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SWIFTWIRE™ Registration
After you have installed SwiftWire the following screen will appear:

" 5 Your Machine ID =X

Your Machine D is "GENERATING..."
The Machine ID is specific to the computer that Swiftwire is installed on.
Write it down.

You will need it to provide it on the registration form appearing as the last
page of the Swiftwire banual included with your installation.

Print and complete the farm and fax it to (810) 966-4766.

Cloze

The Machine ID is specific to the computer that SwiftWire was installed on. Y ou will
need to provide it on the registration form appearing as the last page of this manual. Print
and complete the form and fax it to (810) 966-4766.

Y ou will then be e-mailed information required to complete your registration. The e-mail
will contain the Serial Number and Registration Code for your copy of SwiftWire.

The e-mail will also have afile attached that needs to be run. Right click on the attached
fileand choose * Save As . Direct the file to be saved to the following location:
C:\Program Files\Online-Access\Swiftwire2.

If the file emailed to you istagged *.exe, run the program either using the ‘Run’ feature
in the * Start’ menu or through Windows Explorer.

If the file emailed to you is tagged *.rename, you checked the option to rename the
executable file on the Registration Fax. You will need to rename it first. Locate the file
through Windows Explorer, right click on it and choose ‘ Rename' . Carefully highlight
the file extension and replace it with ‘exe’. It should now read * SwiftWireRegInfo.exe'.
Y ou can now usethe ‘run’ feature to run the program as described above.

Thiswill finish the registration process. This manual will walk you through setting up
both SwiftWire and SuccessWare21 to manage and process your monthly billing.
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SWIFTWIRE™ Softwar e Requirements

You must use SuccessWare21 version 1.4.2 or higher.

You must have a financial arrangement with a payment service provider and
payment processing softwar ethat is supported by that service provider in
order to process payments.

Typically, you will require one provider for credit card payments and another for
ACH (bank draft) payments.

ICVerify can be used with SwiftWire for credit card payments. More information
on this software is available on the Internet at www.icverify.com. Refer to
Appendix C for ICVerify data output & field order.

The Easy-Pay™ Payment Processing Service can be used to handle bank draft
payments and/or credit card payments (see below). It eliminates the need to
purchase additional software, making it avery convenient solution.

Although the investment is greater initially, over the long run, using ICVerify for
credit card processing and Easy-Pay for Bank Drafts (ACH) is probably the best
choice asit allows you to take advantage of more competitive rates for credit card
processors.

IMPORTANT! SuccessWare21 must be contacted and a new Activation code
obtained before SwiftWire can be set up. Call them at (716) 565-2338 and let
them know that you need to activate SuccessWare21 to function with SwiftWire.

Easy-Pay Payment Processing Service

EasyPay is an optional dual financial payment processing service that allows you to
easily process credit card payments and ACH bank drafts without the need for credit card
terminals or additional software. It may also be used as a standal one service for non-
agreement bank drafts (debits and credits) or credit card payments.

For more information on Easy-Pay, contact Magic Wrighter at 1-800-782-8161 and ask
for Customer Service. Tell them you are a SwiftWire user interested in Easy-Pay.
Required forms and additional documentation are available at Online-Access’ web site
www.online-access.com under the SwiftWire product pages.

Easy-Pay Agreements should be sent to the following address. A letter should be
included indicating you are a SwiftWire user requesting set-up for Easy-Pay.

Magic Wrighter, Inc.

Attn: Customer Service
703 Three Mile Road N.W.
Grand Rapids, M1 49341
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I ntroduction to SWIFTWIRE™

Most credit card software now provides for the creation of batches so payment data can
be entered one time and processed monthly. It is a big improvement over entering the
credit card number each month to process a payment. Some ACH software allows users
to do the same thing.

But, inevitably, what is saved in entry time is offset in coordinating the accounting
information between SuccessWare21 and the financial software payment batches.
Depending on the amount of monthly billing, one person may be needed to keep track of
billings within the SW21 Agreement module, and another to update the batchesin the
financial software. Then, before processing the payment data, both sides would need to
be reconciled with the other so that accounting and payment data match. Having an ACH
transaction come back NSF or a credit transaction declined creates further difficulty.

Additionally, once a monthly payment batch is changed in the financial software, the
‘audit trail’ showing ‘who’ was charged ‘how much’ and ‘when’ islost. This information
is needed when reconciling to the bank for deposits and also when presented with
‘NSF's’ or ‘declines’. Asaresult, not just double, but triple entry is required just to keep
proper track of the entire process.

The only solution to this logistical nightmare is to somehow grab the payment transaction
data prepared in SW21 and be able to import it into the financial software. But that alone
is not enough. Controls are also needed to bring order to the process so that it can be
easily managed and to provide an audit trail of the transaction history.

SwiftWire was developed to bridge this gap and meet these needs. It is more than just a
way to process monthly pay agreements from SW21. It is a method that makes the
process manageable.

SwiftWireisn't complicated. Don’t be put off by the size of this documentation. In order
to make sure that the process is understood, it has been put together as a procedure
manual. Not only is the software process explained, but the accounting procedures have
also been outlined, including where notations should be made for audit trails. Also, a
step-by-step implementation procedure has been included.

As with any manageabl e accounting procedure, SwiftWire is systematic and requires that
information be entered into the SW21 Agreement module in a certain way. Following the
instructionsin this manual carefully will maximize the time and energy savings
SwiftWireis designed to provide.
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Setting Up SWIFTWIRE™

When you start SwiftWire, the first screen you see is the Welcome Screen.

2 Swiftwire - 2.1.2.83 )= %)

Welcome to Swiftwire w2

This application is meant to be used in conjuction with Successware21 w1.4.2 or higher.
Please contact Successware if your version is older.

Check For

Settings Uipeklize

(o]

Click on the Settings button in the lower left corner to set up SwiftwWire. The first screen
isAgent Setup.

Z2 Swiftwire Settings E]@]
Agent Setup l Auto Updater ] Reaistration ] Services ] Logaing ]
Successware2] Server Properties

Server Address: | [IP addresz or server's network name)
Server Port #: 2142 [ Connect to ASE?

Successware?2] Agent Properties

Agent Mame: Swiftwire

Agent Passward: |

Company 10:

[ Register Agent w/Successware2]

Successware2] User Properties

Usernane: |

Pazsword: |

Company #:
Test Connection [ Valid Connection Settings: False

L

Cancel Apply

Agent Setup

In order for SwiftWire to communicate with SuccessWare21 securely, SwiftWire needs
to beregistered as an ‘agent’ with SW21 to access the information contained in SW21.
SW21 needs to be told to expect inquiries from SwiftWire and to respond. SwiftWire
needs to be told where the SuccessWare21 information is and what password to use. In
order to accomplish this, the following steps need to be followed in the sequence
described below.
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1. Input the following information -

Server Address: Input the server’ s network name or the | P address.
ASP customers input the following address: swapi.successware21.com

Server Port #: Use 2142, the default, unless you have a conflict with another
program that uses the same port. ASP customers must check “Connect to ASP”.

You may need to consult your system administrator for the server address & port.
Agent Name: Thisisaways* SwiftWire”. (Thisfield is not editable)
Agent Password: Any password that you choose to use.

Company ID: The company ID is on the activation screen in SuccessWare21.

2. Pressthe ‘Register Agent w/SuccessWare21’ button. If the address and port # are
correct, SwiftWire will attempt to access your SW21 data. SuccessWare21 will register
the attempt by loading the Agent Name in the Agent Manager (in SW21). At this point,
the Agent Setup processin SwiftWireis suspended until the Agent Name registration is
completed in SuccessWare21.

3. Open the SuccessWar e21 Agent Manager .
(Setup>UtilitiessAdministrative Tools>Agent Manager)

{3—‘ General
Customer Service | @ T
SuccessWare~ Puchasing || s
_ Q Faprall | @ Employes Manager
Version 1.4.2 (build 8) Necwiniing | @ Géne'[c_"l Ledge["'
Marketing | b F".a_l,!roll
Wensaee | m Refersnce Libra.r._l.,l
teliviial | B work Station
| Setup | 25 Utiities

¥ B (GENERAL UTILITIES...) (OB | @ duickstae |

[MAINTENANCE TOOLS...)
|| | &ctiveation

Check Memos
Client R

Fieset Keps
Update Help Files

Rurn Uity ‘ F] Ciose ‘
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4. Verify that SwiftWire

was gl ven the r Ight Customer Service @ s
. . @ Company
address. If Swiftwire SuccessWare~ Puchasig &
Wwas g|Ven the correct i Payroll @ Emplayes tanager
address and port number HEpRE Gl 2 k) S @ GensralLodger
and the previous steps R - TJE3 | Makeing © Papol
were followed, you [BENERAL DTILITIES ) T Ml Feference Library
should seethe Agent s o B |
ou %e e . gen Coz:gﬁ G[."eLaEhDar?DfAccounts Setup ] Utites
Name * Swiftwire il @ ks |
logged in the Agent Hpdate 2oneLobrs (0 Rgent Manager o B=X]
M an el as ears | n ] Agent Mame ]Agent Pazsword ]Timeout [hemm:3s] |Time Registered ] |
. . P iettro 01:00:00 E/25/2003 2:28:47 PM
ag app 5 .
thisfigure. [ Switwire 01:00:00 £/25/2003 2:36:50 PM -
a ]
]
]Is Enabled ]Eompan}l D iEompany Mame ]
[ ~ 1001 Mew Company, Inc,
Connections... Save: | Eancel; | [| Cloge ‘
5. Click on the 5
iy G |
Agent Name Customer Service @ EenEfa
. . -, ampary
SwiftWire'. Ifthe gy ccessWare™ Fuchasng ® s
password is not -
= Fayroll @ Emploves Manager
present! enterthe Yersion 1.4.2 (build &) = T —
paSSNOI‘d Used in A_cu::ogr?_t!ng_ @ General Ledg!er
| ; = | | - R Paproll
St 1 above. In 278 LS Marketing B .
h-ep leth [GENERAL ITILITIES. e UMl Referencs Libary
this example the i Managet BRI | B \werk Station
|
password Convert G/L Chart Of Accounts Setup | 2] Uiies
‘ SNOFI| | neaccess Reset G/ Active Date =
Update Tax Cod ick 5
o S -1 p—— T .
as been u . FIC ¥ Agent Manager ===
yOUI‘ own paSSNOFd Agent Mame ].-’-‘«gent Passwaord ]Timeout [h:rm:ss) |Tirne Reaistered ] El
as thl S |S for the | [Metto 071:00:00 B/ 25/ 2003 2:28:47 P |
Securi ty Of your _:E Swiftwire swonlineaccess 01:00:00 B/25/2003 2:38:50 P ‘
data.
il
__ I+ Enabled iCompan_l,J 5] iEompan_l,l Mame J
B True 1007 Mew Compary, Inc,
6. Click on the
company that you
areenablingin the
|Ower SCreen and Connections. .. «f Save | ¥ Cancel | [| Cloze ‘

changethefield ‘Is
Enabled’ to True.

When you click on it adropdown menu will appear that allows you to enableit.
Notethe‘Company ID’ number which isthe*Company # asked for in Step 8.
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At this point, SwiftWire has been registered as an agent. Now to complete the process,
users must be granted rights to use the SwiftWire agent. Thisis accomplished as follows:

7. 1n SuccessWare21 go to Setup>Users and identify the usersto be granted access.
Click ‘Groups', find the group you wish to give accessto, then click the ‘Logon’ tab.
Click the edit button and place a check in the * Allow login viathe following third party

agents' list. Save and close.

8. Next return to the SwiftWire Agent Setup screen and fill in therest of the
information in the “ SuccessWare User Properties” section:

Enter a Username for someone who was granted accessin step 7

Enter the User’'s Password

Enter the Company number (from previous page)
9. Click ‘Test Connection’. A *Success' message should bereturned.

Auto Updater

If you check this box, you will be
prompted to enter how often to
automatically check for updates. The
frequency is based upon the number
of times that SwiftWire is started.

Y ou can also manually check for
updates by clicking the Check for
Updates button in the lower left of
the SwiftWire Welcome screen.

An active connection to the Internet
isrequired to update SwiftWire.

Z2 Swiftwire Settings
tgent Setyp  Auto Updater ] Hegistrat\on] Services] Logging]

v Automatically check for updates

Check for updates every |5 3| timefs] Swiftwire is startzd.

(59][m] ¥

Cancel Apply

=2

2 Swiftwire Settings

=JOkd

Agent Setup] Auto pdater  Registiation ] Serwcas] Logging]

Ity Machine [D: | 533634307

Serial #; |673-141350

Registration Code: [4DB3-EFE5-685F FBEA,

Registration Status: alid Code

Your Company Registration Informati

Marmne: |
Address 1: |
Address 2: |
City: |
State: '_ Zip Code: ’—
Phone Mumber 1: ,7 Phane Number 2:
Fax Mumber: '7

Contact Email Address: |
Company 'eh Site: |

Thiz information is provided far pou after registering, if there is an errar please contact Online-Access.

Registration

The Machine ID is provided automatically
when you install SwiftWire.

The Serial Number and Registration Code
will be returned to you in an email
attachment when you fax in your registration
form. After installing the attachment, this
information will be filled in automatically.

The company information is provided after
you register your copy of SwiftWire.

A registration form is available at the back
of this manual.

Ok

Cancel

- Apply |
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Services

Depending on the services you will use for financial processing, indicate the following
under the Services tab in SwiftWire. (The example below shows option b).

a) If you areusing Easy-Pay for credit cardsand bank drafts, mark the Easy-Pay

check box only.

b) If you are using Easy-Pay for bank draftsonly and ICVerify for credit cards,

mark all three check boxes.

c) If you are processing credit cardsonly using | CVerify, mark the ICVerify check box

and leave the other two boxes blank.

22 Swiftwire Settings

B9[]

By default, the datafiles

Agent Setup] Auta Updater] Fiegistration Services l Logging]

Which Electronic Funds Transfer Service will you be using?

-“Program Files\Online-dccesshamiftmire24 Cverifyt E\-"erify_Currentﬂ

=

Archive Directony: |E:\F‘rogram Files'Online-Accesshawiftwire2\ CWenifpharchive’,

v EasyPay [Credit Cards and/or ACH)
v Usze EasyPay for ACH Only

Company Account Mumber: |'|234
Routing Kumber: |1234
Federal ID Number: |1234

ACH File: |E:\Program Filez\Online-Acceszsswiftwire2AE azpPayhE asyPay_Eurreﬂ
ACH Archive Directory: |C:\Plogram Files\Orline-Accessswiftwire24E asyPayirchive’ J]

generated by SwiftWire
are saved to the location
which appearsin the ‘ Data
File' field under ICVerify,
and/or the*ACH File
field under Easy-Pay. To
savethe datato a different
output destination, locate
it using the file browser
which appears at the end
of each field.

SwiftWire also copiesall
data generated to archives
at the locations indicated.

Cancel Apply

=S

|

L ogging

The Logging feature is strictly atechnical
support tool. Do not adjust the settings in
thiswindow unless directed to by our
technical support staff.

&2 Swiftwire Settings E]@
ster | Registration | Services  Logging
Send Logs & Settings
to Online-Access
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Data Entry Conventions Required in SuccessWare2l

In order for SwiftWire to interface with the SW21 Agreement module to process monthly
payments, some data entry conventions must be followed.

Data Entry Convention 1: The Billing Date
The most important convention has to do with the billing date:

1) Agreements of the same type of payment method are put in Batches for
processing by assigning them to certain days of the month. This allows separation
of Agreements paid by VISA payments vs. American Express paymentsvs. ACH
(Checking Debits), etc. Thisis done without consideration of Agreement type.

2) Batches (of payment types) are grouped into Processing Groups to allow for
more actual processing dates from which to choose. In the example below,
processing is done every 10 days: the 5th, the 15th, and the 25th of the month.

By doing this, it is easier to control and manage the monthly payment process. For
example, if you are using Easy-Pay for your credit cards:

Processing Group 1 (to be processed the 4th of the month)
Batch Payment M ethod Billing Date Assigned upon input
Easy-Pay Bank Draft (EpayBD) — the 4th of the month
Easy-Pay Credit Card (EpayCC) — the 5th of the month

Processing Group 2 (to be processed the 14th of the month)
Easy-Pay Bank Draft (EpayBD) — the 14th of the month
Easy-Pay Credit Card (EpayCC) — the 15th of the month

Processing Group 3 (to be processed at the 24th of the month)
Easy-Pay Bank Draft (EpayBD) — the 24th of the month
Easy-Pay Credit Card (EpayCC) — the 25th of the month

Alternatively, if you were using ICVerify to process Credit Card payments:

Processing Group 1 (to be processed the 4th of the month)
Batch Payment Method Billing Date Assigned upon input

Easy-Pay Bank Draft — the 4th of the month
American Express — the 5th of the month
Discover —the 6th of the month
VISA/MasterCard — the 7th of the month
Processing Group 2 (to be processed the 14th of the month)
Easy-Pay Bank Draft — the 14th of the month
American Express — the 15th of the month
Discover — the 16th of the month
VISA/MasterCard — the 17th of the month
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Processing Group 3 (to be processed at the 24th of the month)

Easy-Pay Bank Draft — the 24th of the month
American Express — the 25th of the month
Discover — the 26th of the month
VISA/MasterCard — the 27th of the month

Distinction between Credit Card typesis helpful in the SW21 deposit processing
of the batch payments which are reconciled to your bank statements and credit
card company statements. American Express hasits own statement and shows
separately on your bank statement. Discover shows separately on your credit card
vendor statement and your bank statement.

The billing date assigned does not mean that you need to process that particular
batch of Agreements on that date, although you can. Rather, it isaway to
distinguish Agreements of differing payment methods within SW21.

In the example above, there are 4 batches per processing group. Each batch is
processed separately.

In the example above, the dates used are arbitrary. Also, instead of setting up 3
Processing Groups, you may choose only 1 or 2 groups.

The reason for multiple processing groupsis so you can begin processing
payments for an Agreement sooner. If there is only one day of the month that
payments are processed on, then an Agreement sold the next day won’t be billed
for amonth when payments are next processed. By having processing groups
approximately every 10 days, the billing processis accel erated.

1 Agreements are put into the next available batch based on when they are sold.

Therefore, an Agreement sold on the 16th that is being paid by aVISA would go
in Processing Group 3; etc. Because it isaVISA payment, it is assigned to the
27th of the month.

In the above example, VISA & MasterCard are entered in the same batch (day of
month) because the credit card processor lumps VISA & MasterCard payments
together on their monthly statements. Discover and American Express both come
on separate statements. If your processor separates VISA payments from
MasterCard payments, separate them and alocate a different date for each Group.

Do not use the 29th, 30th, or 31st for billing dates as these days are not available
in all months. Instead, |eave these dates open for exception processing of invoices
where a credit card is declined. See the section on ‘Handling NSF payments &
Declines'.
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Data Entry Convention 2: The Payment I nformation

Credit card information requires no special conventions. Enter the Card Number, Card
Name and Expiration Date into the SW21 Agreement fields provided.

ACH information is alittle more involved. For starters, you need to perform alittle set-up
procedure that lets you ‘trick’ SW21 into letting you input the data that you need into the
Credit Card Number and Credit Card Name fields. Thisis because the SW21 Agreement
form does not provide the fields that are needed to enter the datafor ACH transactions.

Thetrickisthis: Inthe SW21 reference [ 5
Iibrary, you need to set up the Payment Customer Accounts Reference

Method ‘EpayBD’ (Bank Draft) asa

‘Credit Card’ Payment Type. By doing et P Ml

this, when you choose ‘EpayBD’ asthe AUTOPSY  Check

payment type on the Agreement form it corkDefl,(etCad :

lets you input information into the Credit Check (Check %

Card Number and Credit Card Name . i

feids. e [ ] Do |
In the Credit Card Number field you will w

put the Bank Routing number. In the GF SHARP _(oheok X

Credit Card Name field you will input the MasterCad | CrediCard X

checking or savings account number. The podeas  Rone 2

Credit Card Expiration field isleft blank. = P :

(See ‘ Setting up the Agreements for
SwiftWire Processing’)

For Easy-Pay payment processing, you must set up an additional payment method to
process credit cards using Easy-Pay, also with the Payment Type of ‘ CreditCard’ entered
as ‘' EpayCC .

When setting up payments in an Agreement to be processed by Easy-Pay use these codes:
EpayBD = Easy-Pay Bank Draft
EpayCC = Easy-Pay Credit Card

Copyright © 2005 All rights reserved. Version 060705 11
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Setting Up Agreementsin SuccessWare2l for SWIFTWIRE™ Processing

1. Changeor Add the‘EpayCC’ and ‘EpayBD’ Payment Method option.
(See Data Entry Convention #2 — * The Payment Information’ page 11).

2. Establish your billing processing groups and batches.
(See Data Entry Convention #1 — * The Billing Date’ page 9).

a) Get the paperwork for your Agreementsin order. Assign each Monthly Pay
Agreement to the appropriate Batch asit isreceived so that it will be input
correctly.

b) A good practice for an audit trail isto record the Location ID (L:), Billing ID (B:),
Agreement Number (A:) & Batch (Day of Month) (D:) and the initials (with Date)
of the person entering (E:) it on each Agreement where it is easily seen:

L: 1234 / B: 15234 / A 400010 / D. 26th / E 9/23/01 drs

Alternatively (if the Location and Billing ID are the same):
LB: 1234 / A 400010 / D. 26th / E 9/23/01 drs

If you have been previously processing monthly pay agreements, edit each oneto
align with the Data Entry Conventions previously described.

3. Assign your Agreementsto Batches.

a) Open up the ‘Billings Due' screen in the Agreement Manager. Put adate rangein
the *billings due (from/thru)’ fields that will bring all Agreementsto the screen:
from 1/1/1950 thru 1/1/2100. In the Agreement type field select the perpetual
agreement type to review and edit. Click *Apply’.

A Agresment Manager

e B
0 S R I R
illirgs due [from:thi). ? Agreement bupe Years Visits Jeft _Agf?éﬁﬂent no.

14141950 IW‘I /2100

lﬁgree Mo IT._upe IFErm‘I End D ate ITntaI Price: |B|II Freql Bill &t Ih‘ Ch Gold Manthly Pay Club Gaold
| | | | | | | Ch Plat Monthly Pay Club Platinurm
Chd Silw tonthly Pap Club Silver
CustCareB0 'ED day Customer Care Club
CustCareCd Cqstqrﬁer Care Club
Cv Gold Ppd Annually Club Gold
Y Plat Ppd Annually Club Platinum
Y Silv Ppd Annually Silver 1
ESa Energy Savings Agreement
ESh/auto Monthly Pap ES8
ESA/NST ES&4 Anstallation
PSa Flumbing Service Agreement
SwiPlusC Service Pluz Clg
SwePlusH Service Plus Htg
UsSa Ultimate 5 avings Agreement
|
KA 2
| 4

Next, sort the Agreements in such away to make it easy to review against your
paperwork such as by the Last Name field*.

1 To sort afield in agrid, point to the grid column heading that you want to sort by and left-click. To
reverse the sort order, left-click again.
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b) Review each Agreement and make the appropriate changes. For each Agreement
review (1) the Next Billing Date field and then (2) individually review each
Agreement for the payment information.

1) To change the Next Billing Date, while highlighting the record to edit, click the

A Agleemenl Manager [_ O] %]
CREATE DATE| START DA SALE DATE [IMERTEERINS{PER INVDIE \ = ]
m ﬂﬂlil d B

B]]Iirjgs'.due.ﬂpm?thw]\ Agieemet, _Qpej,_ “ears Wisits |8t &greement no.
TAASED (17172100 [EM GOLD :J =l =
daeelo [Tope |Tem|End Date [TotalPrice [Eill Freq]Bill&mt [Nest Biling | Complted| Ren] et Tim|East Mame [«]
| {40038 |CMGold | Perpe $0.00 Morthly| $19.95 10412401 3 P BATES
| 400036 |CM Gold | Pere $0.00 Monthly $19.95 10.15/01 9 2 AMSTUTZ
| [#00026  |CMGold  Perpe | $0.00 Monthly $19.95 10/12/01 B | % | ALEXANDER
| |400008  |CMGold | Perpe | $0.00 Monthly | $19.95 10/12/01 3 ® | CAMPBELL
| 400146 M Gold F‘erpe $0.00 Monthly $1s 95 10/15/01 9 P PEMN
4 Perce | $0.00) : Operi agresment Eriter i
| |ao0469 M Gold Ferpe $0.00 Monthly_ $19.95 10¢ : :
| 400472 CM Gold | Perpe $0.00 Monthly: $19.95 10, Cieate perindic invaices
| [400452 M Gold |Perpe | $0.00 Monthly| $39.95 10/
| |400454  |CMGold  Perme $0.00 Monthly . $19.95 10+ :
|_|400479  |CM Gold | Perpe | $0.00 Manthly $19.35 102 Bapag
|| 400451 CM Gold | Perpe | $0.00 Manthly: $19.95 104 Mé,ge_tiﬁ'g List
400455 |CM Gold | Perpe $0.00 Monthly| $19.95 10+
1 T P T > o BuildBenenale
400457 |CMGold | Perpe $0.00 Monthly . $19.95 10/
: 400435 CMGold | Perpe $0.00 Monthly. $19.95 10+ P"”’FP"EW"” =
[ |400840  |CM Gold |Perpe | $000 Montly $18.35 10+ 7 C :
| 400560 |CMGold | Perpe $0.00 Morthly| $1995 10/ 0 ol .
'_‘J_! Open 3 .I_l
| Close: Esc L 2
iew 3
Filters: 3

right mouse button to bring up the sub-menu.
Select ‘Modify Next Billing Date'.

A’ Agresment Manages

1t | EHE 7P feufu 2]
Billings due (fromi/thi) Agreement bipe ears thsie:ft Agresment no.
17471850 [17172100 iCM GOLD _"_:1
— ! ———trd fafe [TolalPrice [BilFrea]Bil it [Fest Biling |EompJetedIHenI.&ctvITrmILast Mame [=]
Heplng el $0.00 Manthly| $19.95 10412401 9 " BATES '
| [400036  cMGold | Perpe $0.00 Maonthly | $19.95 104501 g P AMSTUTZ
[ |4oo0ze  |om Perpe _ $0.00 Monthly| $13.95 10/12/01 B | X | ALEXANDER
| |400008 M GHd |Perpe [ $0.00 Monthly, $19.95 10/12/01 3 | ® | |CAMPBELL
[Jaoot4e [cMEdd |Pepe $0.00 Monthly $19.35 10/15/01 g P PENN
[B|400282  [CM GOl | Perpe | $0.00  Manthly| $19.95 101207 3 x| |H&RRIS
| |400453  |CMGold |Perpe _ $0.00 Monthly| $19.95 10/14/01 3 [ ®] [civme
| |400472  CM Gold} | Perpe | $0.00 Monthly, $13.35 10/415/01 3] [ %] [walKER
| |400452 M God | Perpe $0.00 Monthly  $39.95 10/15/01 g P BETRLS
| |400454 M God $0.00 Monthly| $19.95 1045407 3 % | [HANTONM
| |400473 M Gold $0.00 Monthly| $19.95 10/12/01 3| | % | |DRIFTMEYER
| |400481 M Gold $0.00 Monthly | $13.35 10412/01 3 P GLYSHAMW
| |400455  |CM Gold $0.00 Monthly | $12.95 10/12/01 3 x| BAL
| |400457  CMGold $0.00 Manthly| $19.95 10715/07 g ¥ W/ITHUN
| |400435 M God $0.00 Morthly| $19.95 1012401 8| [ x| [scHULTHEISS
| |400840 M God $0.00 Manthly, $19.95 10/25/01 RS BUHAGIAR
| |400ss0 M God | $0.00 Monthly | $19.95 10/12/01 9 | ® | |SANCHEZ _
oL o
J 4 4

An Edit Field will pop-up in the top-left hand corner of the grid. Input the date for
the batch that you will begin processing on and press‘ENTER'.
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SwiftWirefor Monthly Pay Agreements

2) Next, double-click on the Agreement being reviewed to bring up the
Agreement Form. Edit and correct the Credit Card Information Fields for the
appropriate information based on whether it is a Credit Card payment or an

ACH Bank Draft:

Credit Card (EPayCC)

Bank Draft / ACH (EPayBD) |

Credit Card Number

Credit Card Number

Routing No. ‘

Credit Card Name

Credit Card Name

Bank Account Number

Expiration Date

Expiration Date

(leave blank)

To enter aCredit Card Number with aCVvVv/CVC use a dash between the
two. Exanpl e: 1111222233334444-123

To useaSavings Account instead of a Checking Account when doing a
Bank Draft placea‘s’ in front of the Bank Account Number.
Exanpl e: s123456789

Note: By default SnviftWiretreats bank account number s as a checking account.

This Agreement illustrates an Easy-Pay Bank Draft (EpayBD) Agreement drawn
on a checking account:

& Agreements: SOUIRES, DANIEL !ﬂ !3
Jys=iiect 1 {40307 g [ o] s foszavacen .-
1 : - 2001 CM Gold |Perpet
i [ouso | feben| 2 Sl 23007 yrre Casey  |Ferpat v
]Mant!&er\-ﬂa .A F= I Eri I E
T T | oee fEsa L[ 753 EEE J N SR
Pl bk e Lragit Tare i1 Hame = ]
({ePavED :||52?1 23456789 |281140001139 Mia  |Ea TM|MHQ lsﬂ,am =
. - AME  GFASD GUVAD7IANAD  OO0T1SH0Z5 |
: ; (REx? [ UseBesewe? fvs  Arcond AECIcAs 0101212472 “‘II
L I e Epgmumc BILLING :J | AhA . ACeven CEATRFDE D104134704 ...'.I
|“7 JFEMAMILASOND || v v
nﬂ-} ......
R g e il e s e e |
s [ >
: PIFTLE H 2
Jot= ZFiEny Bill Amourt L!
[t | 0 $11) | $1995 Wier Blere =
ey | |
ot l 1} | :': 1 e -l:.]
Eeatinieor] Maict Vet | SU0E70, (| i | J
Savefs Tenplatn | ! | il | wiSave | Miinde | [[| T I

Note also the Start Date of 9/24/2001. This assigns the Agreement to the ACH
Batch on the 24th of each month in Processing Group #3. Other than the payment
method section and the Start Date, everything else on the Agreement is entered as
normal. Note: you cannot change the start/billing date after the Agreement has
been saved and posted from the Agreement form. You change it as shown on page
13 of thismanual.
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If the payment method iswrong,

and the Agreement cannot be N Mo P
edited, you can still edit the S

payment method. This is done e

from the Agreement form. Open T

the Agreement that you wish to .2

edit and click the right mouse e g i

button and choose ‘ Edit Payment el

Method'. ;Den - »

Close: Esc

This opens up an Edit field to make the appropriate changes:

> Agrecments: DAVIS, GARY

Haien # l4]_J2,D,3‘-.4—' - I ;I “oie [pE720200

Tipe [eosTeemEDD | v [ 2 S [0EAI7A0T

Caivers M:I N I_ End I— b

e W:I TNt I_ Fljet: IW;”EZ Sales W:J Teeh IWTII
= e i Il PSS 1)

1400914 ESAANST Fived |02/21/2001 v.I

Pt M ethod -

G 2F Papment Method == E
15 o0

Fament Wethnd Cradit Eard # Card'Mams Evpiation

Ex I = i -

- [ ]Visa Il 14405500033?1?881 Gary Davis |1 212003
Haid |5 Soree

q’s_ays | x Caricel i

Frequenmy F :

Ghail Erate |DE’}28.<'2EID'I H Pavments l_

PTUC 5 )
PTUE ¥ 2 I

’vrt;i_tlyne..lJ [F [Mla [l 2 [a [s 0N ]oEstis] <]
b

Total Depogit - Detened/Heserve Bl fmout :J
Mai I I $0.00 | G I #13.55 ik Pl ates =
Selics | [ $0.00 | sy | $0.00
Tetal | 50.00) | $0.00 ] $13.95 =
Bralatice an oot i fhaint, Wealae st i Tash Code I i!
Saveds Template | Make Benewsl | Mew Adreement | v Edit | it e | F6 lnte | Bl Cios=. |
| 7

Save the record after making the necessary changes. Close the Agreement form.

4. Repeat step 3for each additional Agreement type that you have established asa
monthly pay agreement type. Do not be concerned about mixing agreement typesin
the batches. The only consideration for grouping agreements in payment batchesis
that the Payment Type be the same.

5. Edit or re-enter any Agreementsthat arenot set up as perpetual, periodic
payment agreements as per the SuccessWare21 conventions. Note: oncean
Agreement has been activated, it cannot be edited except for payment method. It
would have to be terminated and a new Agreement entered for any other corrections.

Add any new Agreementsto the existing Batches as per the conventions outlined.

7. If necessary, enter any changesin Payment Method of Agreement. If acustomer
changes the Payment Method of an Agreement — for instance, from aVISA card to an
ACH Bank Draft —the Next Billing Date also needs to be changed to put the
Agreement in the appropriate Batch. The next time the old Batch is run the

Copyright © 2005 All rights reserved. Version 060705 15
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Reconciliation Report generated by SwiftwWire will show a‘Change From:” and the
new Batch will show a‘Change To:’ for the Agreement.

In the meantime, note the changes on the Manual Reconciliation report (see following
page). These changes should be entered on both the new and previous month’s
manual reports as an addition and a deletion, respectively.

8. When monthly batches ar e processed through SwiftWire, a Reconciliation
Report will be generated for comparison to the Manual Reconciliation report
helping you to correct any discrepancies before payment is processed.

Copyright © 2005 All rights reserved. Version 060705 16
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The SWIFTWIRE™ Process Flow

Agreement Processing

Successware21l
Agreements

Swiftwire

Successware21
Invoices

Swiftwire

Successware21
Invoices

4
N

Agreement information
is filled in:

Creditcard Name
Creditcard Number
Expiration dates

In Swiftwire choose
“Build Report” and

Agreements are
assigned to batches
based off of your
billing dates.

choose your billing
date.

Does the report
have any
errors?

Create Invoices

In Swiftwire choose
“Export Data” and

| choose your billing

date.

Mark Invoices Paid

\ 4

Process your data
file.

Post successful

invoices.
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SwiftWirefor Monthly Pay Agreements

SWIFTWIRE™ Reconciliation Report

The Reconciliation Report is the primary management tool. Its purposeisto reconcile the
changes in the batch total from one month to the next, allowing you to catch and correct
any errors before the final processing of abatch. The itemsto be reconciled are the
additions, the deletions, the changes ‘to’, and the changes * from’:

@ Additions —any new agreements added since the batch was last processed. Any
additionsincrease the total number of agreementsin the batch and the total
amount of the batch.

@ Dedetions — any agreements that were in the batch the last time that it was
processed that were subsequently cancelled and therefore should not be in the
batch the next timeit is processed. Any deletions decrease the total number of
agreementsin the batch and the total amount of the batch.

@ Changes‘to’ —an agreement that was in a different batch in the prior month that
has been transferred to the batch being reconciled. An example of thiswould be
the customer changing the billing from aVISA card to an Epay Bank Draft. Any
‘Changesto’ increase the total number of agreements in the batch and the total
amount of the batch.

@ Changes‘from’ —an agreement that wasin the batch being reconciled in the
prior month that has been transferred to a different batch. Any * Changes from’
decrease the total number of agreements in the batch and the total amount of the
batch.

There are two types of Reconciliation Reports used:

@ TheManual Reconciliation Report (Monthly Agreement Billing Process
Checklist) of each batch that is kept as alog of the changes that occur between
processing. Appendix D contains a copy of the manual reconciliation report. This
document is also included as a separate PDF file with the installation package.

@ The Agreement Reconciliation Summary generated by SwiftWire that analyzes
the changes in the batch that have occurred since the batch was last processed.

The manual report is kept by the person responsible for updating Agreementsin SW21.
In the upper right hand box, the beginning balance (the total of the batch the last time it
was processed?) should be noted. Each time there is achange in the status of the batch,
the basic information is logged on the manual reconciliation report.

When it istime to process the batch again, the changes are summarized. The various
increases and decreases and the total are input in the spaces provided on the report. The
previous month’stotal is combined with the various increases and decreases to the batch
to determine what the new batch should be.

After the manual report has been tabulated, the SwiftWire reconciliation report is
generated. The SwiftWire report is compared with the manual report to verify that the

2 \When abatch is created, the beginning balance is $0.00. Every agreement in the total the first time the
batch is processed is considered an addition.
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Agreements have been properly added or updated in SW21. Any discrepancies should be
analyzed and corrected.

A sample of the SwiftWire Agreement Reconciliation Summary isincluded on the next
page. A summary appears at the top. Line 1 * Process Date Cumulative Tota’ isthe total
amount of the agreementsto be billed in the Batch. Line 2 isthe ‘ Previous Month’s
Tota’ for the Batch. The next four lines account for any difference from the previous
month’s total s to the current month as described at the beginning of this section.

The detail section breaks out the detail of the various differences. Thisis followed by the
unchanged detail — the records that are in the current Batch as well as the previous month.

A completed sample of the Manual Reconciliation Report:

Manual Reconciliation Report (['/;‘ -0 Manual Reconciliation Report 2 5 a0
Monthiy-Apresmert Billing Provess Chieckhst Wt e Monthly Agreement Billing Process Checklist Batch Date
Agreement Type: /Mty (s (Poately | ) A D Name Amount _Invoice _Date resolved Notes (additions at below)
__AcH [ I (irda yprs Y E Siven b
R . @‘ Hebom (roles 21155 gilver
Initials ___Date Total Deposited:| /(7 |4./35-25]
i Lo G-lo from to —/e.00
MadeInvoices | /Al | 9-/0] 307077[309193 ¥2,/25.25
Applied Pmts. | G120 Additions:
Made Report nte| 9-10 Deletions
Processed Pmt | plue | G-/0 Next Month's Totals:
Adj NSF/Declines See back for next month's additions/deletions.
Posted e | G-10
Made Deposit RAM | /10 RefiD  |_930¥ | inputinindex

Please note any unpaid (declined or NSF ACH) invoices:

Name Amount Invoice  Date Resolved Notes

Honrecar — stpoclid. (Ladlen Dot ) 75 SPFFEI9S ocf
. 2 .

[ublytre

Holltnavwaf A

Stsndar Chirps Aonhoa K fo 5/3 LParke # 072405155
W)son g

sy lon's $5Xe:
7

F= Jone Swakon —far Sept only adjus)fo 2195 Shepas
Alpealy paict #1022 (Infrty 25 +-Avg. 45)

Front Back
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A sample of the Agreement Reconciliation Summary generated by SwiftWire:

Bgrespant Reconcilation Summary forr 1071252001 to LO412/2001
Eupv:i??t E_EDDL _ﬁ;l rights raserved,

Frocaais Date Cumezlatlve Total: 22:15%9.15 fac 117 agresmentas
Egquals:! Frevicus Month'as Totals £2,125.25 (/1272001
Hinu#a: Terminated Agoesments Tofal: .00 for 0 agreementa
Plusg Hew Agoeements Total: 523.90 for 2 agreamants
Plusg Change "To* Total: S0, 00
HMinua: Changa 'From®! Total: Sp.00
Haw Agreamanta Ratall ====——sc s e e ———— »
CRALER HELEN b s 463010 EaeZ £11.05 1a/12/70L
EVANE LTHDA Rl £ AFZ000 10a47 11.405 10/12 /501
Total: 523.90
Bemaining (Bnchanged) - Agreament Datail —————=r=====—s===¥
ARDLEE G&RAY Rorz 409149 HES4 219.85 10412501
AIFMAH HIKE Rorz ADIGET 3491 £149.05 10712761
RLEXANDER DEBIRAH Agr: A00DZ6 10427 219.05 10512500
BALL FALFH REgr: 400455 2570 19.05 10712701
BAES WILLIS Pgr: 40l4Z8 1729 19,905 10512501
BATES HARGARET Rgrs A0OD36E BOET £19.05 10712701
BAIMAN EUGERE Pejes dDLl&TE 5357 539,495 ias12 01
BODEAMT JOHKW Pz 402220 El38 £319.058 1a/12 /0%
BRARAHY BILL Rgr: AR2220 24l 513 195 10712701
BRCE> CEAIG Rgr: JA02EZ0 LaTz F11.495% 10412403
BURHS RICEY hgr=: QDI1IO03 q%14 £11.95 107127501
BYIHGTON MIKE Rgr: 403809 I3IFE £11.585 1012501
CAMPBELL ROBEET Agr: A4CDRDOE F1T0 519,85 104127500
CAFFS DOROTHY ABgr: ADZT44 EOST £11.495 101200
CARPO FRED RAgr:  A40LEDS THE0 ¥13.95 10,12 /700
CLOES JCEEFR Agr: A0ZZ34 101 &6 $39.45 10412 701
COCKING JOHK B qEZTAE 2280 19.05 10/12 01
COLLTHE ORVILLE Agrs ADBZEZE TEAR #11_95 18/12701
OAFT SHIALEY Agr: ABZZZ5 5033 S21_1954 10/12701
ORLTON SCOTT Rgr: dA32097 3311 511-93% 10/18401
DEATER BOR Rgrz d028THE 2303 519.95 10/12/01
ODREAREE DhaWIN Rgr:z: 401755 1187 5159.85 EQSTI2001
DRIFTHEYZR GRETCHEN  Rgr: 400499 E545 319,495 10412501
FALK LADCHNA Rorr 4UI66E TEET 411.385 1012501
FEMHER DEZBEIE Agr: A7 28TT 206 211.95 16512401
FLAKAGAN JRNET Agr: AD1EERS 15351 grE.3a5 gs12001
EOMWELTL.. KIMEERLY Rgr: Q01078 IALG Gl 45 14/12 001
FRANCAVILLA REHEE Bgr: 402742 3558 Sl1.495 ios12 0001
FREASTER HABRLEY Pgr: d027ES 2560 f19._39% Inf12401
FREEEMAH-UBINALE WECTO Rgr- 4491628 BE4Z 511-95 10/12491
GRELE ALLEMN Agr:  A0ETOS F134 411.95 1071201
GIMELE HEAREN hgry 401G6ES B07TH 213.495 las02.01
GENTHER CLAREHCE Agr: 401478 A7T54 511.495 o a2001
CTECHE AHN Rgr: 432101 10457 Sl1._95 1e/12/91
CIORDANDT ANNA Rgr: §02T0HE 11566 G3L_ad 1Los12/91
CLY3HRE BILL Rgr: 400481 24 51%.9% 1002501
FEIODMEN EDWERD Agr: LA2ETZT 3346 513,95 10/02501
GHARIWSEY SUZANHE B Agrr 402813 J154 513,95 1G/52/501
EWIS0ALA MAXIVE Agr: 492865 1847 513.95 1012501
HATGHT FRED hgr: 402781 15496 813.95 10712701
HALL DOHNHA Agr: L02E1S - 213.95 1012501

In the Agreement Detail section the field order is: Customer Name, Agreement Number,
Location ID, Amount Billed and the Batch Date.
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If during processing there are any ‘ problem’ Agreements or discrepancies, these should
also be noted on the Manual Reconciliation Report. Expired credit cards or NSF (non-
sufficient funds) ACH Bank Drafts would be examples of problems or discrepancies.

These items must be handled before that batch is considered ‘ closed' .

Once the Reconciliation Reports agree, the batch should be processed. The
Reconciliation Report serves a second purpose as a checklist of the processing steps. The
person processing the batch should initial each step of the procedure and make the
required notations so that no part of the processis overlooked.

IMPORTANT: Do all reconciliation work prior to creating periodic invoicesfor the
Agreements. Oncetheinvoices have been created in SW21, the Reconciliation
Report in SwiftWireisno longer available for the Batch being processed.
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Using SWIFTWIRE to Process a Monthly Batch

Note: Aseach task iscompleted, initial and date it on the checklist contained on the
Manual Reconciliation Report, which is then attached to the front of the reconciliation
and deposit reports upon conclusion of processing before filing.

IMPORTANT: All reconciliation reports from SwiftWire must be done before
creating invoices from billings due.

Select the SwiftWireicon from your desktop. A Welcome screen will appear. At the
bottom of the screen select ‘Next'.

22 Swiftwire - 2.1.2.83 ==X

Welcome to Swiftwire v2.

This application is meant to be used in conjuction with Successware21 w14 .2 ar higher.
Flease contact Successwiare if your version is older.

Check For

Setlings Updates

(o]

Building the SwiftWire Reconciliation Report

Click ‘Build Report’ to generate the reconciliation report.

22 Swiftwire - 2.1.2.83 =)[=1%

Swiftwire has two main steps:

1. Building the Agreement Report - "Build Report” button.

Generally Step 1 is done first, it exists so that you can verify what is going to be billed. After building the
report and viewing/printing it double check the repart with your records to make sure everything rmatches up
correctly. At this point the first step of Swiftwire will be done and you can exit Swiftwire.

2. Export Payment Data - "Export Data™ button.

After creating the invoices needed for your agreements, in Successware21, step 2 of Swiftwire begins, This
step will generate a billing file that can be imported into a credit card and/or ACH billing software. The billing
file contains all of the invoices that were just made for your agreements, thereby saving you the time of
manual entry into the billing software.

Build
Report

Export
Data

=
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Input the date to process. Press Next.

2 Swiftwire - 2.1.2.83 ==
Date of Biling Repart: [06/17/2002 15

Ml qune, 2002 [
Sun Mon Tueiwed Thu Fri Sat
1

2 2 4 5 &6 7 8

9 10 11 12 13 14 15
165 17 18 19 20 21 22
23 24 25 26 27 28 20
=20

SwiftWire then connects with SuccessWare21 and gathers the necessary information for
the reconciliation report. It may take a minute to connect with SuccessWare21. The

‘progress bar’ across the top indicates the progress. A summary of resultsis returned to
the screen. Click OK.

22 Swiftwire - 2.1.2.83 =]
Building Report

Information

Process Date Cumulative Total: £1,027.95 for 112 agreements

R Equals: Previous Month's Total: $1,178.00 (05/17/2002)

Minus: Terminated Agreements Total: $164.00 for 18 agreements
Plus: New agreements Total: $13.95 for 1 agreements

Plus: Change 'To' Total: $0.00

Plus: Change From' Total: $0.00

X Swiftwire - 2.1.2.83 HEE
Building Report

Done!

Remember to view andfor print the report to double check your data.

MEAEE
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After the report is built, you may choose to view the report (shown below) or to print it.

If the report does not turn out as expected when compared to your manual reconciliation
reports from this month and last, you can exit viewing the report and correct whatever
information is necessary before returning to this step. It is easier to make corrections
before invoicing than to make adjustments later. Be sureto print a report for an audit
trail before you leave this section.

ﬂ Report.txt - Notepad =] E3
Fil=e  Edit Search Help
| Agreement Reconcilation Summary for: 11/12/2083 to 11/12/20883 o
Process Date Cumulative Total: $3,432 .85 for 242 agreements
Equals: Previous Month's Total: $3,468.70 (18/12/720883)
Minus: Terminated Agreements Total: $35.85 for 3 agreements
Plus: Hew Agreements Total: $8.00 for O agreements
Plus: Change "To' Total: $@.08
Plus: Change ‘From' Total: $0.00
Terminated Agreement Details --------—---—-—————- *
PEART - ROLLER LEAHH Del: 484693 13418 $11.95  11/12/2003
MORHINGSTAR RICHARD Del: L4B4733 3724 $11.95 11/12/2003
FAULDS DICK Del: LB4EG63 32a $11.95 11/12/20083
Total: $a3c.8c
Remaining {Unchanged) Agreement Details --—--------—--—- o *®
MUSIL ART Agr: 408283 2099 $29.95 11/12/2003
ALEXANDER DEBORAH Agr: 4O88zé 10427 $19.95 11/12/2003
SANCHEZ JIM Agr: LB@568 3894 $19.95 11/12/2003
TUFHELL TIH Agr: LBesae7 o848 $11.95  11/12/2003
JACK TRAVIS Agr:  4Bes4y 8904 $19.95 11/12/2003
HORTH PAT Agr: 408587 6937 $29.95 11/12/2003
MORTON FRAMK Agr: LB@S8Y 198 $19.95  11/12/2003
BASS WILLIS Agr:  LO1428 1729 $19.95  11/12/2003
] A

After printing the report, SwiftWire reminds you to choose ‘ Export Payment Datal after
restarting SwiftWire. Y ou perform this step only after the invoices are processed in
SuccessWare21.

IMPORTANT: If any corrections are made, repeat the
above stepsto print a corrected report
befor e processing the invoicesin
SuccessWare?1.
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Processing I nvoicesin SuccessWar e?21
After any needed corrections are made and a‘ clean copy’ of the report is printed, open
the SW21 Agreement Manager and select ‘ Billings Due’ .

1) Input the date of the batch to process. The same date should be in both the * from’
and the‘thru’ fields. Leave the other criteria blank.

"A Agreement Manager
END DATE ALE DATE [CIMMGTERISFEF: INVODICES]

Bilings due [fromdthru] Aareerment tvpe  Years Visitz left  Agreement no.
5/25/2001 [9/25/2001 | B = =

Agree No |T_l,lpe |Term|End Date |Tota\ Frice |B\II Freql Bill &t |Ne><t Eilling |Eompleted| FlenlActvI Trml Last Mame |L|
| |402802 CH Silv  Perpe $0.00 | Monthly | $11.959/26/01 1 # ARMSTRONG
| |402973 CH Silv  Perpe $0.00 Monthly| $11.95 3/25/0 0 * EOYD
| |401802 CH Gold | Perpe $0.00 Monthly|  $19.95 3/25/0 3 I Eradbury
> Pepg | $0.00[Monthl| I I
| |40n008 CM Gold |Perpe $0.00 Monthly | $19.95 3/25/01 7 X COSTELLO
| [402611 CustCarel| Perpe $0.00 Monthly | $13.95 9/25/01 2 X DEE
| [402955 CM Sily  |Perpe $0.00 Monthly | $11.95 9/25/01 1) X DONOWARN
| [402586 CM Gold | Perpe $0.00 Monthly | $19.95 9/26/01 2 X Ermnst
| |401232 CH Gold | Perpe $0.00 | Monthly | $19.95 9/26/01 7 # FELTH&MN |
| 402974 CH Silv  Perpe $0.00 Monthly $9.95 9/25/M 1] k4 Hermann
| |402084 CH Silv  Perpe $0.00 Monthly| $11.95 3/25/M 3 * kLAMMER
| |401708 C Silv  Perpe $0.00 Monthly| $11.95) 3/25/M 4 I LARSON
| |401532 CM Silv  |Perpe $0.00 Monthly | $11.95 3/25/01 5 x| X MAGBANLL
|_[40z2004 CM Silv  |Perpe $0.00 Monthly | $9.95 9/25/01 3 X MAJESKE
| [4017s7 CM Sily  |Perpe $0.00 Monthly | $11.95 9/25/01 4 X Melntyre
| [4011393 CM Sily  |Perpe $0.00 Monthly | $11.95 9/26/01 Flow | X MEREDITH
| |402971 CH Silv  Perpe $0.00 | Monthly| $11.95)9/26/01 0 # MOSS
K| ;l_l
\ Y

2) Press'ENTER’ toview records. Click on thelast name column heading to sort.
Thisisimportant because it will create invoices and payments in alphabetical order.

3) Right click the mouse while pointing in the Agreement box and select ‘Create
periodicinvoices . Edit any Agreements for which invoices were not created.
Usually thisis because the Agreement was not ‘ committed’ . Create invoices for these
records either as a batch or individually from the Agreement form.

iy Agreement Manager

EMD DATE SALE DATE |BILLINGS DUE]E
Irveoice date [from.thiu) Agreement type  Years Wisits [eft Adreement no
[r1a/2001 [ar5/2001 [ [

Balance |Pay Method|AccountMumber

|_|beck 03/13/2001 $000 Master Car | 5291071656157219 | John Balhoff *
| [beck 03/15/2001 $10.00 $0.00 Master Car | 5437010581074052 | Todd Bieszczard 112002 % |BIES
| [beck 03/15/2001 $10.00 $0.00 Master Car | 5490993934048135  Jean Boswell 122001 X | BOS
|| beck 03/13/2001 $10.00 $0.00 Viza 4433405000008254  Ralph Ceglarek 11 2002 = |CEG
|_|beck 03/13/2001 $10.00 $000 Master Car | 5474974000452559 | Randal E Clark BE|2002 <  Clark
| [beck 03/15/2001 $10.00 $0.00 Master Car | 5466410000638012  Rick Foulon £ 2002 X (FOU
| [beck 03/15/2001 $10.00 $0.00 Master Car | 5422867610136803  Don McCulloch 42003 X MCC
|| beck 03/13/2001 $5.00 $0.00 Master Car | 5437030608735182  Bemnard Osterlland | 102002 X DST_I
|_|beck 03/13/2001 $12.00 $0.00 Viza 4606375990188408  Elizabeth Richter 42003 = RICE
| [beck 03/15/2001 $10.00 $0.00 Visa 4305721602454888 | Doyle Rossow 92001 X ROS
| [beck 03/15/2001 $22.00 $0.00 Visa 4E7B053137971042  Aileen Selick 42002 X SELI
|| beck 03/13/2001 $10.00 $0.00 Viza 4605375392614187  David Truiett 52003 = (TRU
| |beck 03/13/2001 $10.00 $0.00 Viza 4417124392485832 Jazon VanHacke B 2004 = VAN
I LIJ
|14 records in view. i
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4) Right click the mouse while pointing in the Agreement box. Select * Apply
Paymentsto all invoices. DO NOT POST INVOICESAT THISTIME!
After this step, the operation is suspended in SW21 until it is verified that all
payments were received. At this point, close the Agreement Manager and log off of
SW21.

Export Payment Data using SwiftWire

Restart SwiftWire. Choose ‘ Export Data and input the date of invoicesto be processed.

22 Swiftwire - 2.1.2.83 )[=1] %

Swiftwire has two main steps:

1. Building the Agreement Report - “Build Report” button.

Generally Step 1 is done first, it exists so that you can verify what is going to be billed. After building the
report and wiewing/printing it double check the report with your records to make sure everything matches up
correctly. At this point the first step of Swiftwire will be done and you can exit Swiftwire.

2. Export Payment Data - "Export Data™ button.

After creating the invoices needed far your agreements, in Successware21, step 2 of Swiftwire begins. This
step will generate a billing file that can be imported into & credit card andfor ACH billing software. The billing
file contains all of the invoices that were just made for your agreernents, thereby saving you the tirme of
manual entry into the billing software.

; Build Export
l ek FReport Data
22 Swiftwire - 2.1.2.83 )[=] X%

Date of Invoice: 0641742002 15
“ld e, 2002 L]
Sun Mon Tuebwed Thu Fri Sat
1
2 3 4 5 6 7 &8
9 10 11 12 13 14 15

15 17 18 19 20 21 22
23 24 23 26 27 28 28
30

Press ‘Next’ to create the payment processing datafile.
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22 Swiftwire - 2.1.2.83

)

Creating payment data output file for processing.

EasyPay data file successfully created.

E it

Back HMext

After the data processing file is created, click Next.

2 Swiftwire - 2.1.2.83

B0[=]X

Finished! Thank you for using Swiftware.

You'll need ta use either ICVerify andfor EasyPay to process your billing.
Please process EasyPay file:
D:\projectsisuccessware'swiftwire\EasyP ay\EasyPay_Current.txt

SwiftWire indicates which data files were created and where they are located.

5) If thereisaproblem with the datafile, the above steps can be repeated as needed
aslong asit isdone befor e proceeding beyond Step 11 below.

6) Processthepaymentsin theappropriate financial software. Follow the
procedures of your financial software to import the data generated by SwiftWire.

7) Noteany declinesor NSF ACH payments on back of Manual Reconciliation

Report. Compare the credit card settlement report with the reconciliation report and

make necessary adjustmentsin SuccessWare2l. Refer to the next section on
‘Handling NSF Payments & Declines' for the way to handle to these within

SuccessWare21 before posting.

Copyright © 2005 All rights reserved. Version 060705
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8) POSTING. Logon to SuccessWar e21 and open up the Agreement Manager to
the ‘per invoices screen using the same date parameter sfrom above. Right click
the mouse while pointing in the agreement box and select ‘post all invoices'.

9) Processthe Deposit ASAP. The batch will be returned after the deposit for filing.

10) Follow up on any unsuccessful charges or ACH debits. Also follow up on any
agreements that were incorrectly entered or that were moved to adifferent date.

11) Attach copies of the SwiftWire Reconciliation Report to the Manual
Reconciliation Report, along with a copy of the Deposit report for filing.

12) During the next month, make notes about additionsor deletionsto the batch in
the space provided on the M onthly Agreement Billing Process Checklist. This
will facilitate processing next month. Do not total the additions or deletions until
processing for the following month is begun.

»

© © N o O

A Review of the SwiftWire Procedur e

In SWIFTWIRE: Aninitial Reconciliation Report is generated.

If needed - In SW21: Any corrections (additions, deletions, and ‘ moves' between
batches) are performed.

If needed — In SWIFTWIRE: afinal Reconciliation Report is generated.

In SW21: Aninvoice for the next billing dueis created and then apayment is
applied to the invoice for each Agreement in a Batch. The Invoiceis still un-

posted.
In SWIFTWIRE: A datafile for the Batch is generated.

In the Financial Software: The datais imported and processed.
In SW21: Any Credit Card declines are handled.

In SW21: The invoices are posted.

In SW21: The payments are deposited.

10. In SW21: Any NSF ACH Bank Draft payments are handled.
11. In SW21.: Post processing — any unpaid Agreements are dealt with.
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Handling NSF ACH Payments & Credit Card Declines

When using SwiftWire, Credit Card payment declines are immediately known, but thisis
not necessarily the case with ACH payments. Just asit can take afew days after depositing
acheck to learn that it was NSF (non-sufficient funds), the same can be true for ACH Bank
Drafts. Therefore, credit card and ACH payment failures are handled differently.

Handling Declined Credit Cardswhere payment failureisimmediately known:

From the ‘ Per Invoices' screen of the SW21 Agreement Manager, for any agreements
where the payments failed, mark the Invoice record as unpaid. Next double-click on the
record to retrieve the individual invoice. Edit the invoice and change the invoice date to a
different date®. Close the record. Repeat the process for all failed payments.

At this point, the remaining invoices to post should equal the actual payment total. To
prove this, print an invoice report as follows: Open the Report Gallery. Select AR
Invoices > Invoice List and set the following parameters:

a) Input the same ‘from/thru’ dates as the Batch being processed.

b) Check the ‘Include Invoice Detail’ box.

¢) For ‘Posting Status' check the * Only Unposted Invoices' box.

d) For ‘Adjustment Status' check the *Only Invoices not Being Adjusted’ box.
e) For ‘Adjusted Status' check the * Only Unadjusted Invoices box.

f) Sort by Invoice Number.

g) Create and print the report.

Thetotal on the report should match the successful payments.

2F Invoice List |- [Ofx]
+ Invoice Date Hange
From Diate: Thiu Date

T @j [a728m1 @j

Job Tupe | :J Billing Acct I
Job Clazz | _,J Loeation |0 I
Sales Person I .Il Inelude Invoice Detail v
i l— _J Include Invaice ltems i
epartment.
i i Ihelude Only Balances > 0.00 N

~Poisting Status WoidedStatu
Al Invoices £ Allnvoices
" Orly Posted Invoicas " Orly Voided Invoices
{* Onlp Unposted lnvoices  Onlp Non-voided lnvoices
—Adjustment Status——————— | - Completed Statu
O Slllnwaices Al Jobs
£ Only Irvenices being Adjusted " DOrly Completed Jobs
* Only Inyoices not being &djusted " Onlp Uncompleted Jobs
A diusted Staty———————— Job End - Dtz Rangs
 Alllrwoices
It i @ il
: — l—
Sort by
G l"lnvoice #"
Group by
| @' [| Close. |

3 Put the invoice on one of the ‘reserved’ days of the month 29th, 30th, or 31st. Thisisolates and highlights
the problem Agreements for later review. See the section on * Accounting for Failed Payments'.
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Now the remaining (successful) invoice records can be posted as a batch. The Payment
records created equal the actual payments received and they can all be deposited.

On the Manual Reconciliation report, make a note of the declined payment and adjust the
final total of the batch. The unpaid invoices need to be followed up separately based upon
company policy regarding contacting customers when their credit card does not process.

If the card can be re-processed or the customer gives you a new card number :
1) Process the payment by hand” for the current month’ sinvoice.

2) Assuming the payment processes successfully, use the Agreement Manager to
locate theinvoice using the ‘ Per Invoices screen by using the date that the
Invoice was moved to when it was declined.

3) Opentheinvoiceto edit it. Change the date back to the original batch date. Mark
it paid and post the invoice.

4) Edit the Agreement Payment Method and input the new Card Information. The
Agreement will be ready for processing the following month using SwiftWire.

5) Mark the notation that was made on the Manual Reconciliation Report for the
declined payment as successfully processed.

If the payment cannot be obtained from the customer:
1) Locatetheinvoice per Step 2 above.
2) Voidtheinvoice.
3) Terminate the Agreement.
4) Note the deleted Agreement on the Manual Reconciliation Report.

Handling NSF ACH Bank Draftswhere payment failureisnot immediately known
and the invoice and payment record was previousy posted and deposited:

Do not reverse the invoice and the payment. Instead, follow the procedure described in
Appendix A: How to handle Returned Payments using SW21. Make sure that the
problem is resolved before the Batch it came from is processed again. If it cannot be
resolved, either terminate the Agreement or change the Next Billing Date of the
Agreement to one of the ‘reserved’ days of the month — the 29th, 30th, or 31st — until it
can be resolved.

“ It issimpler to process an individual record by hand rather than going through the steps required by
SWIFTWIRE to export asingle record and then import it into the financial software for processing. It can
be doneif the invoice to be processed is a one on the date to be processed, however it may take longer.

The efficiency gained with SWIFTWIRE isin the processing of large numbers of payment recordsin a
batch, where the data is entered once and processed many times.
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Appendix A: Handling Retur ned Paymentsin SuccessWar e21
(NSF Checks, Closed Account, Refused ACH Debits, etc.)

This procedure records the decrease to cash in the affected cash account and register, sets
up the returned payment as a ‘receivable’, and assesses afee for a ‘ bounced check’
handling charge to the customer when a payment that was included in a deposit is
returned. This procedure is not just for SwiftWire Agreement transactions. It is a good
procedure to use for all returned payments.

Set-Up:

- Requires a CB Adjust Code and arelated COA number (areceivable ‘ clearing account’)
to recognize the decrease to cash in the Cash Box where deposited.

A ‘clearing account’ is a temporary account to pass-through a transaction from one
module to another. The balance in this account is normally $0 as the processes
creating the debits and credits to this account should be performed at the same time.
A manager should frequently verify that clearing account balances are $0.

- Requires a corresponding AR Adjust Code (using the above COA number) to recognize
the amount owed by the customer for the returned payment.

- Requires an AR Adjust Code to assess a handling charge for the returned payment. For
the COA number, use the expense account to which you charge your bank service charge
fees.

Alternatively, if you want to keep track of these amounts separately (if you frequently
encounter returned payments) set up a contra-expense account for the bank service
fee account. A way to do thisisto use sub-accounts—one for the expense and one for
the offset fees.

Set-Up Steps:

1. Create COA number: ‘A/R - NSF checks & Returned Payments and the
optional contra-expense to your bank service fee expense account.

27 General Ledger Setup H=l B2
1 Account _Qelup-] 25ub Accountsl = Default Accounts'-i il‘;.Dep_a!tmentsI e F'afibds:.f‘(éat.] £ Expenze Groups I

Aeeount Class: i‘IDDD thiu 1690 - Current Assets :J Mew Accotnt |

Active Accouts
heet | Dresciption | Categeny | MustErint | «]
1111 Accounts Receivable - Stockhaolders Receivables
1115 Accounts Receivable - Special Fieceivables
1121 Accounts Receivable - Employes Fieceivables
1131 Accounts Hecei - Flew Benefits ivables
i SFLC i Heturned Pavments ables

1301 Inwventory - Eg

1302 Inwventory - Parts |rventary

1303 Inventory - Material |rventary

1304 Inventory Purchaszed wio Sales Taxlncl,  Inventory

1308 Inventory - Other Inventory

1311 WIF - Subcontractors Wwhork [n Process

1312 WwIP-Construction Materials “Wwork [n Process

133 WIP - Service Parts Wwork In Process

134 WIP - Service Labor ‘wark, In Process :

1HE WP . thar el | Procass ;!
¥ Dedctivate | A blilate
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2. Create Cash Box Adjustment Code: ‘NSFpmt’ ‘To Adj Acct for Rtn/ NSF
Pmt’ using the A/R clearing account number.

BrkFee Bark Fees
CashOS 8980 | Cash Over / Short

CrCd 8340 Credit Card Discounts
ECme& ‘IDS_‘I i Credit Card F'a_l,lment Adj. Acct
FinChg 8441 Finance Company Discounts
OvwerCh 8990 | Dvercharge Fetumed

Refund 3501 Sales Refunds

SO | W R

3. Createthecorresponding AR Adjust Code: ‘“NSFpmt’ ‘To Adj Acct for Rtn/
NSF Pmt’ using the A/R clearing account number.

CANCEL 9302
CASHOS 8380
COUPON 4110
EAR«fr 1108
EMP&R 1111
FCHGERK—H
MSFfee

CUSTOMER CANCELLATION
| Cash Over Shart

i Clearing account for Emp &/R
Employee cozt to AR

Handling Chg for Ret/ MSF Pmt

2340

o
TRANSF g
WRTOFF | 8058

T0 RE-ALLOCATE TRANSACTION
“write off b

4. Create AR Adjust Code: ‘NSFfee’ ‘Handling Chg for Ret / NSF Pmt’ using
your bank service fee expense account (or the contra-expense account referred to
in Set-Up Step 1 above).

Procedure:
When you are notified that a payment that was included in a deposit was returned:
1. Reducethe Cash Account (CB) balance:

a.  Open the affected Cash Box register (The account to which the payment
was originally deposited.)

b. Adjust (decrease) the balance using the adjustment code (NSFpmt) created
in set-up step 2 above.

c. Fortheaudit trail, reference the original deposit Reference ID number
(RID), the Billing account number for the returned check, and the reason
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for the returned payment. (‘ Dep RID#xxxx, BA#xxxx, NSF check,
Smith’).

d. After posting, note the RID for this adjustment to include in Procedure
Step 2.

This adjustment will now correspond with your bank statement. Note: also
adjust the account for any fees charged by the bank for the returned payment.

2. Increasethecustomer receivablefor the returned payment amount.
a. Look up the customer hilling account.
b. Select adjustment.

c. Increase the balance: choose the AR Adjust Code ‘NSFpmt’ created in
Set-Up Step 2 above, and for the audit trail, reference the TID from the
adjustment obtained in Procedure Step 1. (‘ Adj RID#xxxx, Dep
RID#xxxx, NSF check’)

3. Chargethecustomer a handling charge. (Optional)
a. Select adjustment.

b. Increase the balance. Choose the AR Adjust Code ‘NSFfee' created in Set-
Up Step 2 above, and for the audit trail, reference the RID from the
adjustment obtained in Procedure Step 1. (‘ RID#xxxx, NSF check’)

4. Notify the customer to deter mine the cour se of action to replace thereturned
payment.

Print a statement for the customer that can be sent with a copy of the NSF
check & related bank communication. (Prepare aform letter to enclose
explaining your company policy regarding returned checks and the handling
charge to include.) The returned payment is now set up for regular receivable
processing.

Note: When the replacement payment is received for the returned payment, record the
payment directly to the billing account as a receipt and allocate it to the above Billing
Account adjustment(s). This creates a receipt for normal depositing procedures.

This procedure handles the returned payment as atotally separate transaction — which it is
— from the normal invoice-payment-deposit procedures. Therefore, confusion about
trying to reverse payments and resetting up invoices and the related accounting is
avoided. The original invoice —whether it originatesfrom a‘job’ or from a‘ monthly pay
agreement’ — must be considered ‘paid’. The returned payment is a new transaction, and
will now be followed up by normal billing procedures.
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Appendix B: ICVerify Data Output & Recommended | CVerify Fields

SwiftWire Data Output ICVerify Field Order
(Comma Separated / Quote Delimited) Suggested Fields to Use
“C1” (Sale Indicator) Transaction Type
Name Clerk
Invoice# Invoice Number
Credit Card # Account#

Expiration (mmyy) Exp Date (mmyy)
Amount (No ‘$) Amount

Billing Address Billing Address
Billing ZIP Billing ZIP
Location ID Customer Order #
CVVICVC CVVICVC
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Appendix C: Increasing Participation in Your Monthly Billing Program

Overcoming a customer’ s reluctance to provide financial information is critical to
converting Agreements to a monthly billing program.

When it comesto bank drafts, customers are more comfortable releasing their account
information when you explain that they are not giving you open access to their bank
account. Rather, auto debit arrangements are as though you are resubmitting the same
origina check written to you over and over again each month.

To that end — rather than asking for a blank, voided check for setting up the ACH bank
draft —have the customer fill out an entire check with the monthly payment amount filled
in. Have them put your company namein the ‘ pay to’ section and in the memo section
have them write the agreement information. Rather than sign it, have them sign ‘Void -
for payment of monthly payment only’. This concrete act helps many customers
overcome their reluctance.

Asfar asthe agreement price itself, eliminate the annual price and state the priceasa
monthly payment only. If a customer wants to pay in advance for ayear, just multiply by
12. This presentation eliminates the potential for customers to be upset for not getting a
lower price for prepayment. Simply accept their payment either way.

Using these guidelines, you should gradually increase the number of monthly
agreements. The monthly pay program provides an affordable price those who would
otherwise not be able to participate in the agreement program due to the up-front cost.
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Appendix D: SWIFTWIRE Error Conditions:

Export Data M essages

There are no invoices to process!
Go back and try another date, and/or double
check your SuccessWare2l data.

Invoice #: 1234 is not valid and will NOT
be included.

Please make sure all billing information is
filled in.

Empty billing record

Payment amount is: $0.00

Payment amount isinvalid.
Creditcard namefield is blank.
Creditcard number field is blank.
Card has expired

Other errors:
Successware?21 APl says:

Connection Errors:
Interface not supported

Copyright © 2005 All rights reserved. Version 060705

Cause

SwiftWire attempted to retrieve invoices
for the date entered, but none were
available.

Either the creditcard name or creditcard
number field for the invoice is blank.

Common cause: The customer namefield
isn't used for the creditcard name. So the
creditcard name field must be filled in.
Aninvoice was pulled from SW21 that has
every field blank.

The payment amount is less than or equal
to $0.00. Agreements are not suppose to
handle refunds.

The payment amount is blank.

The creditcard name field is blank.
Creditcard number field is blank.

The creditcard is expired.

Cause

Any error that starts with “ Successware21
API says” isfrom the Successware21
HttpServer itself. Generally thereisa
problem with what was sent to
Successware?1, login, password, invalid
dates, etc.... Therest of the error message
will give the best clue asto how to
proceed.

Cause

Y ou' re Successware21 server doesn’'t have
Internet Explorer 6.0 or higher installed.
Thisisaregquirement of the Successware21
HttpServer.
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Successware?21 API says: Invalid Password Could be one of the following:

Successware21 API says: Invalid User

Successware21 API says: Invalid User for
Agent

Command “Connect” is not supported by
“TAgentCDM”

Socket Error #10061
Connection refused.

Copyright © 2005 All rights reserved. Version 060705

1. -Valid user name
- Wrong password

2. -Valid user name, but the user
doesn’t have rightsto login to
SW21 through the SwiftWire
Agent.
- Wrong Password

Bad user name, user doesn’'t exist

Valid user name, but the user doesn’t have
rightsto login to Successware?1 through
the SwiftWire Agent.

The SW21 HttpServer can not connect to
the database. See SW21 documentation on
setting up the HttpServer.

Under Settings->Agent Setup it could be
one of the following:

1. The Server Addressis set to the
wrong | P address.

2. You'retrying to connect to the ASP
but the “ Connect to ASP?’
checkbox is unchecked.

3. The*“Connect to ASP?’ is checked
but you are connecting to alocal
server.

or

The SW21 HttpServer is not running. If
SwiftWire was working correctly but now
itisn't after applying a SW21 update,
double check that the HttpServer is
running, it might not have restarted after
the update was compl eted.
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Swiftwire

Registration Form

Please fill in the following information as neatly as possible.
This data will be returned to you with a registration file that will
be loaded into your copy of SwiftWire.

Machine ID Number:

Machine ID Number is generated by the installation program.

Company:

Name

Address 1

Address 2

City

State

Zip Code

Phone Number 1 ( )

Phone Number 2 ( )

Fax Number ( )

Contact E-Mail Address

Company Web Site

Contact person: |

A registration file will be returned to you by e-mail as an attachment. This file will be an
executable program (*.exe). Because some e-mail servers have virus/spam filters that block
executable e-mail attachments, we may need to rename the file from (*.exe) to (*.rename)
before sending it to allow it to slip by the blocking program. The user should then follow
instructions included in the email to rename the file in order to execute it.

Please select the appropriate option based on your system:

I:l Email the file with the filename extension unchanged.

I:l Rename the file before emailing to bypass my virus/spam filter.

Fax Completed Form to (810) 966-4766
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