved, the hold on the
customer’ s credit will be valid for alimited time (three to thirty days
depending on the cardholder’ s bank) before expiring and releasing the
hold on the funds in the customer’ s credit account. Funds from an
approved sale transaction will not be deposited into the merchant’s
account until they have been settled. Thiswill occur automatically if
the merchant is using a host-based processor that auto-settles
transactions. Merchants who are using a terminal-based processor (or
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a host-based processor that does not auto-settle) must perform a
Settlement/End Day procedure in order for the funds from sales to be
transferred to their merchant account. To perform a sale:

1. Swipe or manually enter the card information (the Customer
Name field will only befilled out for swiped transactions).

2. Enter information into Clerk and Comment if desired (these
fields are optional). The clerk’ s name can be typed directly into
the field or selected from the drop-down list (Clerks can be added
to this drop-down list by selecting Options from the Edit pull-
down menu, then clicking on the Clerks tab). The Comment field
can be used to enter a comment or invoice number that can be
used to reference the transaction at some later point.

3. When al of the information has been entered, click on the Submit
button to process the transaction. ICVERIFY will then use the
computer’s modem to submit the transaction to the processing
network (unless the software has been placed in Training and/or
Off-Line Group Mode).

Void

This transaction is used to remove a sale from the open batch before it
has been settled. It does not cause any funds to be transferred. If asale
has not been settled, it can be voided. If a sale has been settled, a credit
transaction must be performed (see below). To void a transaction:

1. Click onthe Void tab. This pops up the Find Transaction box
with the search criteria already entered. Click on the Start Search
button to view alist of transactionsin the open batch that can be
voided.

2. Useyour mouse to highlight the transaction that you wish to void.

3. Click onthe Convert To button, then Void. Thiswill fill in the
Void tab on the Credit Card Form with the information for that
transaction. Click on the Submit button. For terminal-based
processors, ICVERIFY does not dial out for approval when avoid
transaction is submitted (for most host-based processors, the
software will dial out to the processing network when the
transaction is submitted).
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Note: Transactions that have been voided will continue to hold funds
from a customer’ s open to buy until they have expired.

Credit/Refund/Return

A credit transfers money from the merchant’ s account back to the
customer. It is used to return funds to the customer’ s account after a
transaction has been settled. A void does not work in this type of
situation because it is designed to nullify an unsettled transaction (that
is, atransaction that is till in the open batch waiting for settlement).
For terminal-based processors, ICVERIFY does not dial out when a
credit is submitted. Instead, the credit is stored in the open batch and
transmitted at settlement. For most host-based processing networks,
the software will dial out when a credit is submitted.

Credit Void/Cancel Return/Refund Void

Similar to avoid transaction, a credit void is designed to remove an
unsettled credit transaction from the open batch. A credit void cannot
be performed if the credit has already been settled. To void a credit
transaction:

1. Click on the appropriate tab (the terminology will vary by
processing network). This pops up the Find Transaction box with
the search criteria already entered. Click on the Start Search
button for list of all credit transactions in the open batch that can
be voided.

2. Select the credit transaction that you wish to void.

3. Click on the Convert To button, then Void. Thiswill fill in the
Credit Void tab on the Credit Card Form with the information for
that transaction. Click on the Submit button. If aterminal-based
processor is being used, ICVERIFY will not dial out to the
processing network when the credit void is submitted. For most
host-based networks, the software will dial out when a credit void
is submitted.

Auth Only/Pre-Authorization

An auth only transaction is used to verify funds and return an approval
code. This transaction can not be settled unless it is completed by
using aforce transaction (see below).
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Note: Auth Only transactions are cleared out of the batch each time
that a settlement is performed.

For ce/Post-Authorization

A force transaction is primarily used to enter a voice approva into the
open batch. For example, a merchant submits a card for approval, gets
a“voice authorization” message and calls their merchant help desk for
avoice authorization. The merchant help desk gives the merchant an
approval code for the transaction over the phone. The merchant can
then enter the transaction into the open batch using a force transaction
and the approval code provided by the merchant help desk. A force
can aso be used to complete an auth only transaction (see above).

To complete an auth only transaction with a force transaction:

1. Click on the appropriate tab (the terminology will vary by
processing network). This brings up the Find Transaction box
with the search criteria already entered. Click on the Start Search
button to view alist of al auth only transactions in the open batch
that can be forced.

2. Select the transaction that you wish to force.

3. Click onthe Convert To button, then Force. Thiswill fill in the
For ce tab on the Credit Card Form with the information for that
transaction. Click on the Submit button. For merchants using a
terminal-based processing network, ICVERIFY will not dial out
when aforce transaction is submitted (it will be transmitted at
settlement). For most host-based processing networks, the
software will dial out to the processing network when aforce
transaction is submitted.

Processing Credit Cards (Mail Order Format)

The Mail Order format includes all of the transactions that are
available when using the retail format, plus two additional transaction
types (book and ship), which are often used in place of asale
transaction.
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Since mail/telephone order transactions are generally not swiped (the
cardholder is not present), address verification information (the
customer’ s address and ZIP code) is usually required to get the best
rate from the processing network. If the ZIP and address field are not
showing up on the credit card form, you will need to load the
Advanced Setup program, select the M er chant Infor mation tab and
set the Address Verify?(Y/N) field to Y. Please note that there may
be processor-specific setup items that affect the ability to pass address
verification information. For example, the FDMS - Cardnet processing
network requiresan M. or W. terminal type in order to process
transactions with address verification information included. Other
processing networks may have different requirements. These setup
items are assigned by the processing network, and cannot be arbitrarily
changed.

Book

Booking a transaction authorizes and places a hold on the transaction
amount (similar to an auth only transaction). A book transaction is the
first part of atwo-part transaction; it cannot be settled until it is
completed by a ship transaction (see below).

Ship
This transaction is used to complete a book transaction. Once a book
has been shipped, it is eligible for settlement. To ship atransaction:

1. Click on the Ship tab or button (the Ship button has a picture of a
package on it). Thiswill pop up the Find Transaction box with
the search criteria already entered. Click on the Start Search
button to view alist of approved book transactions.

2. Find the book transaction that you wish to ship.

3. Click onthe Convert To button, then select Ship. Thiswill fill in
the Ship tab on the Credit Card Form with the information for
that transaction.

4. Adjust the transaction amount up or down as needed, then click
on the Submit button to ship the transaction. For terminal-based
processors, ICVERIFY will not dial out when a ship transaction is
submitted.

14



Processing Debit Card Transactions

Processing debit cards is similar in many waysto credit card
transactions, but there are fewer transaction types. A debit card
transaction requires a card reader and an encrypted pinpad. ATM
pinpads must be programmed by the bank before they can be used by
ICVERIFY. Your pinpad must be Verifone 101 or Verifone 201
compatible.

Purchasze ! Return i

Elerk; :j Aot ; .00

Eamment; Cazh Back n.o0

Tatal ;

— Custamer |nformation i
| Customer Mame| {

' Account | Expiration Date; .
! !
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Deblit Card

Like credit cards, authorized debit card transaction must be settled
before the funds will be transferred to your merchant account. The
following transaction types are generally available:

Sale
This transaction transfers funds from an ATM/Debit account to a
merchant account. Use it for all ATM/Debit purchases.

Credit/Return/Refund

A return transaction transfers funds from a merchant account to an
ATM/Debhit account. Use this transaction to reverse a sale transaction
that has been settled.

Void
A void transaction removes an unsettled sale transaction from the open
batch. Use it to remove a debit transaction prior to settlement.
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Setting Up a Pinpad

Dehit card transactions require a pinpad. To set up your pinpad in
ICVERIFY, select the Edit pull-down menu, then Options, then
Serial Device. Click on the Configure Serial Device check box, then
enter the type of device and the port that it will be using.

Options ;

Mu:u:lesi Clerkz i Sul:ustaliu:uni Fieceipts  Senal Device ;Time ! Date;

E D EViCE T_I,IDE .............................
i~ MNane
E... DEViCE El:lrt ....................... 1
i Yerifane 107 g 2 |

™ erifone 201

" Generic swipe

] ! Cancel Apply Help j

ICVERIFY for Windows relies on proper system-level setup of the
com port in order to communicate properly with the pinpad. Thisisto
say that the com port specified using the menu option shown above
must also be properly configured via the Windows control panel. For
virtually all pinpads, the proper values are 1200 baud, 7 data bits, even
parity, one stop bit, and no flow control. All these parameters must be
set correctly or you may experience errors ranging from "The seria
device did not respond to initialization" errors to card swipes freezing
the GUI up.

Here is the procedure for Windows 95:
1. From the Start menu, select Settings, then Control Panel.

2. Double-click the System icon.
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Select the Device Manager tab.

Expand the Ports (COM & LPT) item by clicking the plus symbol
(+) to the l€ft of it.

Double click the com port which is being used by the pinpad.

Select the Port Settings tab. Ensure the settings are:
Bits per second: 1200
Data bits: 7
Parity: Even
Stop hits: 1
Flow control: none

Click on the OK button to save the settings and close the
Communications Port Properties dial og.

Click on the OK button to close the System Properties control
panel dialog.

The procedure is very similar for Windows 3.x:

1

2.

3.

From the Program Manager, double click Control Panels.
Double-click the Ports control.
Double-click the com port that is being used by the pinpad.

Ensure the settings are:
Baud rate: 1200
Data bits: 7
Parity: Even
Stop hits: 1
Flow control: none

Click on the OK button to save the settings and close the settings
dialog.

Click on the Close button to close the Ports control panel dialog.
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Processing Check Guarantee Transactions

A check guarantee transaction can be performed with either a Driver's
license number, as shown above or by MICR verification as shown on
the following pages. the driver's license can be read using a 3-track
magnetic stripe reader attached to the system or entered manually. The
information printed at the bottom of the check can be read by a
Magnetic Ink Check Reader (MICR) attached to the system or entered
manually (only keyboard check readers are supported).

Driver'sLicense Verification

This function, to approve a check that you have been presented, is
designed to protect you from possible fraud. Use this function to
ensure that the customer’ s name does not appear on alist of people
who have written bad checks.

If your system includes a 3-track magnetic stripe reader, and the
customer has a magnetic stripe driver's license, the license may be
swiped to fill in thisinformation.

Note that this function does not guarantee available funds. A sample
screen is displayed below (screen layout and terminology varies by
processing network).

Driver's Licenze iMicr i

Elerk; :_j Armount 0.00 2

Enmmenti

i Custarner Information
| Customer Name |

.-’-‘-.u::u::u:nunt;

Billing .ﬁ.ddressa ZIP ;

Dirivers Licenze ﬂi

State Code [

Check Guarantee
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Magnetic Ink Check Reader Verification

Thisis a hardware option for reading account information encoded at
the bottom of the check. A sample screen is shown below (screen
layout and terminology varies by processing network)

Driver's License  Micr ;

Elerk; :j Aot ; .00

Eumment;

i Cuztomer Infarmation i
| Custamer Mame|

. .-'-‘-.u:u:u:uunt;

Billing .ﬂ.ddress; £IF i |

:.ﬁ.ba# ;

Check Guarantee

The following fields are used when guaranteeing a transaction using a
keyboard MICR check reader:

Account #
Thisisthe MICR number on the check. The reader will collect this
data from the check automatically.

ABA #
Thisisthe ABA (bank) number on the check. The reader will collect
this data from the check automatically.

State
Thisisthe State that the customer livesin. It may be read from a
magnetic stripe driver's license if a 3-track card reader is present.
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Finding and Editing Transactions

ICVERIFY provides afast and simple way to view or edit credit card
transactions. The find transaction feature has been integrated with
transaction types where finding transactions comes into play. For
example, sales can be voided, so when the Void tab is clicked the Find
Current Transaction dialog will pop up and allow you to search for
all transactions that can be voided. The Credit Void, Force or Ship
tabs will behave the same way.

Y ou can also find a transaction by clicking on the Find Transaction
button in the tool bar (Ctrl-F). Thiswill display the Find Current
Transaction window shown below. To search through all transactions,
click on the Start Sear ch button (Alt+S). A list of all transactions
using the search criteria that you have selected will then be displayed:

Find Current Credit Card Transaction

- Search Criteria

- Matching Data i~ Transaction Type Clear Criteria I |
| et :; E;.&II .:.j Mew Search 1
Customer Order ﬁj - Credi Card | [ Status |
| Account ] | vish I NOVUS ?:%pp'l?"zd
Expiration Date : Amaunt ; Fene

] i v MC ¥ DEO I Deleted

| Customer Hame | | ¥ &MEX ¥ Other || [~ ¥oided

— ,. Show Hesults R T L B T “.
StatSeach | | & pubpe  © OneByone | [ I

— Search Result : |
Statuz i Transac...i Card i Clerk. i Order # i Account i Exp Date j Amount i ZIP
2 i ol
Edlt 1 ey ’ [Eomvert _.! [elete i ,i Cancel! Help !

Note: This feature only searches for unsettled transactions. To locate
a settled transaction, use the Find Settled Transaction menu option
from the Utilities menu (See page 75 for more details).
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Y ou can narrow your search by using the following criteria:

Matching Data: (clerk, comment, account number, transaction
amount, or customer name).

Transaction type: (all, sale, void, credit, credit void,
authorization only, book, ship, or force).

Credit card type: (VISA, MasterCard, American Express,
Novus, DBO, or others).

Status: (approved, declined, deleted or voided)

1. Once you have selected any desired search criteria, click the Start
Sear ch button (Alt+S). A list of the transactions meeting the
search criteriawill be displayed.

Note: To display one transaction at a time, select the One by One
radio button. Click on the Next Transaction button (Alt+X) to
move to the next transaction in thefile.

2. Select the transaction by clicking on it in the Status field (or use
the arrows to scroll). Y ou can reprint the receipt (Alt+R), or view
the transaction (Alt+T). You can also convert the transaction to
another transaction by clicking on the Convert to button. The
transaction will appear on the screen, where it can be changed or
submitted as a new transaction (the original transaction will
remain in thefile). Click “Clear Criteria’ (Alt+C) or “New
Search” (Alt+N) if you need to start over.

Important Note: The Find Current Transaction feature is dependent
on the operational mode of the software. If ICVERIFY isoperating in
Real Time Mode, the Find feature will search the current open batch.
When the software is operating in Off-Line Group Mode, you will only
be able to use the Find Current Transaction feature to find Off-Line
Group transactions (see page 22 for more details about Off-Line
Group Mode). If you are operating in Training Mode, the Find feature
will only find those Real Time Mode or Off-Line Group Mode
transactions done while in Training Mode (see page 66 for more
details about Training Mode).
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Off-Line Group Mode

Off-Line Group Mode is used to store transactions for batch
processing. When operating in Off-Line Group Mode, ICVERIFY will
not dial out to the processing network when atransaction is submitted.
Instead, each transaction is stored in an Off-Line Group Input file for
future processing. These stored transactions can then be transmitted at
some later point by selecting Transmit Off-Line Group from the
Function pull-down menu.

If an immediate response from the processor is not necessary, Off-Line
Group Mode is avery useful way of handling credit card transactions.
It cuts down on transaction entry time because the operator does not
need to wait for the software to dial out before entering the next
transaction. It also cuts down on transaction processing time because
the entire batch of Off-Line Group transactions can be submitted to the
processing network with one phone call.

It is possible to use an application such as a database or a spreadsheet
to create afile containing transaction data. This file can be imported
into ICVERIFY by using the Import Transactions feature (see page 42
for more details).

When you enter a transaction in Off-Line Group Maode and then press
the Submit button, you will get this message:

OK: TRANSACTI ON ADDED TO BATCH

This means that the transaction has been stored in the Off-Line Group
File for future processing. When you are ready to submit the batch of
Off-Line Group transactions to the processing network, select
Transmit Off-Line Group from the Function pull-down menu and
ICVERIFY will use the computer’s modem to submit the Off-Line
Group transactions to the processing network.
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Finding Transactions While Using Off-Line Group Mode

ICVERIFY’s Find Transactions feature is dependent on the
operational mode of the software. If ICVERIFY is operating in Real
Time Mode, the Find feature will search the transactions stored in the
current open batch. When the software is operating in Off-Line Group
Mode, you will only be able to use the Find Transactions feature to
locate Off-Line Group transactions. These are transactions that have
been “keyed in” while in Off-Line Group mode but have not yet been
submitted to the processing network for approval. Keep the following
points in mind when you are searching for Off-Line Group
transactions:

Make sure that the software has been set to Off-Line Group Mode
when you are searching for Off-Line Group transactions, or you
will not be able to find them.

Once an Off-Line Group transaction has been transmitted to the
processing network, it is no longer an Off-Line Group transaction.
To find an Off-Line Group transaction once it has been
transmitted, search for it in Real Time Mode instead of Off-Line
Group Mode.

Training Mode transactions entered in Off-Line Group Mode are
stored separately from “live” Off-Line Group transactions. Search
for these transactions by switching the software to both Off-Line
Group Mode and Training Mode.

Editing Transactions While Using Off-Line Group mode

Because Off-Line Group transactions are stored transactions that have
not yet been transmitted to the processing network, you have the
option of editing them while they are stored in the Off-Line Group
Input file. If you wish to do this, you must place the software in Off-
Line Group Mode, then use the Find feature to locate the transaction
you wish to edit.

1. Whilein Off-Line Group Mode, use Find to locate the transaction
that you wish to edit, then highlight it (you must be in Off-Line
Group Mode to find Off-Line Group transactions).
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3.

Click the Edit button (Alt+E). The transaction will be displayed.
Some fields (for example, transaction type, card type) may be
disabled (meaning that they cannot be changed).

Change the transaction information as required.

Y ou then have the following options:

Y ou can save the transaction (erasing the original transaction) by
selecting Save Transaction from the Edit pull-down menu.

Y ou can delete the transaction by selecting Delete Transaction
from the Edit pull-down menu. The display returns to the Find
Transaction box. Select Undelete Transaction if you need to
restore the transaction.

You can select Stop Transaction Editing from the Edit pull-
down menu if you wish to cancel the edit and return to the
original transaction.

24



Setting up ICVERIFY for Multiple Users

ICVERIFY can be set up for use by more than one computer, i.e., in a
“networked” environment. When configuring ICVERIFY for multiple
users, select one system on the network which will serve as a“master
station”. The master station handles all communications with the
processing network. It also handles all data file storage for the other
network stations running ICVERIFY. The master station and the other
network stations communicate by exchanging quote-comma delimited
ASCII text files (called “request” and “answer” files) using a shared
network directory. This directory can be at any location on the network
that is accessible to all of the network stations that will be processing
transactions. Because the master station processes transactions for all
of the other network stations, it must contain the modem that will be
used to submit transactions to the processing network.

Using standard computer network terminology, the master station
would be referred to as an ICVERIFY “server,” since it servesthe
other computers that are connected to it. However, it isnot a
reguirement that the computer functioning as the ICVERIFY master
station be the same computer that acts as the network server.
Therefore, to avoid confusion, this manual uses the term “master
station” to refer to the computer that will be running ICVMLT32.EXE
and handling modem communications for the network stations. These
other stations on the network use ICVERIFY (ICVERIFY .EXE) for
transaction entry, and are generally referred to as “substations’. If you
are using a point-of-sale system that has been designed to integrate
with ICVERIFY, you may use this point-of-sale system in place of
ICVERIFY on some or all of the network stations where transactions
will be processed.

A program called ICVMLT32.EXE isloaded at the master station.
This program processes transaction regquests submitted by other
stations on the network. If you are using a point-of-sale system that
has been designed to integrate with ICVERIFY, you may use this
point-of-sale system in place of ICVERIFY on some or al of the
network stations where transactions will be processed.
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Setting up The Master Station

1

Choose the network station which will function as the master
station. This computer must contain the modem which the master
station will use to submit transactions to the processing network.

Install ICVERIFY on this computer. Run the setup program and
enter your processor setup information. Make sure that the
Evaluated Response field (located under the M er chant Info tab
in Advanced Setup) issetto Y.

Load ICVERIFY and try atest transaction to make that there you
are able to connect to the processing network without any
problems.

On the computer functioning as the master station, start the
program ICVERIFY Multi User from the ICVERIFY program
group (or run ICVMLT32.EXE from the copy of ICVERIFY that
has been installed on the computer housing the master station).
Thiswill bring up the screen shown below:

ICYERIFY Multi-User Request File Processor i

= Initiahzation Sting il
; nitialize 1

- Request Directan [~ Process Files |
ic:'\icvwin'\reqdir Browse Every
| ;3
Seconds

[ GetlastErmor() Status :

i |
§ Cancel i

- Progress Stling——————— - |

Help i

5. Set the Request Directory field to contain the full path to a

shared directory accessible by all stations running ICVERIFY.
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This directory will be used by the other stations on the network to
submit transactions for the master station

6. Setthe ProcessFilesEvery ... Secondsfield to the number of
seconds you want ICVERIFY to wait between attempts to process
transaction requests. The default value is 3, which means that a
check for request files will be performed every three seconds. The
field accepts values from 1 to 99 (the default value of 3 should be
optimal for most situations).

7. Inthelnitialization String field, enter any initialization string
arguments you may require. These are command line parameters
which affect how the program loads. Under normal conditionsit is
not necessary to enter anything into this field. See Appendix A for
alist of initialization strings.

8. Click the Initialize button. The GetL astError() Status field should
indicate successful completion of the initialization request.
Whenever you process transactions, the master station copy of
ICVERIFY must be running at all times.

9. Once the master station has loaded, it regularly checks the shared
directory specified in the Request Directory field for transaction
reguests that need to be processed. Any transactions that are found
are processed and the corresponding answer files are placed in the
shared network directory to be retrieved by the substation or
integrated point-of-sale system that originated the transaction.

Note: ICVMLT32.EXE may be automatically loaded using the “ /a”
command line argument. This eliminates the need to press the

[ nitialize button after loading the program. Once ICVMLT32.EXE has
been manually loaded at least once, the /a command will causeit to
load immediately, without requiring the user to pressthe I nitialize
button and using the same settings that were used the last time that
the program was loaded. The /a command should be used by creating
a Windows shortcut, then appending the /a to the command line to
used to load ICVMLT32.EXE. Do not use the /a command in the
Initialization Sring field. See Appendix A for more details.
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Setting up Substations

As mentioned earlier, all stations on the network which process
transactions do so by writing a transaction request file to the shared
directory which the master station is polling. Follow these steps to
configure each substation:

1

Install ICVERIFY on the network station which will be acting as
a substation (processing transactions). Do not run the setup
program after installing the software.

Find the directory where ICVERIFY has been installed on the
master station. Locate ICVERIFY.SET in this directory and then
copy thisfileto the ICVERIFY directory on the substation.

Load the copy of ICVERIFY installed on the substation. At this
point, this copy of ICVERIFY is not ready to process transactions.
It must still be placed in substation mode and then pointed to the
same shared directory which the master station was pointed to
when ICVMLT32.EXE was loaded.

From the Edit pull-down menu, select Options and then click on
the Substation tab.

Options ;

Mu:u:lesi Clerks  Substation i Heceiptsi Serial Devicei Time / Date;

W Select Substation Mode

[ Substation #——— 1

. EE'I b aster Station Dirive: ;»I;“

i~ Bequest File Path

;F;uwmznmmnm Browse... 1

] ! Cancel Apply 1 Help ;
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5. Click on the Select Substation M ode checkbox, then select a
station number for this substation. The station number can be no
greater than the number of users that have been licensed for this
copy of ICVERIFY. If you are not sure of the number of users
that you are licensed for, check the Number of Usersfield under
the Terminal 1D tab of Advanced Setup.

6. Inthe Request File Path, enter the network path to the same
directory that ICVMLT32.EXE is pointed to. This directory will
be used for the exchange of transaction requests and responses.
You can also use the Browse... button to select the request and
answer file directory.

7. Inthe Master Station Drivefield, enter the network drive letter
of the drive where the master station has been installed. The
substation will use thisinformation to locate the data directory on
the master station.

Note: If you can process transactions, but experience difficulty
printing reports and finding transactions, double-check the
Master Station Drive field to make sure that you have specified
the correct drive letter.

8. Click on the OK button. When loading each substation, the first
transaction of the session can take longer than usual, since the
substation must gather information from the master station. The
clerk will see the message “Waiting for response from master
station” flicker for about 30 seconds. This is normal behavior.
Once a copy of ICVERIFY has been configured as a substation, it
should not be taken out of Substation Mode when processing
transactions.
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Setting Up ICVERIFY For Multiple Merchants

ICVERIFY can be configured to process transactions for more than
one business account, or more than one merchant account. Multi-
merchant processing may only be used after purchasing the
appropriate licensing from ICVERIFY. Y ou will need to gather setup
information for each merchant as described in the Quick Sart Guide,
get avalidation code for each merchant's setup information and then
run the setup program to create a setup file for each merchant.
ICVERIFY switches between these setup files when processing
transactions for different merchant accounts. Configuring ICVERIFY
for multiple merchantsis primarily a matter of creating a setup file for
each merchant, naming it correctly and making sure that each
merchant's transaction data is stored in a separate directory. There are
two very important concepts that must be understood if a multi-
merchant setup is to be implemented properly:

Naming Convention for Setup Files

Each merchant's setup information is stored in afile that ends with a
.SET extension. The default setup file in a normal, single-merchant
configuration is called ICVERIFY .SET.

In a multi-merchant setup, the standard naming convention for
ICVERIFY setup filesis ICVExxxx.SET, where “xxxx" isaunique
merchant identifier which ICVERIFY uses to locate the correct setup
file when processing a transaction for a merchant.

Each merchant setup file created after setting up the first merchant
should have afour-digit merchant identifier as shown below:

Setup File NameData Directory Name  Merchant Identifier

ICVERIFY.SET DATADIR RIFY
ICVEOOOL.SET DATAO0001 0001
ICVEOO02.SET DATAO0002 0002
ICVEOOO3.SET DATAO0003 0003
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A Different Data Directory Must be specified for Each Merchant
During the Setup Process

Each merchant must have a separate data directory to store transaction
data. If thisis not done, transaction data from different merchant
setups will be mixed together in the same files. The merchant's data
directory is specified by the Data Disk:\Directory field under the

Mer chant I nfor mation tab of the Advanced Setup program. When
naming the data directories for each merchant, it is strongly
recommended that the directory name contain the merchant identifier
discussed previoudly (you can leave the data directory for
ICVERIFY.SET at its default value):

Setup File Data Directory Name  Merchant Identifier
ICVERIFY.SET DATADIR RIFY
ICVEOOOL.SET DATAO0001 0001
ICVEOOO2.SET DATAO0002 0002
ICVEOOO3.SET DATAO0003 0003

Note: it is not necessary to use the numeric naming convention
outlined above (alpha characters could be used if necessary).
However, it is recommended that the numeric convention discussed
above be used asit aids in troubleshooting and file maintenance.
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Creating the Multi-Merchant Setup

Start by running the setup program and setting up the first merchant.
Complete the Setup Wizard and then select the option to run the
Advanced Setup program. Be sure to check the two setup options listed
below (Data Disk:\Directory and Settle All Merchants (Y/N), they
are both important when setting up the software for multiple
merchants:

Data Disk:\Directory

Thisfield is located on the Merchant Information tab. It can be used to
define the name of the data directory where the software will store its
data files. You must specify a separate data directory for each
merchant in your multi-merchant setup. The name of the data
directory is usually tied into the merchant identifier as discussed
earlier. For the merchant using ICVERIFY .SET, thisfield can be left
at its default value of DATADIR, which indicatesa DATADIR sub-
directory of the main ICVERIFY program directory. Y ou will use the
numbering convention outlined earlier to set up the rest of your
merchants. Here's an example of how a setup for four merchants
should be configured:

Mer chant Data Directory Setup File

Merchant 1 DATADIR ICVERIFY.SET
Merchant 2 DATAO0001 ICVEOOOL.SET
Merchant 3 DATAO0002 ICVEOOO02.SET
Merchant 4 DATAO0003 ICVEOOO3.SET

This makes file maintenance and troubleshooting much easier,
especialy in large multi-merchant setups.

Settle All Merchants? (Y/N)

If you would like to have the software settle all merchants at once
when a settlement for any single merchant is attempted this field must
be set to Y in each merchant's setup file. If you would rather manually
initiate settlement for each merchant individually, leave thisfield at its
default value of N.
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Y ou will also want to copy down your Modem Port and I nitialization
String field settings (located under the Har dwar e tab). Since al of
the merchants in your multi-merchant setup will use the same modem,
you will need to make sure that the Modem Port and Initialization
String fields are the same for each merchant's setup file.

Once you are sure that al of the Advanced Setup options are in order
for the merchant using ICVERIFY.SET, save the setup and then exit.
Load ICVERIFY and then try atest transaction with the first merchant
setup to make sure that the modem is working correctly. It is
important to do this because each merchant setup must have the
correct modem settings in order to process transactions successfully. If
the modem appears to be working properly, take the following steps to
set up the second merchant:

Be sure to make a backup copy of ICVERIFY.SET before proceeding
any further.

1. Runthe setup program again. Thiswill load ICVERIFY.SET. Do
not make any changes to thisfile.

2. Select New from the File pull-down menu in Advanced Setup.
Thiswill load the Setup Wizard and alow you to enter the setup
information for the new merchant. Complete the Setup Wizard
using the setup information for the new merchant, then load
Advanced Setup after the validation code has been entered.

3. Select the Merchant Information tab. find the Data
Disk:\Directory field and change the data directory name from
DATADIR to DATAO0O0OL.

4. Change the Settle All Merchants?(Y/N) field as described above
if you want the software to attempt to settle all merchants each
time that a settlement is attempted for any one merchant.

5. Select the Har dwar e tab. Use the information from the first
merchant setup to fill in the Modem Port and M odem
Initialization String fields.

6. Select Save from the File pull-down menu. Save thefile as
ICVEOQO1.SET.
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7. Load ICVERIFY. Select Options from the Edit pull-down menu.
Thiswill display the M odes tab.

Options ;
Modes ; Clerkz i Sul:ustaliu:uni Heceiptsi Serial Devicei Timne / Date;
I Training Mode I Debug Mode
Select Multiple Merchants mode for multi-merchant configuration. Lse E
| Merchants Table to add/remove merchants. {
! ¥ Multiple Merchants Mode Merchants Table i
] ! Cancel s i Help ;

Check the Multiple M erchants M ode checkbox, then click on
the M erchants Table button. Thiswill pop up abox titled Select
Merchant. Click on the Add Merchant button.

Merchants Table

]|

Merchant M ame:

terchant Code:
E azt Harbor Pen Suppl

noo

Morthpoint Stationary

Bemove Merchant i

] 1 Cancel i
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10.

Enter the four character merchant identifier for your first
merchant. Since this merchant isusing ICVERIFY.SET, the
merchant identifier for this merchant would be “RIFY”. Then
click on the OK button. Only “RIFY” or numeric identifiers
should be used when setting up merchants.

Add Mew Merchant 1

Specify the four digit code that reprezents set file of
the merchant you want ko add.

tderchant Code; 1fif}'
ot |

Click on the Add Merchant button again to add the merchant
using ICVEOQO01.SET. The merchant identifier for this merchant
would be “0001". The first two merchants (which use
ICVERIFY.SET and ICVEQO001.SET) are now set up. You can
switch between these two merchant accounts by selecting Switch
M er chants from the Function pull-down menu.

Use the process outlined above to set up each additional merchant.
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I nstallments

Installments are used in situations where a customer is billed the same
amount on arecurring basis. For example, an internet provider that
charges customers a regular monthly fee could use ICVERIFY’s
installment billing feature to help automate the billing process. To
select installments, click on the I nstallments button (the button that
has a picture of a calendar on it) or select I nstallments from the
Function pull-down menu. Y ou will then be presented with the two
tabbed selections that are used for handling installments:

Manage I nstallments

This tab can be used to add, edit or delete installment payments. To set
up a customer for hilling, enter the customer's account information,
the number of installments that the customer will be billed and the
period between billings. Y ou will also specify a start date which the
software will use to start calculating the billing of the customer. The
start date specifies the point at which the installment cycle for the
customer begins (the installment period specified must pass before the
customer is eligible for the first installment billing).

Transmit Installments

Customers will not actually be billed until the Transmit Installments
tab is used to submit installments to the processing network. When
installments are transmitted, ICVERIFY checks all of the installment
records that have been set up to determine which are due for billing,
then dials out to the processing network to approve these records. You
can transmit installments as many times a day as you need to (see note
below).

I mportant Note: Many processing networks have safeguards to
prevent the approval of duplicate transactions. This places some
limitations on installment billing, since submitting more than one
installment per day for any particular customer can result in a decline
from the processing network. If you fall behind on transmitting
installments for one or more customers, the software will transmit only
the first past due installment when installments are transmitted. Any
other past due installments will be eligible for transmission on
subsequent days (but only one installment per customer may be

36



transmitted on any given day). Setting up two separate installment
records for the same card number may also cause a rejection in some
cases.

Manage Installments ; Tranzmit Installments i

— Customer |nformation - Installment Period -
2 Customer ;HobertB. Smith Ay <'i '>1
g Account  [4D05550000000019 Exp. Date [mm/yy)  [08/93 O SemiAnnusly =
ear I
E BiIIingAddress;321 Agauith Way ZIp 193210  Quarterly
= — |nstallment Infarmation | - Payments ——————————
E StatDate  [03/13/1357 | || 5 Mumber of Payments [12 : Semi-tanthly
] Period Armount ;45_00 € Infinite Payments Wieekly Add
E g © nnn days:

Clerk ; '; Eomment;

Adding I nstallments

To add an installment payment, click on the I nstallments button (the
one that has a picture of acalendar on it) or select I nstallments from

the Function pull-down menu to open the M anage | nstallments tab.

Enter the customer’s credit card information. Then take the following
steps:

1. Usethe Start Datefield to enter the date that the software should
begin tracking the installment record. An installment payment
does not become eligible for billing on the start date. It will be
eligible for the first billing after the period of time specified in the
Installment Period field has passed. If you need to bill a customer
immediately, you will need to back-date the installment by the
period of time specified in the Installment Period field.

Example: a merchant sets up a customer for monthly installment
billing on March 15, and needs to bill the customer for the first
payment that day. To do this, the start date field must be set to
February 15. If the start date is set to March 15, the customer
would not be eligible for billing April 15.

2. Configure the total number of payments that the customer will be
billed for using the Number of Paymentsfield. You may want to
continually bill the customer until you specify otherwise. If thisis
the case, click on the Infinite Payments radio button.
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3. Select the period between installment billings by checking one of
the Installment Period radio buttons:

Annually bills the same date the following year (April 28 to
April 28).

Semi-Annually will bill 6 months later, same date (April 28
to October 28). If the date doesn't exist, then the next day will
be used as an alternate (for example, September 31 doesn’t
exist, so an installment due on this date would become
eligible for billing on October 1 instead).

Quarterly will bill 3 months later, using the same date as the
initial billing date. If the date doesn't exist, then the next day
will be used as an aternate.

Monthly: will bill one month later, using the same date as
theinitial billing date. If the date doesn't exist, then the next
day will be used as an alternate (for example, February 30
doesn’t exist, so an installment due on this date would
become eligible for billing on March 1 instead).

Semi Monthly bills on the first and fifteenth of each month.

Weekly hills the customer on the same day as the start date
on the following week (e.g., every Tuesday).

nnn days can be used to set the exact number of days between
each installment billing for the customer.

4. Click on the Add button to finish adding the new installment. It
will then show up in the transaction list box at the bottom of the
Manage Installments tab.

38



Editing or Deleting Existing I nstallments

To change an installment, select the Manage I nstallments tab. Use
the transaction list box at the bottom of the tab to find the installment
and double-click onit. Thiswill fill in the Manage I nstallments tab
with the information for the installment payment so that it can be
edited. Y ou then have the following options:

Use the Reset button to clear the Add Installments tab of any
changes to the original record.

Use the Save button to save any changes made to the installment
record.

Use the Delete button to remove the installment record from the
current list of installments.
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Transmitting I nstallments

Use thistab to transmit installments. Pressing the Transmit button
causes ICVERIFY to begin a check all installment records that are due
for billing. Those that are due will be submitted to the processing
network in the form of a sale transaction (they will still need to be
settled after they have been approved). The other fields on thistab
provide information to help the user to determine what happened
during the transmission.

— Trangmit Transactions Monitoring

Mumber Sorted ; Tatal to Sort F..............
| Transmit !

Approved ;fi
Mot &pproved ;:’j

Current Transaction i

instaliments

Transmit Tranzactions Progress g

Number Sorted
This field shows the number of installment records that the software
has checked to see if they are eligible for hilling.

Total to Sort
This field shows the total number of installments that will be evaluated
for eligibility in the current session.

Approved
Thisfield shows the number of installments that have been approved
by the processing network during the current session.

Not Approved

Thisfield is updated as installment transactions are being transmitted
to the processing network. It keeps a running total of the number of
installments that have not been approved during the current session.
This number also includes sorted records that are not eligible for
billing at the time of transmission.
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Current Transaction
Thisfield displays the status of the transaction that is currently being
transmitted.

Transmit Transactions Progress
Thisfield displays the overall progress of the current session.

Note: Once all of the installments have been transmitted, the Find
Transactions feature can be used to review the results after exiting to
the Credit Card Form.
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Importing Transactions

If you have a database or spreadsheet capable of exporting a batch of
transactions to a quote-comma delimited ASCI|I textfile, ICVERIFY
allows you to import and process this batch of transactions. Once
imported, these transactions are stored in an Off-Line Group Input
file for transmission to the processor at the operator's convenience.
Importing was possible with earlier versions of ICVERIFY, but
version 2.0 gives the user more control over how the information for
each transaction is formatted.

ICVERIFY requires that transaction data be presented in arigidly
defined format in order to be successfully imported and processed.
The new import feature in version 2.0 functions an interpreter
between your application and ICVERIFY, alowing you to specify the
order in which the fields will be imported. The import feature
converts transactions into the format that ICVERIFY requires for
processing, then stores them in the Off-Line Group Input file for
transmission at some later time (if your Off-Line Group Input file
already contains transactions, the imported transactions will be
appended to the transactions already in the file). Once this has been
done, the imported transactions can be submitted to the processing
network for approval by selecting Transmit Off-Line Group from
the Function pull-down menu.

Before explaining how the new import feature works, it is necessary
to explain alittle about the format that ICVERIFY will be expecting
once the transactions have been imported. Here is an example of the
information required for a basic sale transaction with no address
verification information included.

"Cl", "ANNE", "1429", "431430196985032", "9804", " 24. 00"
1 2 3 4 5 6

The text string shown above is generally referred to as a " Transaction
Record". A breakdown of each field for this particular record is
provided on the next page. A table of transaction record formats for
retail and mail order (and descriptions of the fields used when creating
them) are provided in appendices B and C.
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Field 1

This field contains a two-character command which tells ICVERIFY
what type of transaction it will be processing. Thisinformation is for
the program’sinternal use only - it is not passed across to the
merchant’ s processing network. The transaction currently being
discussed isa Sale (C1).

Field 2

Thisisthe Clerk or "First Comment" field. It normally contains the
name of the Clerk entering the transaction. ICVERIFY does not pass
the information contained in this field to the processor - it is used for
internal record keeping purposes only. Some people do not use this
field, however, it cannot be left out when building a transaction record.
If the Clerk field is not selected for import, the Import Transactions
feature will insert anull Clerk field into the record created for the Off-
Line Group Input file so that it is accepted by ICVERIFY when the
Off-Line Group is submitted.

Field 3

Thisis the Comment or "Second Comment" field. It is often
transmitted to the processor, especially in the Restaurant, Mail Order
and Hotel credit card formats. It is usually used to store an invoice
number which can later be used to pull up atransaction using
ICVERIFY. The information contained in this field may show up on
the customer’ s credit card statements. Some people do not use this
field, however, it cannot be left out when building a transaction record.
If the Comment field is not selected for import, the Import
Transactions feature will insert a null Comment field into the record
created for the Off-Line Group Input file so that it is accepted by
ICVERIFY.

Field 4
This field contains the customer’ s credit card account number - no
spaces.

Field 5

Thisisthe Expiration Date field. The expiration date should be
exported in MMYY format. If adlash isincluded between the month
and the year (e.g., “09/99” as opposed to “0999"), the slash will
automatically be removed as the transaction is imported.
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Note: ICVERIFY requires that the expiration date be presented in
YYMM format, but the Import Transactions feature will automatically
switch the format from MMYY to the YYMM when adding the
transactions to the Off-Line Group Input file. Applications using
request and answer files or directly creating an Off-Line Group Input
file without using the Import feature must pass the expiration date to
ICVERIFY in YYMM format.

Field 6
Thisis the amount field. It should contain a Dollar amount with the
decimal included.

The file created by your application may contain a virtually unlimited
number of transaction records, but each record must be separated by a
carriage return. Here is an example of afile containing two sales
transactions ("C1") and one book transaction ("C4").

“Cl”, " KATE”, " 1429”, 7 4017750003100019", "9804", " 17. 25
“Cl”,” RON’, " 1432", "5499740000000040", "9910”, " 141. 00

“C4”,7"BOB", "1437", " 372233154021042", " 9907", " 91. 87"

An older version of ICVERIFY would require that you export
transactions from your database or spreadsheet using the exact format
that was just described, but the new import feature in 2.0 allows you
to specify the order in which ICVERIFY reads the data exported by
your application. For example, the following sale transaction:

“Cl”,”BOB", "1437", " 372233154021042", " 9907", " 91. 87"
could be exported by your application as any of the following:

“372233154021042”, " BOB", "1437",”C1", " 91. 87", "9907”
“Cl”,”BOB", "1437", " 372233154021042", " 9907", " 91. 87"
“Cl”,”BOB”, "91.87",7372233154021042","79907", " 1437”
Each of the examples shown above contain the same information but

the order is different. The transaction could also be formatted in the
following manner:




“Sal e”,”BOB", "1437", " 372233154021042", " 9907", " 91. 87

Note that the “C1” transaction type code was replaced with the word
"Sale". ICVERIFY can automatically replace the word "Sale" with
the transaction type ("C1") as part of the import process. Please note
that if you use this method you will need to use the terminology that
is specific to your processing network for the transaction that you
want to process. Processor terminology for specific transactions can
vary. For example, a credit transaction can also be referred to asa
refund or areturn transaction depending on the processing network
being used. If you would rather use the name of the transaction
instead of the two letter code that the software uses to identify it
internally, load the ICVERIFY graphical user interface and look at
the tabs that allow you to switch between transactions, then use the
terminology that is shown there.

Note: When exporting transaction data from your application, it is
important to make sure that the database of spreadsheet application
isn’t automatically formatting any of the fields (e.g., inserting a
dollar sign in the Amount field).

Let's assume that you use a database or spreadsheet application to
create afile containing one sale transaction, and that you will be
using the standard transaction record format for a sale as outlined
above. Here's the contents of the file:

“Cl”,”BOB", "1437", " 372233154021042", " 9907", " 91. 87"

Here's the order of the fields for the transaction record shown above.
The order of the selected fields shown below (top-down) should
match the order of the exported data (left-to-right):

Transaction Type
Clerk

Comment
Account
Expiration Date
Amount
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Export the transaction data to a comma or quote-comma delimited
filein .txt or .csv format without column headings. Once the file has
been exported, take the following steps to import the transaction data

it containsinto ICVERIFY:

1. Load ICVERIFY if it isnot already running. Select Import
Transactions from the File pull-down menu. Thiswill display the
box shown below. Highlight the first field for the format that you
will be using, then click on the Copy button to add it to the

Selected Fieldslist.

Import Transachons

Batch: ;E:hIE"\:‘WINEDkdatadi

Trangaction Type
Clerk.

Comment
Account

ZIP
Billing Address
Order &

—Avalable Figlds—————— |

E:-:E [ate mm.-"ii

TR

Errors:

Browze. . Mode: Real-Time

~ Selected Figlds —————

Tranzaction Type
Clerk,

| | Carmrnent

Account

E:-:E [ate mm.-"ii

Copy -

Copy All -

Up

Do

Delete

Delete All

Colurmn Order List——

| Irnpart... i

=l

i Format

Save.. 1

..."".'j ;Te:-:t [F.oaw, * bt

Cancel
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2. Continue to add the fields that you need in the order that your
application will be exporting them. When you have finished, click
on the Save button to save the field configuration that you have
just set up. Thiswill store the configuration in afilename of your
choosing (with a default extension of .imp) for future use. If you
need to, you can save multiple configurations which can be
accessed by clicking on the L oad button.

Note: in order for a batch containing different types of
transactions to be successfully imported, you will need to add all
of the fields that are required by your processor for all of the
transactions that you will be importing.

3. Onceyou have defined the field order that ICVERIFY will use
when importing the transactions from the file that you have
created, click on the Import button to import your file. Y ou will
then be presented with a box that will allow you to select the file
that you have created with your application:

Open i
Laak, i ;’-ﬂlcvwinﬂd :j f__‘:l‘;j F”:Ev_w

|1 Demall
-1 Demal3
1 Demalk
" Demol7?
) reqdir

= zupplmnt

File name: ;m_l,lbatch Open i
Files of lwpe: iTe:-:t file [~ k) __T_j Cancel i

4. Locate your file and double-click onit, or highlight it and then
click on the Open button. If the file isimported successfully, you
will get adialog indicating how many records were successfully
imported. If the import was not successful, you will be returned to
the Import Transactions box, where the Errorsfield will provide
some information as to why the import failed.
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Selections for Import Transactions Dialog

Batch

Thisfield displays the path to the Offline Group Input file that your
transactions will be imported to. Thisis the default path and filename
defined by the Offline Group Input File field under the M erchant Info
tab in Advanced Setup. The Browse button to the right of the field
allows you to import the transactions to afile other than the default
Offline Group Input file.

Available Fields

Listsall of the available fields which can be used to define a
transaction. Click on each field necessary for the transaction that you
will be doing in the order that you have exported the transaction
records, then click on the Add button. Thiswill add the field to the
Selected Fields box (see Appendix B: Transaction Record Formats
for guidance as to which fields are required when creating transaction
records).

Selected Fields

Contains all of the fields that have been added from the Available
Fields box. Thisisthe field order that will be used when the
transaction data is imported.

Copy
This button copies the field highlighted in the Available Fields box

to the Selected Fields box.

Copy All

This button copies all of the fields in the Available Fields box to the
Selected Fields box. If you plan on using most of the available fields
when importing your transactions, this button saves you the effort of
copying fields to the Selected Fields box one at atime. Y ou can the
remove any extrafields by highlighting them and clicking on the
Delete button.

Delete
This button allows you to remove fields displayed in the Selected
Fields box.
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Up and Down buttons

These buttons are used to change the position of afield displayed in
the Selected Fields box. This allows you to make adjustments in the
field order without clearing the Selected Fields box and starting from
scratch. To change the position of afield in the list, highlight the field,
then use the up or down buttons to move it to the desired position.

Column Order List

The Save button allows you to save the field configuration that is
currently displayed in the Selected Fields box. Y ou will be ableto
specify the name of a configuration file containing the order and type
of fields that were selected. Thisfile will have a.imp extension. Once
you have stored a field configuration, you can select that configuration
by using the L oad button.

The L oad button allows you to load a previously saved field
configuration. Y ou will be presented with a dialog that will alow you
to select the configuration that you wish to use. Once you have selected
the file that contains the configuration that you want, the fields for that
configuration will be displayed in the correct order in the Selected
Fieldslist.

Format

This drop-down menu is used to specify the type of file that will be
imported. Fileswith a.txt or a.csv extension can be selected for
import.

Errors

If the import failed for some reason, the Errors box will contain
information that indicates why the operation failed. The first line of
the error message contains the first record of the import that failed and
the second line describes the nature of the error.

Note: All recordsin error are written to a file called ERRORS.TXT.
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Exporting Transactions

This feature can be used to export transaction data to a spreadsheet or
database application. Y ou can export the data as ASCI| text or
Microsoft Access files. The source of the data exported depends on the
mode that is currently selected. If you are processing transactions real-
time, all transactions that are currently in the open batch will be
exported. If you are currently running in Off-Line Group Mode, all of
the transactions stored in the Off-Line Group Output file will be
exported.

The processor's response can be exported by including Responsein the
Selected Fields box for export. Y ou may only export a response for
credit card transactions, not debit or check guarantee.

Example of a Response From an Approved Transaction

“Y12345612345678”

TheY at the beginning of the field indicates that the transaction was
approved. Thisisfollowed by a six-digit approval code (in italics) and
an optional reference number.

Example of a Response From a Declined Transaction

“NPI CK UP CARD’

The N at the beginning of the field indicates that the transaction was
declined. The text of the response from the processor follows.

If you have configured ICVERIFY for address verification (AVS), the
software will return a one character response that indicates how valid
the address information is:

“Y12345612345678Y”

TheY at the end of the field indicates that the address and five-digit
ZIP code provided matched with the account information. See
Appendix D for alist of possible AVS result codes.
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Here are the steps that you will need to take to export transaction data
to afile:

1. Select Export Transactions from the File pull-down menu. This
will display the window shown below. Use the radio buttons near
the top of the window to select the type of data to be exported:

Export Transachons 1
% Credit  © Debit  Check Mode: Real-Time
:. 'ﬁ'vailable F|E|d3 ......................... 1 = Selected F|E|d3 .........................
Trangaction Type ' Tranzaction Type
{ | Clerk. { Eer | {Clerk.
Comment i | | Carnrnent
Account Account
Exp Date mm.py Copy All - Exp Date mimdypy
Aot Amont
ZIP
Biling Address ok
Order #

Approval Code

Responze

Do

Delete

Delete Al

bk

- TE:’:t FlIE .":".ttritlutES ..................................... :

=l [ ames i

Field Separation Character {w s e
- F e :

Field Start/E nd Character ITM : ;Micrusuft.ﬁ.ccess [ mdh) _Ij

................... i

| Export... i Cancel

2. Highlight the first field for the format that you will be using, then
click on the Copy button to add it to the Selected Fields list.
Continue to add the fields in the order that you wish them to be
exported.
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3. You can export data as ASCII text or Microsoft Access (.mdb)
files. If you are exporting the data as ASCII text, use the Text File
Attributes section to specify how the file will formatted for
export. If the Include Field Names check box is checked, the first
line of the exported text file will be alist of the field titlesin the
order that they were exported.

4. When you have finished, click on the Save button to save the field
configuration that you have just created. Thiswill store the
configuration in afilename of your choosing (with a default
extension of .exp) for future use. If you need to, you can save
multiple configurations which can be accessed by clicking on the
L oad button.

5. Once you have specified the structure of the file that you will be
exporting, click on the OK button. Y ou will then be prompted to
enter aname for thefile:

Save As i
Savein ; (3 lovwindd :j i EF; F?
I Demall q}j exported

|1 Demal3 %j icverfy

|_1 Demalf

_..3 Demol?

1 reqdir

|1 supplnt

File name: i Save i
Save as type: ;Micrusnﬂ Access [*.mdb) _I_j Cancel i

5. Enter afile name, then click on the Save button to export thefile.
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Selections for Export Transactions Dialog

Radio Buttons (Credit, Debit and Check Guarantee)
Use these radio buttons to select the type of data you will be exporting.

Available Fields

This box lists all of the available fields which can used when exporting
transaction data. Click on each field that should be included in the
order that you want exported, then click on the Add button. This will
add the field to the Selected Fields box on the right.

Selected Fields

Contains all of the fields that have been added from the Available
Fields box. Thisisthe field order that will be used when the
transaction data is imported.

Column Order List

The Save button allows you to save the field configuration that is
currently displayed in the Selected Fields box. Y ou will be ableto
specify the name of a configuration file containing the order and type
of fields that were selected. Thisfile will have a.exp extension. Once
you have stored afield configuration, you can recal it for use by
selecting the L oad button. Once you have loaded the file that contains
the configuration that you want, the fields for that configuration will
be displayed in the correct order in the Selected Fields list.

Format

This drop-down menu is used to specify the type of file that will be
exported. Transaction data can be exported as ASCI| text or Microsoft
Accessfiles.

Text File Attributes

These options are used when exporting data as ASCII text. Y ou can
specify the field separation character, the start/end character for each
field and whether or not field names will be exported (the first line of
thefileisalist of field titlesin export order).

Note: If you wish to export transactions in tab-delimited format, enter
a“t” into the Field Separation Character field.
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Generating Reports (The Report M enu)

How to View or Print Transaction Reports

The report menu allows you to create a variety of simple or detailed
reports summarizing transaction activity. These are the kinds of
reports that you may create: Credit Card Report, Debit Card
Report, Check Guarantee Report, Settlement Report and Off-Line
Group Reports. Each report is described in this section.

Credit Card Report

This report allows you to view or print a summary of credit card
activity for a specified date range or to match select data (customer,
clerk, account or card type). Useit to track credit activity for a defined
period. Note that this report will show only credit card activity.

Credit Card Report
1 Starting D ate ~Ending Diate——  — Matching Data
!05-11-199? !05-11-199? — Clerk
Summary Only i
* |nclude Details [ t
¥ Sub Totals | )
" Tatalz Only | i
i~ Report Options
| o 1§
| T VISA & MasterCard el
v Captured | i
| T wisa ;
| [~ Mot Captured
™ MasterCard Sl g
: I™ Missing Tips  Expiration Date [~ Amouynt——————
[~ American Exprass i
™ Enars ; [ 0.00
™ NOwUS 15
[~ Other |
™ Carte Blanche I Serial # Seq
: ;“ Diners Elub 'icustﬂmer Name._...._..._....._._.._..._......_.._.._._._
& Yiew Report e R e
QK. i Cancel

Starting Date and Ending Date




Use these fields to set the date range for your report. If the current date
is used as both the starting date and ending date, the report will show
current transactions that have not yet settled/closed. If areport
showing the current day’ s settled/closed transactions is required, enter
today’ s date as the starting and tomorrow’ s date as the ending date.

Month-to-Date totals are printed if the date range includes only one
month, starting with the first day of the month. Y ear-to-date totals are
printed if the date range includes only one month, starting from the
first day of the month, and that month is the current one.

Include Details or Totals Only

One one of these options may be selected at atime. Include Details
will generate a detailed summary report. Totals Only will generate a
summary report only.

Sub Totals
Displays settlement totals at each closing.

Report Options

Use these check boxes to narrow the search criteriafor your reports.
The boxes to the left are all credit card types. If you wishto do a
search for one credit card type only, be very careful to make sure that
the Captured checkbox has been left UNCHECKED. If thisisn't done,
the report will reflect all transactions for the selected card type plus all
CAPTURED transactions (approved transactions which can be settled)
for ALL card types. The checkboxes in the right column are described
below:

Captured

This option will list all transactions that have been approved and
can be settled. This option does not include transactions such as
book or pre-authorization/auth only transactions, which cannot be
settled until they have been completed by a ship (in the case of a
book transaction) or aforcefticket only (in the case of a pre-
authorization/auth only transaction). If you want to search for one
specific card only, make sure that the Captured box has been
unchecked or you will get areport for the card that you have
selected plus al other transactions that qualify as captured.
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Not Captured

This option will list all transactions that cannot be settled directly,
such as book or pre-authorization /auth only transactions (see
Captured above).

Missing Tips
Lists al transactions that are missing tips.

Errors
This option will list all transactions that have been declined.

Other
Listsinquiries.

Serial # Seq
Listsal transactions regardless of status.
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Debit Card Report

Use this report to view or print out a summary of debit card activity

Debit Card Report

i~ Starting Date —— [ Ending Date —— - Matching D ata
| o137 fos11997 - Clerk
S e e
| % Include Details o e e e el
¥ Sub Totals e ;
| T Totals Only I
~ Repart Opti :
e — Amount ~ Additional Cash—
| ¥ Captured I Erors
I Mot Captured L I 000 | I 000
2 ™ Serial # Seq ol |
P 5
| View Report ' Print Report

Cancel 1

Starting Date and Ending Date

Use these fields to set the date range for your report. If the current date
is used as both the starting date and ending date, the report will show
current transactions that have not yet settled/closed. If areport
showing the current day’ s settled/closed transactions is required, enter
today’ s date as the starting and tomorrow’ s date as the ending date.

Month-to-Date totals are printed if the date range includes only one
month, starting with the first day of the month. Y ear-to-date totals are
printed if the date range includes only one month, starting from the
first day of the month, and that month is the current one.

Include Details or Totals Only

One of these options may be selected at atime. Include Details will
generate a detailed summary report. Totals Only will generate a
summary report only.
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Sub Totals
Displays settlement totals at each closing.

Report Options
Use these check boxes to narrow the search criteriafor your reports.

Captured
This option will list all transactions that have been approved and
can be settled.

Not Captured

This option will list all transactions that cannot be settled directly,
such as Book or Pre-Authorization /Auth Only transactions (see
Captured above).

Missing Tips
Lists al transactions that are missing tips.

Errors
This option will list all transactions that have been declined.

Other
Listsinquiries.

Serial # Seq
Listsall transactions regardless of status.
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Check Guarantee Report

Use this report to view or print out a summary of check guarantee
activity

Check Guarantee Report E
— Starting D ate Ending Date——  — Matching Data
— Clerk.
[o5-11-1387 —‘ hus-m 2 | =
—Summary Orilp - Comment
 |nclude Details o I
v Sub Totals
¢ Totals Orly r Diriver's Licensze #
—Feport Dptions
™ Below Floor Limit I': Ertrﬁ; —|!3tat37 "|Date dlFE:
W' Captured I~ Serial # Seq
~ Check # ABAR Amaunt
| _‘ ﬁ ’7| 0.00
@ \figw Bepott ¢ Print Report A
Flileli=r I
Ok I Cancel

Starting Date and Ending Date

Use these fields to set the date range for your report. Month-to-Date
totals are printed if the date range includes only one month, starting
with the first day of the month. Y ear-to-date totals are printed if the
date range includes only one month, starting from the first day of the
month, and that month is the current one.

Include Details or Totals Only

One of these options may be selected at atime. Include Details will
generate a detailed summary report. Totals Only will generate a
summary report only.

Sub Totals
Displays settlement totals at each closing.
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Settlement Report

The settlement report can be used to view or print areport of the last
settlement/close batch procedure that was performed. It can be used to
produce a hard copy of the settlement for filing. Use the radio buttons
to select whether you wish to view or print the report (there are no
other options for Settlement reports):

Settlement Report 1

i e 1

k. 1 Cancel

Note: Some merchants use host-based processing networks that auto-
settle transactions. This type of processing network settles the
merchant’ s captured transactions at its end, usually on a daily basis,
without requiring the merchant to perform a Settlement/End Day
procedure. For this type of processing network, ICVERIFY must
internally “ settle” captured transactions, transferring them from the
open batch to the history files so that it staysin synch with the
processing network. This means that a settlement report printed by a
merchant using this type of processing network will show a settlement
report containing the previous day’s transactions only.
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Off-Line Group Reports

There are a number of reports that are designed specifically to keep
track of Off-Line Group activity. To access them, select Off-Line
Group from the Report pull-down menu. For each type of report
selected, you will be presented with the option to view or print the
report as shown below (there are no other options for Off-Line Group

reports):

Off-Line Group Beport 1

i~ Options
" Frint Feport

OF. 1 Cancel J

Here are the available reports:

Group

This prints areport of the transactions in the current Off-Line Group
(Use this report when you wish to view the group that is about to be
transmitted).

Result
This prints the results of the last transmitted Off-Line Group.

Duplicate
This report shows transactions in the current Off-Line Group that have
matching card numbers.

History Duplicate
Prints the transactions in the Off-Line Group File that have card
numbers which match History transactions.
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File Menu Options

Import Transactions
Allows the user to import a batch of credit card transactions created by
another application (see page 42 for more details).

Export Transactions

Allows the user to export credit card, debit card and check guarantee
transaction data for use by another application such as a database or
spreadsheet (see page 50 for more details).

Print Receipt
Allows the user to print areceipt for any transaction that is currently
being viewed.

Printer Setup
This selection is used to define the report and/or receipt printer that
will be used by ICVERIFY.

Save I nstallments
Allows the user to save a new installment or an existing installment
that is currently being edited.

Exit
Closes ICVERIFY.
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Edit Menu Options

Undo, Cut, Copy and Paste
These are al typical Windows functions that can be used while editing
transactions.

Find Current Transaction

Used to locate and edit current transactions (approved transactions that
have not been settled or Off-Line Group transactions that have not
been submitted to the processing network). The Find Current
Transaction feature has been integrated with transaction types where
finding transactions comes into play. (see page 20 for more details).

Save Transaction
Used to save atransaction that is currently being edited.

Delete Transaction
Used to delete atransaction that is currently being edited.

Stop Transaction Editing
Stops transaction editing without saving any changes to the
transaction that is currently being edited.

Options
Brings up atabbed dialog box that presents various options for
configuring ICVERIFY (see next page).
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Options Dialog

Clerkstab

This tab allows you to store and maintain the list of clerk names that

can accessed from the Clerk pull-down menu while processing
transactions.

Options ;
Modes Cleks iSubstaliDni Heceiptsi SeriaIDevicei Time.-’Date;

Clerks:;

Ay
Jennifer
K.evin

Ngnu:_l,l Remove 1
Rick,

Ok Cancel Apply j Help j

Clicking on the Add or Remove buttons will allow you to add or
remove clerks from the pull-down list . To select a clerk, click once on
the clerk's name to highlight it and then click on the OK button.




Modes tab

Options ;

Modes ; Clerkz i Sul:ustaliu:uni Heceiptsi Serial Devicei Timne / Date;

[ DebugMode

Select Multiple Merchants made for muli-merchant configuration. Use |
| Merchants Table to add/remove merchants. {

[T Multiple Merchants Mode Merchants Table i

] ! Cancel Apply i Help i

Debug M ode Check Box

Debug mode is used to troubleshoot software problems. When
operating in debug mode, the software will log information that is
useful to programmers. This information is written to afile called
ICVERIFY.DBG, which is stored in the directory where the program
files have been installed. Thisfile can be opened using any text editor,
however, the information contained in the file isin a highly technical
format. Each time that the program is started in debug mode any pre-
existing debug fileis renamed to ICVERIFY.DBO.

Multiple M erchants M ode Check Box

This box must be checked to enable Multiple Merchants Mode. To
add, remove or select merchants, click on the M er chants Table button
to the right of the check box.

Merchants Table Button
Used to add, delete or switch merchants in a multi-merchant setup.
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Training M ode Check Box

This selection causes ICVERIFY to simulate a response from the
processing network for training purposes. No dial-out will occur when
transactions are submitted. Any transactions authorized or settled
while in Training Mode are stored separately from live transactions.

Note: Training Mode transactions are always approved if done for an
even amount. Transactions done for an odd amount are rejected
unless they end with 5 cents (i.e., $12.95 or $1.05 would be approved).
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Receipts tab

Use this tab to enter a receipt message and to set the number of
receipts that will be printed whenever atransaction is approved. The
receipt message can be up to 30 charactersin length.

Options ;

Mu:u:lesi Clerkz i Substation  Receipts ; Serial Devicei Timne / Date;

i Meszage to appear on receipts

iTH.-’-‘-.NKYEILI FOR *YOUR BUSIMESS!

Mumber of receipts:; 11

] ! Cancel j Apply Help

To set up areceipt printer, select the Printer Setup Option from the
File pull-down menu.
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Serial Device tab

Thistab is used to specify the COM port and device type for seria
devices. Supported devices are Verifone 101 compatible pinpads,
Verifone 201 compatible pinpads with card swipe and a generic seria
card swipe setting.

Options ;

Mu:u:lesi Clerkz i Sul:ustaliu:uni Fieceipts  Senal Device ;Time ! Date;

E D EViCE T_I,IDE .............................
i~ MNane
E... DEViCE El:lrt ....................... 1
i Yerifane 107 g 2 |

™ erifone 201

" Generic swipe

] ! Cancel Apply Help j

Device Port
Used to enter the port setting the serial device will be using.

Device Type
Enter the type of serial device here. Pinpad devices must be Verifone
101 or Verifone 201 compatible.
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Substation tab

This selection is used to configure a copy of ICVERIFY to runin
Substation Mode in a multi-user setup (see page 25 for more details
about configuring ICVERIFY for multiple users).

Options ;
Mu:u:lesi Clerks  Substation i Heceiptsi Serial Devicei Time / Date;

W Select Substation Mode

[ Substation #——— 1

. EE'I b aster Station Dirive: ;»I;“

i~ Bequest File Path

;F;uwmznmmnm Browse... 1

] ! Cancel Apply 1 Help ;

Select Substation Mode
This box must be checked before the other fields become active.

Substation #

This selection is used to assign a unique station number to this
substation. The station number cannot exceed the number of users
licensed to use the software. Up to 999 substations can be supported
with the appropriate licensing. A single-user license will alow only
one substation. A basic multi-user or network license allows 4 users,
so you would be able to configure substations with station numbers
ranging from 1 through 4. If you are unsure of the number of usersyou
arelicensed for, load the Advanced Setup program and check the
Number of Usersfield (located near the bottom of the Terminal 1D
tab).

69



Master Station Drive
Thisis the drive where the master station has been installed to.

Request File Path

Thisfield is used to enter a path to the shared directory that will be
used to exchange request and answer files. This path must point to the
same directory which was entered into the Request Directory field
when setting up ICVMLT32.EXE.

Time/Date tab

This selection is used to configure the time and date format for the
Clock Pane, which is located in the lower left hand corner of the
Graphical User Interface:

[ [NOM | [11:00 &M

The selections on the time and date tab do not affect the format of the
time and date display in the Status Box (shown below):

03:24:55 PM Tuesday Raby 08,1997
Retail

Real-Time
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View Menu Options

Toolbar
This menu option is used to show or hide the Toolbar, which isthe
row of buttons located underneath the pull-down menu selections:

e m| | 845

If the Toolbar pull-down menu option is checked in the Edit menu,
then this row of buttons will be displayed (thisis the default). If
Toolbar is not checked, the row of buttons will be hidden.

Note: All Toolbar items are also available through the pull-down
menus. If a button is disabled, this means that the function that the
button representsis not set up or is currently unavailable). For
example, the button which allows you to reprint a receipt (second from
right) will be inactive until a transaction has been processed.

Status Bar

This setting allows you to choose whether or not the status bar will be
displayed. The status bar is the bar running along the very bottom of
the user interface:

'Fana\p,pressﬁ MUM |26 |11 13AM|

The status bar displays some information about the item the user has
currently selected, and also contains the Clock Pane (the date/time
display at the right end of the status bar).

Credit Card Form
Used to switch to the Credit Card Form.

Debit Card Form
Used to switch to the Debit Card Form.

Check Guarantee Form
Used to switch to the Check Guarantee Form.
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Function Menu Options

Convert Book To Ship
Finds and converts approved book transactions to ship transactions.

Settlement/End Day
This selection is used to perform the settlement/end of day process, or
to preview the batch before settlement.

Settlement 1

t'ou may view pre-zettlement Credit/Debit Card reportz
before pou decide to perform S etllement/End Day process.

% Credit Card Report
d " Debit Card Fepart

Ferform Settllement/End ['ay Process 1

Cancel ;

Switch Merchants
Use this selection to switch merchants when ICVERIFY isin Multiple
Merchants Mode (see page 30 for more details).

Off-Line Group Mode

Toggles Off-Line group Mode off and on. Off-Line Group transactions
are stored in an Off-Line Group Input file for batch transmission to the
processing network (see page 22 for more information).

Transmit Off-Line Group

Used to transmit all transactions stored in the default Off-Line Group
Input file. A non-default file may also be selected (see page 22 for
more information).

Installments
L oads the Installment (recurring billing) selections (see page 36).
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Report Menu Options

Credit Card
Allows the user to print areport of credit card activity (see page 54 for
more details).

Debit Card
Allows the user to print areport of debit card activity (see page 57 for
more details).

Check Guarantee
Allows the user to view or print areport of check guarantee activity
(see page 59 for more details).

Settlement
Used to view or print areport of the last settled batch (see page 60 for
more details).

Off-Line Group
This selection provides access to several Off-Line Group report options
(see page 61).
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Utilities Menu Options

File Print

Thisisasimplefile printing utility that is usually used to print debug
files. When file print is selected, the path to the debug file is already
specified. It is possible to enter an alternate path and filename by
either manually entering the information or by using the browse
option.

Ymodem File Send

Thistest is often used by merchants setting up for American Express.
It is used to transmit a specified file to a specified phone number using
the Ymodem format.

Substation Test

The substation test is used after the software has been configured to act
as a substation in a multi-user setup. A test sequence is sent to the
master station to make sure that it is responding correctly. If a
substation test fails, the first thing to do is to make sure that the
substation and the master station are both pointed to the directory
which will be used for the exchange of transaction requests and
responses.

Delete Partial Off-Line Group

This function is used when an Off-Line Group transmission has failed.
It deletes the tracking file that is used to keep the position in the Off-
Line Group file.

Reset Batch

This feature allows the user to reset the number of the current batch.
Under normal conditions, this feature is not used. It is recommended
that you do not reset the current batch number unless you have been

instructed to do so by atechnician.

Clear Batch

Thisfeature is used to clear the open batch file without performing a
settlement/close batch procedure. When clear batch is selected, the
software will transfer the transaction data from the open batch to the
history files without dialing out. Do not use this function unless you
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are certain that your current open batch has aready been settled by
your processing network.

Delete Current Batch
This function clears the current batch of all transactions. It is normally
used only during testing with test account setup information.

Find Settled Transaction

Thisfeatureis used to find settled transactions stored in ICVERIFY's
history files. It is most commonly used when a merchant wishes to
print areceipt for a settled transaction. Please note that settled
transactions cannot be located using the Find Current Transaction
menu selection (accessed from the Edit pull-down menu) because it
only searches for unsettled transactions stored in the current open
batch or Off-Line Group Input file.

Password Protection

This dialog box allows for the password protection of various menu
selections. It is also possible to create a password for the entire
application. If you use this feature, it is strongly suggested that you
keep copies of your password(s) in a safe place to help ensure that you
do not get locked out of a password-protected feature or the program
itself.

Pazswords 1

Paszword For

Select Pazsword. . 1

iR A e FAEH
AT AT B e SE AT 1

Select Menu [tem :

[rmpart Tranzactions - P e

Cloze ’

Password For:

This drop-down list allows you to select a pull-down menu or
transaction form for password protection. This selection affects the
items presented in the Select Menu Item/Select Transaction pull-
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down menu described below. Use the Entire Application selection to
create a password that will be requested whenever ICVERIFY is
loaded.

Select Menu Item/Select Transaction

This is the drop-down menu below the Select Menu / Form drop-
down menu (the title varies depending on whether a menu or aformis
selected for password protection). The selections associated with this
item are dependent on the form or menu selected.

Select Password
Allows the entry of a new password for the selected transaction type or
menu item.

Change Password
This can be used to change an existing password.

Remove Password
This can be used to remove password protection for the selected item.
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Help Menu Options

Help
This selection loads the online help file, which can also be accessed by
pressing F1.

Tip of the Day
This selection displays the Tip of the Day window, which is normally
displayed when the program is first loaded.

Tooltips
This enables or disables the flyby help that appears when a cursor is
placed over an object.

Context-Sensitive Help

Determines whether the context-sensitive help tab is active or inactive.
If thisitem is not checked, the Help tab will not be updated whenit is
selected.

About ICVERIFY
Displays information about the version of ICVERIFY that is currently
being used and the product serial number.
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Appendix A: Initialization Strings

There are a number of command line parameters that can be used with
ICVMLT32.EXE. These commands (with the exception of /A) are
entered into the Initialization String field when loading the program.
The /P command discussed below can be used with both
ICVMLT32.EXE and ICVERIFY .EXE.

/A (Auto InitializesICVMLT32.EXE)

Once ICVMLT32.EXE has been initialized at least once, the /A
argument will cause ICVMLT32.EXE to automatically initialize using
the same settings that were used the last time that the program was
initialized manually. This switch should not be used in the
Initialization Sring field. Instead, create a shortcut to run
ICVMLT32.EXE, then append the /A to the command linein this
fashion:

CAICVWINICVMLT32.EXE /A

The example above assumes that ICVERIFY was installed to
CAICVWIN.

/DD (Places ICVMLT32.EXE In Training M ode)

The /DD command line parameter can be used in the Initialization
String field to place ICVMLT32.EXE into Training Mode. When the
/DD command is used, ICVMLT32.EXE will treat all transactions it
receives as Training Mode transactions and process them
accordingly. This command line parameter is generally used only
when testing an integration between ICVERIFY and another
application. If you wish to place the GUI into Training Mode, choose
Options from the Edit pull-down menu and then check the Training
M ode check box (this will only affect the substation where Training
Mode was sel ected).
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/P (Loads a Setup File other than ICVERIFY.SET)

This command line parameter can be used to load a setup file other
than the default. This is sometimes useful in testing and multi-
merchant setups. The syntax for this command line parameter is/P
[Set File Name] where [Set File Name] is the name of the set file to
be loaded. To load ICYVMLT32.EXE using ICVEOQOO5.SET enter the
following into the Initialization String field:

/P ICVEOQO05.SET

The /P switch can be used with ICVERIFY .EXE by creating a shortcut
and appending the switch and set file name to the command line in the
same manner as shown above.

Note: When specifying the setup file name, the .SET extension must be
specified or the setup file will not be loaded.

/O[x] (Evaluated Response)

This command line parameter forces the program to use the short,
evaluated response when returning the response from the processing
network. This response typeis required from ICVMLT32.EXE by the
substations in order for a multi-user setup to function properly. The
response type can aso be configured in the setup file by using the
Evaluate Rsp (Y/N/B/L/D/S) field under the M er chant I nfor mation
tab in Advanced Setup. The optiona ‘X’ causes ICVMLT32.EXE to
return the original request on the first line and the short, evaluated
response to the request on the second.

/XX (Debug Mode)

The /XX parameter can be used to force ICVMLT32.EXE into debug
mode. All program activity will be logged to afile called

ICVERIFY .DBG, which will be located in the directory where the
program files have been installed. Thisfile is often used for software
troubleshooting, however, the information it containsisin a highly
technical format.
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Appendix B: Transaction Record Formats

These transaction records provided as a guide for use when importing
transaction data from another application. The formats shown below
are correct for most credit card networks and options. There are a
small number of special options not included. The most common
names are used in this table. The first column isaliteral transaction
typeindicator (C1,C2, ST, etc.). The remaining columns are defined
in appendix C.

Retail Charge Card Authorization Formats

Sale

Cl CMc CMM ACT EXP AMT ZIP  ADD
Void

C2 CMc CMM ACT EXP AMT APV
Credit/Return

C3 CMc CMM ACT EXP AMT

Credit Void

CR CMc CMM ACT EXP AMT APV

Force

C5 CMc CMM ACT EXP AMT APV ZIP ADD
Auth Only

C6 CMc CMM ACT EXP AMT ZIP  ADD

The ZIP & ADD are optional and for record keeping purposesin a Force Sale).

Mail Order Charge Card Authorization Formats

Book

c4 CMc CMM ACT EXP AMT ZIP ADD
Ship

Cco CMc CMM ACT EXP AMT ZIP ADD
Sale

C1 CMc CMM ACT EXP AMT ZIP ADD
Void Sale

Cc2 CMc CMM ACT EXP AMT APV
Credit/Return

C3 CMc CMM ACT EXP AMT

Credit Void

CR CMc CMM ACT EXP AMT APV

Force Sale

C5 CMc CMM ACT EXP AMT APV ZIP ADD
Auth Only

Cc6 CMc CMM ACT EXP AMT ZIP ADD

(ZIP & ADD are optional and for record keeping purposesin aforced sae)
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Appendix C: Field Descriptions
Field Min Max Fied Fied

1D Len Len Type  Description

ABA 9 9 0 ABA Number

ACT 6 19 0 Credit Card Account number

ADD 0 20 1 Address (Optional field)

AMN 0 13 5 Amount of Additional Cash (Cash-back)

AMT 0 13 5 Amount of Purchase

AMt 0 13 5 Total Amount

APV 2 6 1 Approva Code

CKN 2 6 0 Check Number

CHo 3 16 0 Account Number

CH2 2 25 0 Account Number

CMA 10 10 2 Check-in Date (format: MM/DD/YY YY)

CMc 0 32 1 1st Field (Clerk)

CMD 10 10 2 Departure Date (format: MM/DD/YY YY)

CMe 2 2 1 State Code

CME 0 7 5 Additional Charges

CMI 0 6 0 Invoice/folio number

CMM 0 32 1 2nd Field (Comment)

CMN 0 20 1 Customer Name

CmP 1 1 3 Preferred Cardholder (Y/N)?

Cmr 0 13 5 Room Reate

CMS 0 20 1 Server ID

CMT 0 20 1 Ticket ID

DOB 10 10 2 Date of Birth

DLn 4 30 1 Driver's License Number

EDT 10 10 2 Ending Date (format: MM/DD/YY YY)

EXP 3 4 0 Expiration date (YYMM only. May aso hold
card swipe)

HRD 1 1 3 Printer? (Y/N)

MID 0 4 1 Merchant ID

MTD 0 30 1 Message of the Day

NUL 0 0 - Null field (just “")

PIN 16 16 1 Encrypted PIN number as returned from the PIN
PAD

REF 7 8 0 Reference Number

RPS 0 10 4 Report Options

SDT 10 10 2 Starting Date (format: MM/DD/YY YY)

STE 2 2 1 State Code

SUM 1 1 3 Summary? (Y/N/S/D)

SWP 0 38 1 Swiped card information (track 2 only)

TAG 1 1 3 Print receipts? (Y/N)

TIP 0 13 5 Amount of tip

ZIP 5 9 1 ZIP Code (optional field)

Field Types

0 = Numeric 3 = “Y”" or“N”

1 = Alphanumeric 4 = Report Type

2 = Date (MM/DD/YY) 5 = Currency
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Appendix D: Address Verification Result Codes

This list of result codesis provided for use when exporting transaction
datato a database or spreadsheet.

LETTER/CODE DESCRIPTION

A (ADDRESS) Address matches, ZIP does not match

E (EDIT ERROR) (For example, address verification not
not allowed for this transaction)

N (NO) Both address and ZIP do not match

R (RETRY) System unavailable or timeout

U (UNAVAILABLE) Address information is unavailable

W (WHOLE ZIP) Nine-digit ZIP matches, address does
not match

X (EXACT) Address and nine-digit ZIP both match

Y (YES) Address and five-digit ZIP match

Z(ZIP) Five-digit ZIP matches, address does
not match

The information in this appendix was taken from National Data
Corporation’s Electronic Data Capture Technical Specifications,
Release March 1991, Copyright 1987-1991 by National Data
Corporation.
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