Payment Handling
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Payment Handling
Debit/Credit Payments

Are taken through the POS (Point of Sale) machines located at the front desk of the office. Currently we are using the
Clover Flex POS machine.

Process a Payment:
e Wake the machine by double tapping the screen, or hitting the wake button on the left hand side.

Tap the “Quick Access” button. The code is used by the Accounting Department/machine administrator for

maintenance.
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e Tap “Sale”, (or “Phone Sale” if you are doing payment over the phone).
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Payment Handling

e Enter in the total amount of the sale and tap “Charge”.

e Enter in the RO number.
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Payment Handling

e The machine will prompt the customer to tap, swipe, or insert their card.

Insert, tap or swipe

clover.com/privacy

o When the payment is processed correctly it will print once customer receipt.
o Ifit does not print, tap “More Options”, then “Print Merchant Receipt” to print the store copy. Alternatively, you
can also tap “Print Receipt” to get another customer copy.

Payment complete

$1.00

Print receipt More options | Print receipt More options |
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Payment Handling

e Tap “Done” to return to the home page.

o

Payment complete

$1.00

Print receipt More options | |

Reviewing Transactions:
If you need to pull up previous transactions to print a receipt or view details.

e Tap “Transactions”.
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Payment Handling

Tap the transaction you wish to view.

$200.00
H25YKBSKH1EW2
| B:26a.m. $271.59 N
¥ 5023:09.. 03VCRPAISKECS Lot
4:48 p.m. $400.00 Credit Card
il 2023-09.. N6TGQWATGANIC . MC 0687
V3 4:40 p.m. $200.00 w—— Credit Card |
202300, BEFSCXHQTKTHT e \ISA (128
/|
8:31 a.m. $200.00 Debit Card
v i g e
2023-09.. BBOKNS6312V.18 DB 9545
8:29 a.m. $300.00 m— Credit Card
2023-09... WPX6605X0264Y  wemmisd | VISA 6979 11

Debit Card

_ 11:17a... $197.38
DB 3523l

2023-09,. D6RSRJEAPKVZA4

Debit Card
DB 334111

4:32 p.m. $750.00
202309, QHHBYGX3JVMNGE

j IS
| 11:28a... $200.00
12023-09.. ZABN1Q7G3C90Y

i

Tap either “Details” or “Receipts” for further details on the transaction.

'

14,2023 - 10:59:07 am.

Credit Card

VISA 9962
Employee Employee
Transaction # 000013
Device 1D C045UQ32130044
Payment 1D X9J1C3SJ67GC2
e 12345

DETAILS

RECEIPTS
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Payment Handling

To Print the Batch Out Report

The machines are programmed to automatically settle/batch out at the end of each day. Do not settle the machine more

that once per day!

e  From the home page tap “Closeout”.

0

Reporting Customers

=

Calculator

Gallery

Transactions

Closeout

e Select the day you need to print the report for. NOTE: It may take 24 hours for the settlement report to be ready.

$471.59

2 transactions

~ Closed

Sa00.00 Closed

B:34 p.m ransact

813/23 5790'00 Closed
9/6{23 $197.38 Closed
9/5/23 $750.00 Closed
9/1{23 »300.00 ! Closed
3/3?/2? 37‘6030 Closed
5/39{23 $3,120.24 7| ‘Closed
8/29/23 $2,072.74
834 f 7 Closed
34 p.m 3 fransaction

Page | 7



Payment Handling

e Tap “Print Totals Report”.

13-Sep-2023 All devices
8:33:51 p.m

E COUNT TOTAL
| All Card Sales 2 $471.59

Refunds 0 (so0.00) §
Net 2 $471.59

Tax 0 $0.00

Tigs 0 $0.00
Seryer Totals
Employee
TYPE COUNT TOTAL
All Card Sales 2 $471.59
Refunds 0 (50.00)
o 2 $471.59

Print Totals Report

Cheque Payments

Effective July 2023 shop managers will have access to deposit cheques automatically through the National Bank app.
Only shop managers will have logins for this app, and it is managed by our Accounting Department Manager.

e Write “Deposit only” on the back of the cheque in the endorsement box.

e lLoginto the app to deposit. The process will be very similar to how you would personally deposit a cheque via

app.

e Please try and not detach the pay stub from the cheque. Just fold it behind when taking the pictures. The
Accounting Department will need this to enter the deposit in Sage.

Take your time to make sure you type in the right amount being deposited. This is the most important part; just
like with bank deposits we want to ensure that the amount being deposited matches the cheque.

e On the pay stub please write “Deposited, Date you deposited, and your signature.”

e Enter onto the deposit slip as usual and attach the cheques.

e Submit your weekly package as usual.
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Payment Handling

EFT Payment

EFTs (Electronic Funds Transfer) are automatic payments that are deposited directly into our bank accounts. The

following vendors are the most common EFTs you will encounter:

e MPI

e Enterprise Rent-A-Car

o Hertz

e Payments from Head Office

Receiving EFTs:

EFT payments will be sent to the shop email account. These need to be printed and posted into RC promptly and a
deposit book log needs to be created.

SCWESSS CARSTAR ON SASKATCHEWAN

ADVICE NO. 8801876655 BANK DEPCSIT DATE: 08/12/2023

INVOICE MO
DATE NO. DE FACTURE

| CLAIM NO.
MO DE RECLAMATION|

CLAIMANT NAME AMOUNT
MOM OE CLAIMANT MONTANT

134445342-480682
155645342=-01
1E6454342-01
545342-48054
£454342-99

2504452424077
462153342-01
470705342-01
430445342-01
522445342-01
552205342-01
5035342-01
G45342-01
58345342-01
669242-95
GERES242-4TEDSD
F2023 | 993445342-93

|oD70D44553
Q0E3E3I6EIE
D06323I34E3
0063936624
i-]DB;B!]ElD

| 0070059990
| ane7371732
| anEs3s05a3
ORE35123046
QOS5L58460
0069627621

0065473456

PROCTOR, JILL “H0H
TROSKY, SHARON
MEADOWVIEW ACRES LT
TAYLOR, CELESTE <704
ENTERPRISE RENT-A-CRR CANADA
COMEANY 130
RUEL, ALI
MANN, VALERIE
RAYMOND, ZDEHKR
MONTEITH, LISA
DRAWSON, GRAK
FITZGERALD,
| STGERMAIN,

Manitoba Soclité d'assurance
Public Irx dlur

Main Floor

234 Donald Strest

Box 300/C.P 5300
Winnlpeg, MB R3C 444
<. Mp|mb. ca>

CARSTAR ON SASKATCHEWAN
2750 SASKATCHEWAN AVE NUE
WINNIPEG MB R3J 322

Page 1 of 1

ADVICE AMOUNT|
MOMNTANT DU ADVICEL___ +h240.87 |

Payment No: 9901676655

Bank Deposit Date: 08/13/2023
*=34,240.97

CAD

NON-NEGOTIABLE

DIRECT DEPOSIT ADVICE
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Payment Handling

e Open Repair Center and search by claim number.

Searchby: (RO Number

EtMemeiCo mpany Name 700445538 [ Search across all Shops
*) Claim Numb

er
Tip: you may use the asterisk * as a wild flag at the beginning and/or end of your search text.

) Vehicle License

) Opportunity #
) Estimate #

NOTE: Make sure you put * at the end of the claim number to search all claim types.
e This claim number is shown on the EFT. Note: You do not need to include the 00 at the beginning.

|09maf2923 | 134445342-48082 ‘0070044553 |PROCTOR, JrrL 48083 ‘ 859.06 ’

o  Write the RO number on the EFT beside the payment.

|09/06/2023 | 134445342-48082 |0070044553 ‘PROCTOR, JIL ‘ 859.06 ’

e Post the payment as you normally would.
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Payment Handling

Cash Payments
Cash payments are rarely used, and we encourage customers to use alternative payment methods when possible. Due to
the sensitive nature of cash payments they need to be recorded immediately!

e Post the payment into RC.

e Enter the information on the deposit book log immediately.

e Clip the cash together with a sticky note indicating the RO number.

e Place the cash into the bank deposit bag. Note: you can have a single deposit bag for the whole month.
e Place the deposit bag into your petty cash box until it is ready to be sent in.

e Call the bank courier for deposit once you have a balance of $200.00 or it is month end.

Bank Deposits
Bank deposit bags are provided by the Accounting Department. If you are running low, please reach out to them asap for
more. Bank deposits are picked up by a designated bank courier.

v NOM | NAME: " No.DECOMPTE/ACCOUNTNo.
DATE DEPOT/ DEPOSIT'S _ BNC105885588

BANQUE NATIONAL
* NATIONALE BANK

| LIV TIVAREE
BNC106824798

NOM DU CLIENT / ETIQUETTE N* DE COMPTE DEPOT
CUSTOMER NAME / LABEL ACCOUNT No. DEPOSIT

e Bag tab: needs to be kept and attached to the Deposit Book Log, you do not need to fill out the information.
e Customer Name: Name of the shop

e Account No.: Shop’s account number — if you do not know this reach out to the Accounting Department.

e Deposit: Total dollar amount being deposited.
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Payment Handling
Electronic Deposit Slip

Cash deposits need to have an electronic deposit slip completed and sent into the bank. Failure to do so may result in
delays depositing the cash.

CURRENT ACCOUNT CURRENT ACCOUNT
Inter-Access Transit ‘ NATIONAL
l0,5,0,3,.1)| BANK
Account No.
ate Date
| Cheques |1 Amount |
Name,
! [ cesh ][ Dot ]
? X 0 o0
X 10 0
0 0
- X 20 %
g 0 .;
L X 50 00
B 0
s X 100
X 1000 0 o
8 Note Total [> 0.00
9 Coin Total D
Sub-Total
11 D
i Ma:-';:fcaz',q D
14 } Cheques Lrﬂ D 0.00
0.00 Mumbar Item Total 0
o Chequess [»ﬁ:m B0 P 0.00
:I ET DEPOSIT
ek b @+ @+ C 0.00
NATIONAL
BANK

darmsat uaeed by Nosmonad Eark o Corean

e Date: date that the deposit is completed.

e Account No.: Shop’s account number — if you do not know this reach out to the Accounting Department.

e Cheques: number or name on the cheque — something to identify it.

e Amount: dollar amount of each cheque individually.

e Total Number of Cheques: total physical count of cheques being deposited.

e Note: cheques should be electronically deposited moving forward. You should only deposit them this way if
there is an app error.

e Name: Shop’s name.

e (Cash: total physical count of each type of bill.

e Coin Total: total dollar amount of any coins being deposited.

e Number of Items Deposited: total physical count of all cheques, bills, and coins being deposited.

e Signature of Depositor: your signature.

e Once this report is filled out print 2 copies.
e 1 copy goes into the deposit bag with the cash/cheques.
e 1 copy gets attached to the daily deposit book log with the bank bag slip.
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Payment Handling

Posting a Payment into Repair Center
Payments need to be posted into Repair Center in a timely manner to properly track Account Receivable at store level.

Open Repair Center.
Search and open the RO.
Open the “Payments” tab.

| — @
My Hub History Jobs

13 Mazda 3 v =t ""’

RO: 48082

Select who is making the payment.

~

wmey = e

Tasks Labor  Accounting Surveys  Analytics

@Custoy LiEs Post
Mote:
Received |Varey, Tanis | Total Due  1,376.59
Type: | Cash = - Amou
Ref Num: | | Balance D  1.376.59
Grand Tot  1.376.59
i n Send this to
Deductible: 0.00 Dump Account
1 () T e
[TUncollected
Enter the date of the payment.
Who's Paying this Pay () !ISUance (® Customer

Lreat Post

MNote:

,e

Cheque
Debit Card

Credit Card

EFT

Write Off
E-Transfer
Recovery Clearini

|

Receiv: : | Total Due  1.376.59
Type: Cash = - Amou
Ref Num: | | Balance D  1.376.59
Grand Tot ~ 1.376.59
i 0 Send this to
Deductible: 0.00 Dump Account
A ——
[ JUncollected
Enter the type of payment.
Who's Paying this Pay () I'=W'=rce (® Customer

Total Due  1.376.59
- Amou

Balance D 1.376.59

Grand Tot 1.376.59

Deductible: 0.00

E‘.'Edr I Post I

MNote:

DSend this to
Dump Account
] IGH LIS i

[ |Uncollected

Ry

]

Reports Library | 1o0iStare b

Jib Cost
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Payment Handling

e For credit card payments you will need to enter the last 4 digits of the card (as shown on the POS receipt), and
the type of card (Master Card, VISA, Amex, etc).

= nsurdance
il P,

Who's Paying this Pay (

Date| g/14/2023 ]
Received |varey. Tanis

Type: | Credit Card

Card Num

Type:
Expiratio 9/14/2023|=|

e For EFT/chg payments you need to enter the reference number (EFT number or chg number).

— Insurance
il 4 P

Wha's Paying this Pay (

Date| 9/14/2023 v/

Received Tanis

Type: |EFT
Ref Mum:

(&) Customer

Total Due

- Amou
Balance D
Grand Tot

Deductible:

& Customer

Total Due

- Amou

Balance D

Grand Tot

Deductible:

e Enter in the total amount being paid.

— Insurance
il P

Wha's Paying this Pay (

Date| 9/14/2023 |~ |
Received varey, Tanis

Type: |EFT =
Ref Num:

Total Due

Balance D

(& Customer

- Amou

Grand Tot

Deductible:

L] [Rest ]

Note:
1.376.59
1.376.59
1.376.59
Send this to
0.00 Dump Account

1,.376.59

1.376.59
1.376.59

0.00

1000
376.5

1.376.59

1.376.59

LAy uns U

Uncollected

[ G

CESi ] [CPest ]

Note:

Send this to
Dump Account
|y uns wuw

Uncollected

e e

Ciear I_I
Eiald | pOSt

Note:

9

Send this to

0.00 Dump Account

1Ay una v o

Uncollected

|

Note: If there is a discrepancy in the amount being paid you will need to investigate why to ensure the payer was

given a correct invoice.
e Hit “Post”.

e There will now be a record of all payment taken/posted for this RO.

surance

Wha's Paying this Pay (_

I
s

Date| g9/14/2023|+|

Received |varey, Tanis

(#) Customer

Total Due 376.59

Type:| Cash = - Amou
Ref Num Balance D 376.59
Grand Tot 1.376.59
Deductible: 0.00
Date Type Amount  Due Received.. Num ..

9/14/2023 EFT 1000.00

376.59 Varey. Tan..

EL.TE g Post

Note:

Card D..

Insurance
Sub Total $:
Tax §:
GST/HST Ta

Insurance Tot

Send this to
Dump Account
1Ay una su e

Uncollected

Card T. |Check/PO Nu. D W T
Oc N

e |f you have entered the payment incorrectly right click the line an hit “Delete”.
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