VAN APRIVAPAY"

AprivaPay for Android - Quick Reference Guide

This Quick Reference Guide outlines the procedures for performing the most common credit transactions
on the AprivaPay system. To access AprivaPay, you must enter the PIN you created during the AprivaPay
activation process. If you do no know your PIN, contact Customer Care at (866)-277-4828.

Transaction Prompts

AprivaPay displays specific screen prompts based on whether the customer’s card is present or not present
during a credit transaction.

/\ APRIVA
Credit Sale

If the customer’s card is present during the transaction, you are required
to enter the customer’s Zip Code, in addition to the account number,
expiration date, and transaction amount.

= If the card is not present, you are required to enter
Credit sale the customer’s Zip Code, address number, and Card

Verification Value (CVV), in addition to the account

number, expiration date, and transaction amount. You

can bypass the CVV if:

--Select One--

Not Provided

value Ilegible @ e The CVV is not provided
Not Present ' * The CVV is not legible
* The CVV is not present

Note: The customer’s card is defined as present for all transaction demonstrated in this guide.

Signature Capture

|8} Gl @ 1:09mm

Upon completing a transaction, AprivaPay prompts for your customer’s
signature.

Have your customer sign the on-screen signature line, and then tap Submit.
Note: This prompt can be bypassed by tapping Submit without a signature.
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Transaction Receipts

[¢]s] M @ 1:10em

Host Response: Hard Coded Success
AVS Response: Zip Match
Type: Sale

Term ;0063 AprivaPay allows you to e-mail receipts to your customers. When the
Merch ID: 987897855555 . . 1
transaction receipt appears on screen, you can enter your customer’s
po—— e-mail address at the bottom and send the receipt.

Amount: $2.50

Total: $2.50
ThankYou You can also send the receipt to multiple e-mail addresses by inserting a
— comma between the addresses.

Note: Separate multiple emails with a comma

Send Receipt

Credit Sale

Use the Credit Sale function to obtain authorization or decline of the credit card sale transaction. To pro-
cess a credit sale, follow these steps:

1. On the Home screen, tap Credit Sale.

2. Enter the customer’'s Account Number, Expiration, and Amount, and then tap Next.

3. Enter your customer’s zip code in the AVS Zip box, and then tap Next.

4. Have your customer sign for the transaction, and then tap Submit.

5. In the E-mail Receipt box, enter the customer's e-mail address, and then tap Send Receipt.

[v]&] T @ 1:22m [v]&] T @ 1:23m [v]&] T @ 1:23m [v]&] T @ 1:24m
/\ APRIVA /\ APRIVA Menu /\ APRIVA Menu /\ APRIVA Wenu

z
g
3
3 3 Credit Sale Credit Sale 3
@ Credit Sale Actount Namber Exp (mmiyy) AVsZip £
4444333322221111 09 /410 85251 §-
Refund > I &
‘Amount E Merch ID: 987897855555
i > 325 [ Next 2 stan: 2
More Options concel - 5 card ypesvisa
Card Present? 3 Accoun #1111
@No (g Yes 2 Auth ID: 3462207819
; \ Amount: $3.25

Thank You

Email Recelpt

customer@home.com

Note: Separate muliple emails with a comma

Use the Refund function to credit a cardholder’s account by following these
steps.

1. On the Home screen, tap Refund.

2. Enter the customer’s Account Number, Expiration, and Amount, and then tap Next.

3. Have your customer sign for the transaction, and then tap Submit.

4. In the Email Receipt box, enter the customer’'s e-mail address, and then tap Send Receipt.

[v]&] Tl @ 1:26m [v]&] T @ 1:27m z [v]&] T @ 1:27m
/A APRIVA /A APRIVA i /A APRIVA
® —
) 3 Credit Refund g
@ Credit Sale Account Number Exp (mmiyy) £ 9/17/2010 1:27:10 PM
sz Jos U0 El Host Response: Success
Refund > e Type: Refund
Amount g Term 1D: 0003
7 5 TS A Merch ID: 957397855555
More Options. H stan: 3
GGy E Card Type: Visa
@M @Ys g Account #: 1171
y \ Amount: $2.50
Thank You
Emal Receipt
customer@home.com
Note: separate multple emais vith a comma
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Use the Adjust function to modify the sale amount of a previously approved transaction. To adjust a
transaction, follow these steps:

1. On the Home screen, tap More Options.

2. Tap Adjust.

3. Select the Last Four of the transaction to modify.

4. In the Base box, enter the new total, and then tap Next.

5. In the Email Receipt box, enter the customer’'s e-mail address, and then tap Send Receipt.

[]6] @ 1:20m [¢]s] @ 1:290m
A APRIVA enu A APRIVA
E e o E Sl 3 Credit Adjust Credit Adjust Details
e hade Refund ASUREEE0] 911712010 1:08:21 PM
; Type: sale
Refund > Refund > CBOOOOEOCN
Ssale Amount: 3.25 =
c Type: sae Adjust
More Options > @ Adjust > Last4: 1111 st Last Four: 1111
sale Amount: 2.50 Amount: [2.75 Card Type: Visa
j . stam: 1
(2 Authorization Only ¥ i Tosl 5230 ool VO
Total:$2.75
T R e
Thank You
Post Authorization >
Settlement >
2 void >
Clear Batch >

Authorization Only

Use the Authorization Only function to process credit card authorization without storing the transaction
in the batch. An Authorization Only transaction does not "post” to the batch until you complete a Post
Authorization transaction. To authorize only, follow these steps:

1. On the Home screen, tap More Options, and then tap Auth Only.

2. Enter the customer’'s Account Number, Expiration, and Amount, and then tap Next.
3. Enter the customer’s AVS Zip, and then tap Next.

4. Have your customer sign for the transaction, and then tap Submit.

5. In the Email Receipt box, enter the customer’s e-mail address, and then tap Send Receipt.
[]6] 5 ) @ 1:330m []6] i ) @ 1:34om []6] ) @ 1:340m — &

=
g
/A APRIVA /A APRIVA ; /A APRIVA
5 Credit Authorization Credit Authorization g
@ Credit Sale v Account Number Exp (mmiyy) £
Read & 4444333322221 00 /|10 ;
a3 g
Amount g Merch ID: 987897855555
0% Adjust > 515 2 B
Ifi‘] Authorization Only v @N @Y 8 Auth ID: 3462208495
. Amount: $5.15
Voice Authorization > o o515
= Thank You
Post Authorization >
Settiement >
9 void >
Clear Batch >

Post Authorization

Use the Post Authorization function to convert an Authorization Only transaction to a Sale transaction by
following these steps:

1. On the Home screen, tap More Options, and then tap Post Auth.

2. Tap to select the Last four of the transaction to post.

3. Tap Next.
4. In the Email Receipt box, enter the customer's e-mail address, and then tap Send Receipt.
[¢]e] 0 B @ 1:380m
A APRIVA e A APRIVA
Credit Post Auth Credit Post Auth Details
(T3 Credit Sale >
AR Tl ar2010 13455 o

Refund > LSRRI f KA A AN iy otz

Merch 10:DROID
{1 Adjust > stan: 4 1111

card Type vis uth10: 2462208495

Account : 1111 Amount 5515
(D) Autnorzation Oy > it

Amount; 5515
Voice Authorization > Total 5515 Thankou
Post Authorization > e e

.

Settiement >
2 void >
Clear Batch > PAG E 3




Voice Authorization

Use the Voice Authorization function to save a transaction to the open batch by following these steps:

1. On the Home screen, tap More Options, and then tap Voice Auth.

2. Enter the customer’s Account Number, Expiration, and Amount, and then tap Next.

3. Enter Auth ID, and then tap Next.

4. Enter AVS Zip, and then tap Next to process the transaction.

5. Have your customer sign for the transaction, and then tap Submit.

6. In the Email Receipt box, enter the customer’s e-mail address, and then tap Send Receipt.

[+]s] B @ 1:400m [+]s] D@ 1:41m [+]s] D@ 1:41m [+]s] )@ 1:420m = [+]s] @ 1:42m
/\ APRIVA /\ APRIVA s /\ APRIVA s /\ APRIVA L & /A APRIVA L
5 5 Credit Offline Sale Credit Offline Sale Credit Offline Sale 9/17/2010 1:42:05 PM
@ Credit Sale Account Number Exp (mmyy) AuthID AVSZip
i o z 4043333222211 09 /|10 3568567 [as251
Amount.
23 Ads = e e
Card Present? Account. ar m
Authorization Only B @M @Y Auth ID: 3568567
‘ Amount: $6.00
Voo Auorzaon > e
= Y Thank You
Post Authorization %
Email Receipt
@ Settlement > customer@home.com
o , Y T—
] T
@ Clear Batch > §
2

Void
Use the Void function to delete a credit card transaction approved within the same processing batch but
not settled with the processor. To void a transaction, follow these steps:

1. On the Home screen, tap More Options, and then tap Void.
2. Tap to select the Last 4 of the transaction to void.

3. Tap Next.
4. In the Email Receipt box, enter the customer’'s e-mail address, and then tap Send Receipt.
[+]s] B @ 1:380m
/A APRIVA /A APRIVA /A APRIVA
Void Void Details
(T Credit Sale > FOV VSV
Offline sale
Refund > NS
Offline sale Amount: 515
@ Adjust > Last4: 1111
Refund Amount: 2.50
Authorization Only > e o 208455 e
b AR 2 Amount: $5.15
@ Voice Authorization > RN O N NN NN Total: $5.15 Thank You
Adjust Amount: 275
e — — .. ]
Settlement >
2 void >
{3 ClearBatch >

Settlement

Use the Settlement function to close an open batch for settlement of funds by following these steps:

1. On the Home screen, tap More Options, and then tap Settlement.
2. Tap Settle Batch.

[+]s] D)@ 1:380m [a] ¢]s] D)@ 1:47om [a] ¢]s] D)@ 1:47om
/\ APRIVA /\ APRIVA ey /\ APRIVA Wiena
Batch Settlement Batch Settlement
Gooemse > OO 5
ATl Automatic Response
Refund v Credit Sales: 3 @ $12.00
Credit Refunds: 1@ 5250
B8 Adhs , . e
 View
Authorization Only >
@ Voice Authorization >
Post Authorization >
Settlement >
9 void >
{Z% Clear Batch >

Need Help? Contact Customer Care:
(866)-277-4828
customercare@apriva.com PAG E 4



