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USING VIRTUAL TERMINAL

Credit Authorizations

You'll use Virtual Terminal to
authorize and settle credit card
transactions without using a
point-of-sale terminal. To use iQ
to authorize transactions, click on
the Virtual Terminal icon on the
main iQ navigation, then on the
Credit Authorizations option.
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Enter Single Transaction * Required Field

In order to authorize a single
transaction, you'll need to fill in
the form on this screen. The
required fields are marked with a
red asterisk. Note that you'll need
to enter both a Chain Code and a Merchant ID.

Click the "Authorize" button to authorize this transaction.

You can click the "Authorize and Settle" button that will authorize the transaction and automatically mark all
approved transactions for settlement. By clicking this button, you won't have to take any additional steps to settle
the transaction.

Please Note: The availability of the "Authorize" button and "Authorize and Settle" button will depend on your user
permissions.

If you have more transactions to manually enter for authorization, click the "Save and Enter Another"
button. Note that clicking that button will add the transaction to the grid below. From the grid, you can edit
and copy the transactions, if needed. You will have to then authorize that grid of transactions.

You should receive a confirmation message after successful authorization.

After transactions have been authorized, use the Settle Transactions function to complete the
transactions.
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Settle Transactions

To settle transactions that have been previously authorized, click on the Virtual Terminal icon on the main iQ
navigation, then on the Settle Transactions option.

In this grid you will see all transactions that have been authorized. This could include approved and declined
transactions, transactions that were entered by you and/or transactions that were entered by other users in your
organization. Note that after 7 days, transactions will fall off the system if they aren’t marked for settlement.

At the top right, you'll see the
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Perform Actions on a Single Transaction

Click yellow arrow to the left of a transaction in the grid to reveal a menu. Note that the options that display will
vary based on your permissions.

e Settle: Clicking this option will initiate the settlement of the selected transaction. Settling the transaction is
required to deduct the transaction amount from the cardholder's account and deposit it into the
merchant's account. You'll receive a confirmation message after this is successfully completed.
Transactions marked for settlement before 7pm Eastern will be paid the following day (AmEX transactions
will be paid in 2 days).

¢ Remove: Clicking this option permanently removes this authorization from the list. This is not reversible,
and the authorization will be permanently lost.

e Copy: Clicking this option will copy the transaction data over to the Credit Authorization form to be used
for a new transaction. This allows a user to quickly create a similar transaction and make changes to the
transaction data before authorizing the new transaction.

Perform Actions on a Multiple Transactions

Use the checkboxes at the left to select the rows that correspond to the transactions that you need to Settle or
Remove. Alternatively, use the "Select All" or "Select None" links at the top of the list to select all or none of the
rows, respectively. Once you've selected the correct rows, click the appropriate action button at the top of the list.

o Settle Selected: Clicking this option uses the authorizations to settle the transactions and charge the
cardholder. You'll receive a confirmation message after this is successfully completed.
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e Remove Selected: Clicking this option permanently removes these authorizations from the list. This is
not reversible, and the authorizations will be permanently lost.

View User Information

You can view information on the iQ user that initiated the Virtual Terminal transaction. To access this data, click
on “View User Information” on the flyout menu. A window will appear.

User Information

LoginID First Name : Jill Last Name &

VT Reports

Use the Virtual Terminal Reports area to view transaction data on transactions that have been initiated using
Virtual Terminal. You'll find this screen by navigating to Virtual Terminal in the main iQ navigation, and then to VT
Reports under that.

Select the hierarchy and date range for which you need to pull Virtual Terminal transaction data. Fill in any
Additional Criteria you may have related to the VT transaction(s). Note that, depending on your permissions, you
may have access to a checkbox that allows you to view full card numbers in your search results.

When you are ready to run the search, click the "Search" button. Your search results will display below. Note that,
depending on your permissions, you may see only the transactions you initiated, or you may see transactions that
were also initiated by other users at your organization.
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Check out the online Help content for more details. Once you’re logged into iQ, simply click the “Get Help” icon at
the upper right of any screen.



