How to Use VitalChek Product Suite -

1 Table of Contents

1. Table of Contents 1-3
2. How to Search for Orders 4-5
3. How to Search for Orders Using Advanced Criteria 6-7
4. How to Export Search Results 8-9
5.  How to Use Quick Search 10
6. How to Enter Product Information 11-12
7. Split Tax 13-14
8. How to Enter Shipping Data 15-16
9. How to Enter Payment with a Personal Check 17-22
(electronic)
10. How to Enter Payment with a Business Check 23-27
(electronic)
11. How to Enter Payment with a Credit Card 28-31
12. How to Edit a Payment 32-34
13. How to Void a Payment 35-36
14. How to Add Comments to an Order 37-38
15. How to View Comments 39-40
16. How to Cancel an Order 41-42
17. How to Reinstate a Cancelled Order 43-44
18. How to Print Batch Receipts 45-49
19. How to Generate Shipping Labels 50-51
20. How to Void Shipping Labels 52-53
21. How to Print a Detail Report with Manifest 54-56
22. How to Generate a New UPS Manifest 57-59
23. How to Reprint a Previous UPS Manifest 60-62

1 How to Use VitalChek Product Suite



- How to Use VitalChek Product Suite

24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.

How to Process Regular Mail

How to Manually Close Orders with ACH
How to Close Orders with a Check
How to Reprint a Report

How to Process an Incomplete Close
How to Search for Users

How to Unlock Users

How to Add New Users

How to Add Agencies to Users

How to Reset a Forgotten Password
How to Change an Expired Password
How to Reset a Password
Definitions

How Do | Contact UPS for Pick-Up
How to Log on to the POS Terminal
How to Log Off the POS terminal
How to Run a POS Transaction

POS Receipt Examples

How to Void a POS Transaction

How to Print Last Receipt

Point of Sale Keys

Helpful Hints for POS
Troubleshooting Tips for POS

Point of Sale Equipment

How to Install Point of Sale Equipment

How to Reset a User's Password

63-64
65-69
70-75
76-78
79-81
82-83
84-86
87-89
90-92
93-95
96-97
98
99-100
101
102-104
105
106-123
124-132
133-150
151-161
162

163
164-165
166-170
171-176
177-179

How to Use VitalChek Product Suite



How to Use VitalChek Product Suite -

50. Index 180-182

How to Use VitalChek Product Suite



- How to Use VitalChek Product Suite

2 How to Search for Orders

How to Search for Orders can be searched using the Search Order screen
Orders
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Step 1 From the Orders menu, select Order Search

Step 2 Search Order screen is displayed
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Step 3 Orders may be searched by

¢ Bill to Name

e Ship to Name

e Card Type -Type of credit card

e Last 4 - Last 4 numbers on credit card
e Order Number

e Search Days

e Reference #

¢ Email
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e Auth Number
e Bill to Phone (10 digit phone number required)

e Advanced Criteria (at least 1 Search Order field is required in addition to
Advanced Criteria)

Step 4 Click Search button to search

L Search

Step 5 Search results are displayed in the search grid. Export button is enabled allowing user
to export search results

A Samrch ] Clonr &, Expout
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5305520 VD128 | Open Linsubmiticd EI::l:I- Cortlicate ! iy of Tast Tesi ORAM90E5 | ol desting Tesi desting I.'I:.IEI.1I LI
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1300435 12107212 | Opan | Paid is Ful Erfil’"EL_jlf"-"" Co el | ol esting T1AT11950 | el lesting il astirng poan

Step 6 Click on underlined Order Number to view order in Order Details screen

Note Search results can be exported to excel by clicking the Export button.

Results are displayed in an Excel spreadsheet and can be saved or printed
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3 How to Search for Orders Using Advanced Criteria

How to Search for Orders
Using Advanced Criteria
Order Search

Orders may be searched using Advanced Search Criteria.

Advanced Criteria can only be used when at least one
type of other search criteria is entered

Advance Criteria

Order Status | All -
Payment Status All -

Order Source | All b

Operator | All -
Order Date{s) (@ 1D
Ship Method Al -

Product | Al -

Haone - 1_

[#¥] Exclude Closed, Canceled and Declined Orders

Step 1 Select at least one of the Advanced Criteria items to search by
Advance Criteria
Order Status | All -

Payment Status | All >

Order Source Al -

Operator | All -
Order Data(s) | @ . D
Ship Mathod Al -

Product | Al -

Mone - -1_

:-f' Exclude Closed, Canceled and Declined Orders

Step 2 Click Search button
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Soprch Order -
Last Maimis Fis1 Hami Adwance Criseris
Bill T
Oidar Statis | Al »
Ehip T e
Payment Sistus |2 -
— Oeder Sopmoe [ Al -
Card Type [All - Lastd —— e
Dpaawinr | Al T
Owdar Dateds) | L]
Dirdar Mumbar Bouth Wb —_—
Ship Mabod |2l '
Samrch Days |00 Bill To Phone
Product | all r
Riteiunis #
M -
Eimail

Exciude Clozad, Canceled and Declmed Orders

Step 3 Search results are displayed. Click on highlighted Order Number to view order in
Order Details screen

¥ ] Semich & Cloar i Expont

Click to yview order.
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I Bk Cprificatn | OBy of RER111

Note  Search results can be exported to excel by clicking the Export button.

Results are displayed in an Excel spreadsheet and can be saved or printed
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4

How to Export Search Results

How to Export
Search Results

a Samch @ Clmpr ] Expart
Page  [1of1) " 15 =| (Toinl Records 13)
uer, |grew | oo | cwme | progue omces | Enrt | sogheans__| swTo
1MSE0 SUD1IR0TY | Open | Unsubmiing | oifl SRR FERGSE | Yo Tem OXT1805 | sl testing test Sesting
105618 SUDIEENY | Open | Cverpakd | DR Corificita /Chyal | poy qoy 121965 | st testing R
1004392 12102012 | Opan | PaidinFul | Bl Coetfieati /CRY el | oy secting D1A11950 | il vasiing il B

Search results may be exported into an Excel file and/or saved.

;ﬂg:.::dlll

132
e
(B15-3T2
TEd

(55-111-
i1

Note: To export search results when using Internet Explorer 9, please review Accessing VPS

(on-line documentation)

Step 1

Step 2

Step 3

After search results have been displayed, click Export button

a Sanrch @ Llnar [ Empaort ‘

Page  [10f1] M 15 «| [Toinl Anconds 12)
Cwder Diraa Order | Paymiat Comificae Ewsil
Mumbes  Date Smaius  Sisus Product Holder Daie Applisani
10550 SUDNRII | Open | Unsubmitied E!I"I:I'Ff::"“"“ { Chy ol Tast Test OXNZNG0E | mest testin

Order Search Results box opens

Opening OrderSearchResults.cov

Yiou have chosen to open

EL] OrderSearchResults.cov

which is & Microsoft Excel 97-2003 Worksheet
frem: hitps://qa.agency.vitalchek.riskregn.net:T443

What chould Firefox do with this file?

R | Microsoft Excel (default v |

Lave Fille

Di this gutamatically for files like this from now on.

Lo ]|

Choose Open with, Save File and/or Do this automatically options
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Step 4 Click OK to submit selection
Step 5 Order is displayed in Excel (for Open with option) or saved (for Save File option)
Il = |5 OirderSesrchResults - Micrmsoft Foe
H g Inisedt Paged Lyt Formeilis Dats Rewiin WA Add-ing Acrobiat

A Ct Calibni Y e S S mgl @ ShiwnpTed General
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Chpbaard = Ford 1 Alignment ¥ Hurmiser
Al - & | Order Murnber

& B C D E F G H | ] K
1 Order Wur Order Date  Order Stal Payment ! Product  Certificate Event Datle  Applicant ShigTo  Applicant Phone
2 13005520 111,213 Open Urnsulsrnit Birth Certi Test Test 11985 test testi Rest testic (615)-372-7524
3 13005519 11152013 Open Cwerpaid Birth Cert Test Test 121985 test testin Rest testic (615)-372-7524
4 13004992 12,10/ 2002 Open Paid in Fu Birth Cer test testin 1711950 test testin best testir (555)-111-1111
5 13004991 12,10/ 2002 Open Paid in Fu Birth Cer test testin 1711950 test testin best testic (555)-111-1111
6 13004990 12,10/ 2002 Open Paid in Fu Birth Cer test testin 1/1/1950 test testin best testic (565)-111-1111
T 13004989 121042012 Open Paid in Fu Birth Cer tedt tedtin 1711950 test testin best testic (555)-111-1111
8 13004948 121042012 Open Paid in Fu Birth Cert tedt tedtin 1711950 test testin best testic (555)-111-1111
4 13004987 12102012 Open Unsulirit Birth Certi test testin 1/1/1950 test bestin best bestic (555)-111-1111
I 13004984 131042042 Open Paid in Fu Birth Cer tedt tedtin /11950 test testin best testic (S65)-111-1111
11 13004983 12/1042012 Open Paid in Fu Birth Cerb tegt testin 17171950 teat etin Rest bestic |555)-111-1111
17 130038H 11752012 Open Paid in Fu Birth Cert Tedt Test 371271985 tedt peatin Redt teatic |615)-372-7524
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5 How to Use Quick Search

Quick Allows orders to be searched by the order number or the Client ID (Agency
Search specific order identification number)

Quick Search e

Client ID A

Step 1 Enter VPS order number into Quick Search box or the Client ID in the Client ID
field

Quick Search X
Client 1D A

Step 2  Click magnifying glass icon

pe

Step 3  Search results are displayed in Order Details screen
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How to Enter Product Information

Step 2

Step 3

Step 3

11

How to Enter Product information is entered in the Order Details section from the
Product Data Orders-Create menu item
Order Details Lormespondencs Urder summary Lommenls
Order Details o
Select Mew Product E| Add
Line lHem Product Price Reference #
Step 1 From the Orders menu, select Create

Orders ~
Search l
Create !
2 |

The Order Details tab displays

Order Details Lofrespondance Urden summary LOommenls
Order Details -
Select New Product Z| Add
Line Hem Product Price Reference #

Choose the item for payment from the Select New Product drop down selection and
click the Add button.

Note - Agencies that offer only 1 product will default to the available product.

Order Details
Select New Product v! Add
Line ltem Prod Traffic Citation | Reference #
Court Fine
Waler Bill

Drivers License Reneawal |
Registration Renswal

Auto with Tax

|Auto without Tax __J

The product information box will display

How to Use VitalChek Product Suite
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Step 4

Step 5

Step 6

Traffic Citation

Product Information

Amodint

Citation Number

Citation First Mamae

Citation Last Name

Citation Date

0K

Cancel

Enter the Amount of the payment

Amount ||

Enter all data fields as required by product and agency

Note - agencies that offer a split tax option will enter the tax amount and non-tax

amounts

Auto wiTax

Product Information

Title/Plate Number
lax Amount

Non-Tax Amount

0K

Cancel

Click OK button to add Product information to order

OK

12
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7 Split Tax

Split Tax Agencies that allow Split Tax payments take them by entering the "tax” and
"non-tax” amount. Due to Visa regulations, a convenience fee is not allowed
to be charged directly to a consumer for an in-person, non-tax, credit
transaction.

This restriction also includes debit cards that are on the "Interlink"
network, which most Visa debit cards operate on.

Agencies with a "tax" product may accept all types of credit cards for an in-
person transaction as the convenience fee will only be charged on the tax
portion of the transaction.

Agencies that offer split tax payments will display differently on the POS
receipts and in VPS.

POS POS receipts for Split Tax agencies display 3 lines (Tax Amount, Non Tax
Receipts Amount and VitalChek Convenience Fee):
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VPS

Payment Services Demo

F.0. Box 1703

Brentwood, TH 37024-1703
(B15) 372-1234

Termiral I nr

Date/ Time:  W23712 35IPMCST
Confirmation #27594 37

I:B,Id # i i e el -thqlE
Tramsaction Type: Payment  $4.00
Fayment Type: Credit

Card Type: AMEX

Cargg: == B mz
Trarsaction Type: FPayment  $150
Fayment Type: Credit

Card Type: AMEX

Card #: e T
Trarsaction Type: Payment  $5.00
Payment Typse: Credit

Card Type: AMEX

Autowith Tax

123454

Tax Amt 150
Mon Tax Amt 500

Agency Amount.  $6.50
WitalChek Converience Fee:  $4.00

Total Fee: $10.50

MA N

Agency Copy

Split tax payments display on 3 lines in VPS:

Paymant

# Typa Amcunt

(HH 165
2 CC G500
3 CC 20.00

Note - Voiding the payment of a single line on the split tax payment will void

all 3 lines.

CardiAcct
MC 0248
MG 0248

MG 0248

Last Name
tasting tast
tasting tast
tasting tast

First Mam=a Status
Authosized =] )
Aythioeized L #l
Authoaized ] o

14
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8 How to Enter Shipping Data

How to Enter Shipping information, including shipping method and address, is in the
Shipping Data Shipping section. Required fields are highlighted in yellow.

Note - Some Shipping fields may pre-populate based on Agency requirements

Shipping -
Select Shipping Method |E| Signature Required
First Name . Address Type |Domastic El Lity
Middle Name Zip Code State |'|
Last Hame Address 1 Country | United States of Amerﬂ
Suffix EI Address 2 Phone
Email

Step 1 Select Shipping Method from drop down list of available types of delivery methods

Select Shipping Method |E|

Signature Required check box indicates that a signature is required at the
time the certificate is delivered. Will be pre populated based on agency required

Step 2 Enter First Name of the person the order ships to

First Name

Step 3 Enter Middle Name of the person the order ships to

Middle Name
Step 4 Enter Last Name of the person the order ships to
Last Name
Step 5 Select Suffix of the person the order ships to from drop down list
Suffix | | =
Step 6 Select address type from drop down (Domestic, International, Military)

Address Type ‘Domestic -

Step 7 Enter Zip Code of shipping address. The Zip Code entered will automatically
populate the City and State fields

Zip Code

15 How to Use VitalChek Product Suite
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Step 8 Enter shipping street Address

Address 1

Step 9 If necessary, enter additional shipping Address information

Address 2

Step 10 Enter shipping City if not correct from Zip Code entry (step 8)

City
Step 11 Enter shipping State if not correct from Zip Code entry (step 8)

State L

Step 12 Country defaults and locks on United States for Domestic orders (step 7). orders
that ship to an International address will need a Country selected from the drop
down list

Country i I

Step 13 Enter email address if required

Email

Step 14 Enter 10 digit Phone number of person the order is shipped to

Phone

16 How to Use VitalChek Product Suite
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How to Enter Payment with a Personal Check
(electronic)

How to Enter Payment
with a Personal Check

The Payment line is accessed from the Orders -Create menu
item, Order Details tab. The Payment line expands to allow
user to enter payment information

Paymant
Same Az Shipping

CHzclalmar

Routing Mo.

Routing Mo. Conf

Email

0K

Account No.

Account No. Conf

The Customer aulharizes the Mencham [LexisMesis Paymenl Soluions] 1o corven their check o an Elecronic Funds Transler of
Papear Urafl, and 1o debil their account for the tolal ransachion amound. In the event thal the dralt ar £F T = returned unpaid, the
Lgsinomar agraes that a tee of 320000 or as allwabss by lavw may De chaigaed o Bheir account via draft arEF 1

Once this request is completed, @ cannot be cancelled because the funds are guarameed. I the customer has any gueslions
rearding this ausherization, they may comact Customer Service ai S66-255-1857

Click mare oo indicate that the callar has Deen infemmed of the above disclaemeT

Drivers License Mo, I=suing State v Date of Birth
SEM

First Hama "'":II'_:;’_: Diomastic L City

Middila P

% Siata .

Hame Zip Cosde
Last Hame Addreas 1 Country |LUndad Slates of Ame T

Suffix L Address 2 Phomne

Check Number

Check No. Conf

Cancal

Step 1

type.
Payment
Select New Paymant

g Type Aamount

Step 2 Click Add button

17

Select Personal Check from Select New Payment drop down.

Note - Agencies that offer only 1 payment type default to that available payment

Credfl Card
Farzonal check [Elechronic)
Business chack (Elecironic)

fdd

First Name Slalus

How to Use VitalChek Product Suite
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Add

Step 3 Payment screen for Check selection is displayed

Payment
Same As Shipping ||
Cisclaimar

The Customer authorzes the Mercham (LexsMNexis Payment Soluliana) o comvern their check o an Ebac
Papar Dvatt, and 1o debil theair secount tor the talal mansachion amound. In e esant that the datt ar EF
i

cranic Funds Transfer o
| iz redurned unpaid, the
or EFT

Cusiomar agreas that a fee of 530 00 or as allowabda by law may be charged fo Balr accound via drat

Once this reques! i= completed, & carmof be cancelled because the funds are guaranteed. i the customer has any questions
g
resgarding this authodizalion, hey may comact Customer Service al 865-255-185T

ek hare o indicate that ihe caller has besan inboomed of the above disclasmser

Rowling No. Bccount No. Check Number
Routing Mo. Conf Account Mo. Conf Check No. Conf
Diriwers License No. Issuing State r Daie of Birth
SSH |
First Hama b"]"ll':; Diamestic L City
Middla .
Hams Zip Codde Stata T
Last Name Address 1 Country | Unitad Slakes of Ame =
Suiffix r Address 2 Phome
Email
0K Cancel

Step 4 Check Same as Shipping if the person making the payment is the same as the person
placing the order. Checking Same as Shipping will populate name and address
information.

Same As Shipping

Note - If agency offers a Multiple/Partial Payments option, check box will

Step 5 Check Disclaimer Confirmation box indicating the caller has been informed of the
Disclaimer

Disclairme:

The Customar autharizes tha Maerchant (VitalChak) 1o convert their chack 1o an Electronic Funds Tramsfer or Paper Draft, and 10
diehit their account for the tolal ransaction amound. In the event that the draft or EFT is returned unpaid, the Customer agrees
Ihearl & Tk of $30.00 or as allowable by law may be changed 1o their acoounl via drall of EFT

COinca thés requesest |5 completad. |t cannod be cancalled because the funds ara guaranteed. i the customer has any questions
regarding this authorization, they may contact Cusiomer Service at BR5.412-1438

Click here 1o indicate thal the calles has been informed of the above disclaimer

Step 6 Enter Routing No. (number) of the checking account used for payment

18 How to Use VitalChek Product Suite



Step 7

Step 8

Step 9

Step 10

Step
11

Step 12

Step 13

Step 14

Step 15

Step 16

19
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Routing No.

Reenter Routing No. (Conf.) for confirmation of the checking account routing
number used for payment

Routing No. Conf

Enter Drivers License No. (number) of the person who is making payment (using
their checking account)

Drivers License No.

Note - SSN (Social Security Number) of the person making payment on the order
(checking account holder) may be required based on Agency

SSN

Enter Account No.of the checking account used for payment

Account No.

Renter Account No. (Confirmation) of the checking account used for payment

Account No. Conf

Select the state where the Drivers License was issued from using the
Issuing State drop down selection

Issuing State -

Enter Check Number of the check used for payment

Check Mumber

Reenter Check No. (Conf) of the check used for payment

Check No. Conf

Enter Date of Birth of person making the payment (checking account holder)

Date of Birth

Complete all name and address fields.

Note - clicking to select Same as Applicant or Same as Shipping will populate
address fields

Enter First Name of person making payment on the order (checking account holder)

How to Use VitalChek Product Suite
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First Mame

Step 17 Enter Middle Name of person making payment on the order (checking account
holder)

Middle Name

Step 18 Enter Last Name of person making payment on the order (checking account holder)

Last Name

Step 19  Select Suffix of the person making payment on the order (checking account holder)

Suffix |-
Step Enter the Email address of the person making payment on the order
20 (checking account holder)

Email

Step 21 Enter Address Type of the person making payment on the order (checking account
holder)

Address Type Domestic | =

Step 22 Enter Zip Code of the person making the payment on the order (checking account
holder)

Zip Code

Step 23  Enter Street Address of the person making payment on the order (checking account
holder)

Address 1

Step 24 Enter additional Street Address of the person making payment on the order
(checking account holder)

Address 2

Step 25 Enter City of the person making the payment on the order (checking account holder)

City
Step 26 Enter State of the person making the payment on the order (checking account
holder)
State B

20 How to Use VitalChek Product Suite



Step 27

Step 28

Step 29

Step 30

Step 31

Step 32

21
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Enter Country of the person making the payment on the order (checking account
holder). Note - this defaults to United States of America

Country -

Enter 10 digit Phone number of person making payment on the order (checking
account holder)

Phone

Click OK button

OK

Check payment confirmation is displayed

Payment -

Salact Mew Payment | Parsonal chack (Elactroni) j Add

§ Type Amount  CardiAcct Last Mame First Name Status County

»

PC oon 1111 testing test Robertson ﬂ

Authorize Payment button will display, click to authorize payment

ree Ldid
Agency g.l
Expedite 5

Misc ]

VitalChek 10
Shipping 16

Other 0.0:0

Total 3950

'\. Update/Save

Authorize Payment
Cancel Order
Copy

Copy Auth

Order is authorized and the following is displayed:

How to Use VitalChek Product Suite
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Your order has been authorized.

Order: 13001474 \

Order Details ‘ Correspondence Ord

Applicant Data
Authorized message appears:

Payment Status changes to Paid in Full:

Status

Entitlement |QC Apprwedlzl

Order Open
Payment Paid in Full

Payment information in Status section displays Authorized

Fayimem -
Select Hew Payment r Add
&  Type Amaount Cardifcce Last Hama First Hame Status
FC 45 50 BEGE teabing test authorized L

22 How to Use VitalChek Product Suite
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10 How to Enter Payment with a Business Check
(electronic)

How to Enter The Payment line is accessed from the Orders -Create menu
Payment with a item, Order Details tab. The Payment line expands to allow user to

. enter payment information
Business Check Pay

Payment

Same &3 Shipping

Disclaimer

I:" USIOm&r ALUENFTas the III‘-'I"I'. ;'I"r.-.'l' "I.';. TiEl '\I.III" Mis | in .'ll.".-"‘l'l-"" It I'I"! ] ."'II.'I 1} !' ransrar ar
Faper Draft, and 1o debit thei acoownt for the total fransaction amount. In the event that the drafi or EFT is retumed vnpaid, the
Customser agrees that a fee of 530,00 or as alowable by law may be charged to their account via draff or EF

Wnice this reguest = completed, it cannol be cancelled bacauss the funds are guearanteed. If the custamer has any queslions
wgarding this authorization, they may contact Customar Service at B56-255- 1857

Click here to indicate that the caller has been informed of the above disclaimar

Howting Mo Aocount Mo L hesck Humbes
Routing Mo, Conl Bocoun No. Cond Check No. Conl
Hlui slness. Bdddre n -
Acct Mame Type |Domestic wn
""‘:I"I"ﬁs'ﬁl oy Ll Stales of S v
Address Fhone
.
Email
UK Cancel
Step 1 Select Business Check from Select New Payment drop down.
Note - Agencies that offer only 1 payment type default to that available payment
type.
Paymant -
Select Mew Payment dd
# Type | Amount C Credit Card Mame | Stalus County
- =y . \Parsanal chack (Electronic) | T
! L1 550 " Businass chack (Elactronic) Autheriord | T

Step 2 Click Add button

Add

Step 3 Payment screen for Check selection is displayed
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Step 4

Step 5

Step 6

Step 7

Step 8

24

Payment
Samea A% Shipping |

Disclaimer

Thea ustomer authorizes the Merchant (Lexishaxis Payment Solutions) o convert thedr chack ta an Elactronic Funds Transfar or
Papar Draft, and to debit their account for the fotal transaction amount. In the event that tha draft or EFT is retumed unipaid, the
Customer agrees that a fee of 53000 or as allowable by law may be charged to their account wia draft or EFT

Cnice this reguest B complated . it canmot be cancelles] bacai :.él'lé in h..i Q_--_ll_-\.lﬂll-'éll the custamer has any questions
"I'-_|'Ir"|lr"| This -'il"'ll"'l'l alion, they may ""I'-\.I'lr ustamar Service a 15~ 21

Click hare to indicate that the caller has been informed of the above disclaimar

Hasuting Mo Account No Chetl Numbed
Routing Mo. Conl Account No. Conl Check No. Conl
Buisiness Address [ o -
Acct Mame Typa | eei ' Ly
s ness Zip Cade State v
"'mqu"fl Coumry | United States of Ame =
Address Phone
i
tmail
0K Cancel

Check Same as Shipping if the person making the payment is the same as the person
placing the order. Checking Same as Shipping will remove name and address
information from screen.

Same As Shipping

Check Disclaimer Confirmation box indicating the caller has been informed of the
Disclaimer

s clairmer

Tha Customar autharizes tha Marchamt (VitalCh ak) fo cony art thair chack 1o an Electronic Funds Transfer or ='1'\-rr Cirarft, and 1o
diehil their account for the tolal fransacSion amound. In the event that the draft or EFT i refurned unpaid, the Customer agrees
el & fe of 530.00 or a5 allowabile by law may be changed 1o teir account via dral of EFT

Cinca this request Is completed. | cannod be cancallad because the funds are guarantasd. i the customer has amy quastons
regarding this authorizafion, they may contact Customer Sarvice at 8884121838

Click here 1o indicate thal the caller has been infermed of the above disclaimer

Enter Routing No. (number) of the business checking account used for payment

Routing No.

Reenter Routing No. (Conf.) for confirmation of the checking account routing
number used for payment

Routing No. Conf

Enter Account No.of the checking account used for payment
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Step 10

Step 11

Step 12

Step 13

Step 14

Step 15

Step 16

Step 17

Step 18

25

How to Use VitalChek Product Suite -

Account No.

Reenter Account No (Conf.)of the business checking account used for payment

Account No. Conf

Enter Check Number of the check used for payment

Check Mumber

Reenter Check No. (Conf) of the check used for payment

Check Mo. Conf

Enter the Business Account Name of the business listed on the check

Business Acct
Name

Enter the Business Phone Number of the business listed on the check

Business Phone
Mo.

Enter the Email address of the person making payment on the order
(checking account holder)

Email

Enter Address Type of the business making payment on the order (business checking
account)

Address Type ‘Domestic -

Enter Zip Code of the business making the payment on the order (business checking
account)

Zip Code

Enter Street Address of the business making payment on the order (business
checking account)

Address 1

Enter additional Street Address of the business making payment on the order
(business checking account)

Address 2
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Step 19

Step 20

Step 21

Step 22

Step 23

Step 24

Step 25

26

Enter City of the business making the payment on the order (business checking
account)

City

Enter State of the business making the payment on the order (business checking
account)

State -

Enter Country of the business making the payment on the order (business checking
account)

Country i " [

Enter 10 digit Phone number of business making payment on the order (business
checking account)

Phone

Click OK button

OK

Check payment information is displayed
Paymsant -

Select New Payimseal a55 che sCiror T Fudd

& Type Amouwnt Cand!Acct Last Hame First Hame Stabus

n
=N A, 228ing Lesl 4

Authorize Payment button will display, click to authorize payment
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e Ldld
Agency 8.00
Expedite 500
Misc 0.00

VitalChek 10.00
Shipping 16.50
Cither .00
Total 39.50

\ Update/ Save

Authorize Payment

Cancal Order

Copy
Copy Auth
Step 26  Order is authorized and the following is displayed:
iy Your order has been authorized.
Order: 13001474 ;\
Order Details ‘ Correspondence Ord
Applicant Data
Authorized message appears:
Payment Status changes to Paid in Full:
Status
Entitlement |QC Apprwedlzl
Order Open
Payment Paid in Full
Payment information in Status section displays Authorized
Foymen -
Select Hew Paymem | Business check (Electmmic v Forded
# Typa Amaoant Cardificct Last Mams First Hama Status
BC 45 50 2227 Lesling fesl furthorized q
27

How to Use VitalChek Product Suite



- How to Use VitalChek Product Suite

11 How to Enter Payment with a Credit Card

How to Enter

Credit Card

Fayment

Same As Shipping

Payment with a

Credit Card payment information displays in the Payment section

Card Mo. Expiration Date{MMYYYY)
First Name Address Type |Domestic B City
Middle Name Zip Code State -
Last Name Address 1 Country | United States of AmerB
Suffix E| Address 2 Phone
Email
OK Cancel

Step 1

Step 2

Step 3

28

Select Credit Card from Select New Payment drop down.

Note - Agencies that offer only 1 payment type default to that available payment
type.

Payment -

Select New Payment  Credit Cand =] Bl

¥ Typs Amond CardiAcct Last Name First Hama Status Caunty

Click Add button

Add

Payment screen is displayed for credit card payments
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Paymant

Sams As Shipping

Cand Mo Expiration DateMMYYYY)
First MName Address Type |Domestic j City
Midelle Mame Fip Code Stabe [
Last Hame Address 1 Country  Unitad States of Amar| =
Suffiz [«] Address 2 Phone
Email
O Cancal

Step 4 Check Same as Shipping if the person making the payment is the same as the person
placing the order. Checking Same as Shipping will remove name and address
information from screen.

Same As Shipping

Step 5 Enter Credit Card No. (number)

Card No.

Step 6 Enter credit card Expiration Date (MM/YYYY)
Expiration Date{MM/YYYY)

Step 7 Complete all name and address fields.

Note - clicking to select Same as Shipping will populate address fields

Step 8 Enter First Name of person making payment on the order (credit card holder)

First Name

Step 9 Enter Middle Name of person making payment on the order (credit card holder)

Middle Name

Step 10  Enter Last Name of person making payment on the order (credit card holder)

Last Name

Step 11  Select Suffix of the person making payment on the order (credit card holder)

Suffix -

Step 12  Enter email of the person making the payment on the order
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Email

Step 13  Enter Address Type of the person making payment on the order (credit card holder)

Address Type Domestic -

Step 14 Enter Zip Code of the person making the payment on the order (credit card holder)

Zip Code

Step 15 Enter Street Address of the person making payment on the order (credit
card holder)

Address 1

Step 16 Enter additional Street Address of the person making payment on the order (credit
cardholder)

Address 2

Step 17 Enter City of the person making the payment on the order (credit card holder)

City

Step 18 Enter State of the person making the payment on the order (credit card holder)

State -

Step 19 Enter Country of the person making the payment on the order (credit card holder)

Country v
Step 20 Enter 10 digit Phone number of person making payment on the order (credit card
holder)
Phone I

Step 21  Click Add button

Add

Step 22 Credit card payment information is displayed
Paymant -

Select New Payment | Credit Card TI fdd

# Iypa AumeDalnt Cardifcc Lasd Mame First MNama Status Conty

]

nan MC D248 tasting tast Hill i

Step 23  Authorize Payment button will display, click to authorize payment
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ree Lala

—

2

Agency
Expedite
Misc
VitalChek
Shipping
Other
Total

"\ Update!Save

Authorize Payment

oo oo O
(N ik g e e e Y
[ e e e Y e )

st

=

Cancel Order

Copy

Copy Auth

Step 24  Order is authorized and the following is displayed:

Your order has been authorized.

Order: 13001474 I :\

Order Details | Correspondence

Applicant Data
Authorized message appears:

Payment Status changes to Paid in Full:

Status

Entitlement |QC ApprwedlZI

Order Open
Payment Paid in Full

Payment information in Status section displays Authorized

Paymeanit

[ Type  Amownt Cardificct  Last Mame | First Name Status County
cCC 5395 KC 0248 lesling Tkl Aiithorieed Hill ':l:.

Ord
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12 How to Edit a Payment

How to Edit a Users can change information about the payment using the Edit
Paym ent Payment process.

Note - Only orders that have a payment status of Unsubmitted
may be edited.

Step 1 From the Payment section in the Order Details tab, click the pencil icon to edit the
payment

LY

Step 2 Edit Payment box opens with the original payment information displayed
Credit Card
Paymant

Saamen AE ShippEndg

Card Na. | ™ 0248 Eapiation Date[MMMYYY) | 022014
First Mame | lest Address Type |Domestic - City | East Syracuse
Midddbe Mame Fip Code | 13057 State |MY [=]
Last Mame | lest Addres= 1 |12 Any 31 Country | Unitad Statas of -!-nnrjl
Suffix (] Address 2 Phone | [665)123.48E6T
Email | imangrum@vitalchak com
LE Cancal

Check (Personal)
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Fayment
Sama s Shipping

Dizclaimar

e Customer authonzes the Marchanl (WitalChek) fo conyert Thedr chvack to an Electronic Funds Fransber or Faper Liralt, and to
debill thair account for tha tolal fransaction amound. In tha evant that the draft or EFT ks returmad unpaid, the Cuslomer agrass
that a fee of 325 00 or as allowable by law may be charged 1o thedr accoumt via draft or EFT

¥ Click here to indicate that the caller has been informed of the above disclaimer

Routing No. |~—9999 | Account No. | 111111 |  Check Number | 111
Routing No. Conf | ****2953 Account Mo, Conf W Chack No, Conf [ 111
Dyivers License No, | === Issuing State |TH E| Date of Birth ===
55N
First Name | test Address Type |Domestic | v City |EastSyracuse |
Middie Name Zip Code | 13057 State [NY ||
Last Name | testing Adddresa 1 | 12 Aay St Country | United States uu.murE|
Suffix B Address 2 Phone | [555) 55-h5655

Email m:l@ﬁ:lchuk com

Check (Business)
Payment
Same As Shipping

[isclaimer

The Cuslomer authorizes the Merchani (VilalChek) to convert their check o an Elecironic Funds Transfer ar Paper Draft, and o
d=hil meir account Tor e tolal ransacBon amound. In e evenl thal he draft or EF T i relurned unpaid, the Cusiomer agrees
that & fes of $25.00 or as allewakile by law may ba charged 1o thedr account via draft ar EFT

& Click here to Indicate that the caller has bean informed of the above disclaimer

Rowting Mo, | 995359959 Account Ho, | 111111111 Chack Humbar | 111
Routing Mo, Cont | 995353953 Account Mo, Cond | 117119111 Check No, Cont | 111

Eusim:-:"g.tr: bast basting n"”"';:r: Domaskic Ciny W
Husiness Phone |ig25)555-6655 Zip Code [13087 State |NY =]
Address1 |12 Any St Country | United States af Ames "'|
Address 2 Phane m
Email |test@vitalchek com
0K LCancel

Step 3 User makes necessary changes
Step 4 Click OK to save changes and return to Order Details screen

Step 5 Authorize Payment button will display.
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Update/Save
Authorize Payment

Cancel Order

Copy

Step 6 Click Authorize Payment to process the payment

Step 7 Order authorized message appears, payment Status changes to Authorized and
Payment information in Status section displays Paid in Full

Your order has been authorized.

Order: 13001474 \

Order Details

Correspondence Ord

Applicant Data
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13  How to Void a Payment

Payment process has been complete.

How to Void a Orders that have been "Paid in Full” can be voided until closeout

Note - Agencies that allow Agency Initiated Credits are able to refund
payment on an order AFTER the closeout process is complete. See How
to Issue Credits After Closeout ('How to Issue Credits After Closeout
(Agency Initiated Credits)’ in the on-line documentation)

Summary, or Comments)

Quder: 13001397

Orsler Detalls Comrespondance Oreder Summeny Commesds

Oidar Dnads

Lins bt Product Prica Rulerance #

1 Cour Fing 1130 | BT-RETES
Pyl

¥ T HMOLnc Candidott Lass Maimna Fiisl Kaitis Slaliis

1 [ | b R il s et hant Eiphnrtresd

Step 2 Click the Void button

Update/Save
Print Receipt

Void

ls-[t?w

Copy Auth

enter the reason for the void and press OK

35

Step 1 View the order to be voided in one of the Order Create tabs (Order Details, Order

Stalus
Orgder Open
Paymiem  Faid in Full

Source | Phone -

Fae Dara

Agency
Enpaaidite
M
Vital Bsik
Shipping
Fibaar

Updain! have
Pl Raiigt
Yok

Lopy

Note - Based on agency requirements, a Void Comment dialog box may appear;
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Vioid Comment

A Enter commeant and click OK tovoid this onder payment

| 0K Cancel

Step 3 Order is voided and Payment Status changes to Refunded

Status

Order Open
Payment Refunded

Source |Phone |E|
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14 How to Add Comments to an Order

How to Add Comments to
an Order

Chrdar; 1M1 117

Order Details Correspondence Order Swsmmary Comments

Comments are added to an order in the Comments section,
from the Comments tab

Commant Data Usar WVisibility Commgni
= 03032013 09-46 AM CET idison K Fublic This arder was copied to create order 1300166

Full Commamnt Taxt

Thie order was copied to create coder 13001664

New Commament

Make this comment pulblc Add Mew Comment
Step 1 Enter comment text in the Add New Comment box
Mew Comment
I
Make this comment public Add New Comment

Step 2 Check the Make this comment public to allowVitalChek staff to view comment, or

leave unchecked to keep comment only viewable by agency staff

37
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MNew Comment
Make this comment public Add Mow Commeni
Step 3 Click Add Comment button to add comment to order

Add New Comment

Step 4 Comment details will be displayed in the comment information box
Orber Dedails Cofrespondence Ordder Summary I Comments |
Comment Date Uses Visibility Comenent r
= QU203 1256 PM C51T Allon K Agency only Bdd comments g
Step 5 Click on line item in comment information box to display the complete comment

in Full Comment Text box

Cirdar Detalls Cormespandancs Qirdsar Summary | Commans |

Commend Data Lhsar Visibiliry Copamames it

5] 01MT2013 12-56 PM CET Allizon K Agency only | add commanis hara

%

Click to display in Full Comment Text box

Full Comment Text

add comments here ‘

Comment is displayed in full comment box

Wew Coormameent

Make this comimant public Add Mew Comment
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How to View Comments

How to View Comments

Orrdar: 13K 317

Order Details Correspondence

Commant Date Usar

In 03032013 0946 AM CET idison K

Full Commant Texi

This ordés was copied to create ceder 13001664

New Commament

Make this comment public

Order Swmmany

Add New Comment

Comments are viewed in the Comments section, from the
Comments tab

Comments
Wisibility Commant
Public This arder was copied to create order 1300166

Step From the Orders Section, with Order displayed, click Comment tab. Details on the comments that |
1 have been added to the order will be displayed in the Comment Created box

39
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Order: 13001317

Order Details Cormespondence Ovder Summary Commenits

Full Commant Text

Enter maw commants

Mew Comment

Make this comment pulslic Add New Comament

Step Click on the image icon to display comment

Step Full text comment will be displayed in the Full Comment Text box
3

Full Comment Text

Entar naw comments

Commaent Date Liser Wisibiliy Commant
B || 0303013 11:18 AM C5T Allison K Agency anly | Enfer new comments
] DAMIA013 0946 AM CST Allison K Pushlic This order was copied to create order 13001656

2
. Comment Date User Visibility Commeni
&l 030372013 11:18 AM CST Allison K Agency only | Enter new comments .
] 030372013 09:46 AM CST Alligan K Pubdic This ordar was copied 1o create ordar 1300166

40
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16 How to Cancel an Order

How to Cancel an
Order

Orders can be cancelled at any time (prior to the end of day closeout
process) until they have been paid. Once an order has a paid-in-full
status, the payment must be voided, and then the order can be
cancelled.

Note - Agencies that allow Agency Initiated Credits are able to refund

payment on an order AFTER the closeout process is complete. See
How to Issue Credits After Closeout (‘How to Issue Credits After
Closeout (Agency Initiated Credits)' in the on-line documentation)

Step View the order to be Cancelled in one of the Order Create tabs (Order Details, Order Summary,
or Comments)

1

Step Click the Cancel Order button

2

Step Cancel Order message is displayed. Click OK to confirm.

3

41

Order: 13001397

Order Details.  Comespondence Comments
Chwdder Datails - Status
— Orider  Oper
Salect New Product - Auld Payment Fefunde
Lime hem Prosduct Reference ¥ Source | Phone [s
1 Court Fina 1.00 | B7-38765 i I o
Faw [ata
Payment - Agency 100
Expadita 000
Sabect Mow Paymaent - fudd Mixc a0
= Wit hek 150
- Shipping o
¥ Type Amount Card/Aoct Lasit Hams First Hame Status Other .00
1 |ecc |50 MC 0248 bl Voided = .
Uped arted Save
Print Recaipd

Cancel Order

.

Message from webpage

Authorize Payment

Cancel Ordar

LCopy

0]

| Do you wish to cancel your order?

Ok Cancel
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Step Order is cancelled and Order Status changes to Cancelled
4

Status

Order Cancelled
Payment Refunded
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17 How to Reinstate a Cancelled Order

How to Reinstate a Orders that have been cancelled can be reinstated
Cancelled Order

Step 1 View the Cancelled order in one of the Order Create tabs (Order Details, Order
Summary, or Comments)

Oeder: 1300197

[irlar Distaily Correspondance Circdar Summany Commanks.

Dader Detsds - Seanus
Lini hem Froduo Pricis Reteencs § ter A !
Payeint Huoloni }
1 Coud Firs 100 BT-SATE
Source | Phons
Feymen -
— Fed DEla
Eelict Haw Faymant .'J Add Agancy .0
L& pe=dii 1]
§ Ty fimount Candifect Last Hams Fwwt Hame Siatun Wi
T 5 i WiaiChek
1 i 1Y 2] J farg fres Wiodded
: Sl . : — Shipgdng

Dbt
T

HeEamin Urdar

Copy
Step 2 Click the Reinstate Order button
Owder: 13001397
[irclar Dataily Correspondance Oircdar Summany Commants.
Cuder Dolads - ot L)
Line hem Froduc Price Redesencs § H:":::: i !
i Coui Fire 100 BT.SaTE
Source | Fhons
Paymen -
p— Fee Daa
el Haw Payment _'] Ak Aganey . ::.
¥ Ty Aimount Cadifect Last Hams Fwnd Hame Slatun : ':I"l;::: |
1| et 16 M 328 bt tesi Wolded Q ""k"_' ::"I":

Dihai
Toim

HKesiain Uindar

T

Step 3 Order is reinstated, Order Status changes to Open and Authorize Payment button is
displayed.
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| Status

Order "Open
Payment Refunded

Source ‘F‘hune -

Fee Data

Agency 1.00
Expedite 0.00
Misc 0.00
VitalChek 3.50
Shipping 0.00
Other 0.00
Total 4 50

Update/Save

\‘ Print Receipt

Authorize Payment
Cancel Order
Copy

44
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18 How to Print Batch Receipts

How to Print  Contains sections on Date Range. Users must have a role of Clerk,

Batch Supervisor or Manager to be able to view and access Batch Receipts
Receipts
Orders = Fulfillment = Clossoul = Reports * Administration = Payment Sarvices Demo (34031) =

Create Receipt Reprint Receipt

Date Range
Start Date 01/1472013
End Date 011472013
Create Recelpts =) Clear

Step From the Fulfillment menu, select Batch Receipts. Opens on Create Receipt tab
Orders = Fulfliment = Closeout = Repors = Adminisiation = Paymenl Ser

Create Receipt Reprint Receipt

[ate Range
Start Date 01142013
End Date 011142013
Create Receipts e Clear

Step Select Start Date, or date to begin to search for receipts. Defaults to current date

Start Date | 12/28/2012

Step Select End Date, or date to end search for receipts. Defaults to current date

End Date | 12/31/2999

Step Click Create Receipts button
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46

4

Step

Orders = Fulfliment = Closeout = Repors = Adminisiation = Paymenl Ser

Create Receipt Reprint Receipt

Date Range
Start Date 01142013
End Date 011142013
Create Receipts [ Clear

Note - Once the user has clicked the Create Receipts button, the Date Range fields will be
locked and may only be changed after clicking the Clear button to clear the selections

Batch Receipts are created and confirmation message displays. Create Receipts button is replaced
with Print button and Date Range criteria is grayed out and uneditable

Orders = Fulllimant = Closaout = Reports = Administrafion = Payment Sardces Dema (34031) =

Receipts were created for the current selection criferia. Use Print button to print them. (

Create Receipt Reprint Receipt

Diate Hange
sart Data

End Lats

-} Primt g Clear

Click Print button to display receipt in .pdf window
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. o, - I — —ilf -_._ = ]
Qf-- || @ heips:/a.agencyitals... 2~ @ @[. Lewisheis Payment Solutions » _| . - . nt

L BalchReceipt_19Ap2013147709C0T. pd - Addbe Acrohst Pra |
| File Edit View Window Help =

Bose- | D HE | @a0oLBDE R
* lfllmﬂ | - ‘_l'l"'“‘ |'| H B Tools | Comment = Share

Babartien Ceanry Tl Coart
Bamch Espert far 4192005 522 FAL C sniral 5ed Tome
Toral Namber of Owdern 1

Order Duse Tl Amsanr I:}
WIS 0122 P CDT 30

Scroll down to view entire receipt

' . E
@ LexisNexis' AR
Faymesar Servicei Dema haan s P i Fall
Ol Tane Tims AR e e AL LT gy doscanr 1R ]
Oy Mamber [Fr=see) [y g — e
[E—— Tt [ — LB
Samce W ek Acaoams o
poTE— R
Pxrmrni tefer waticn
Fradus Fesalinai Dlrinil
LIRLL ) T BE 12
120 Cowda Loy
Favemrw s U
U s, Rl
[ AP OB b A BT
Emlamiims Yamkn b
Cpriak Al
Fuvses agplerd ivwaeds Ui 240
Furmes Urikel L% HHT
BiRTa
Tien Tewing Ay At R
173 Higry Dby gy oy
[ y— e
Brearessd TH ITIT ITpe— TP
Urgind Stasen af Axmnica
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Step Print Batch Receipts by clicking on printer icon
6
Step Click red X to close out of the .Pdf

7
b - s .
W hetps /s agencyvitale.. O - _Aﬁl W Lesizhlmas Payment Solutions _!

L BaichReceipt_19Ape2013142700C0T pd¥ - Adabe Acrohst Pra

File Edit View ‘Window Help

Roe- | WO S H| 802D E

o 12| ]| = s ] HB

Opidar Dane Tiime
WIS 0TI PMCDT

Step User is returned to VPS, Create Receipts screen
8

O Receipts were created for the current selection criteria. Use Print button to print them.

| Creste Receipt | Repiint Receipt

Daite FRange
S3art Data

End Diate

-} Primt Clear

Tr

button is clicked.

FEabartien Ceanry Cireid O oart
Eapch Espert far 418 2005 £:12 FAIL € sntral Sed Toms
Taral Sumber of Owdern 1

A
53000

Orders = Fullllmant = Closaout = Reports = Administrafion = Payment Sardces Dema (34031) =

Note - If receipt criteria was selected (ie Date Range) - to print additional receipts with
new criteria/selections - click the Clear button to clear current selections and then repeat
steps 2 - 5. Previous selections will remained grayed out and uneditable until the Clear
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19 How to Generate Shipping Labels

How to Generate Shipping labels are generated to address and send certificates.

Shipping Labels Users must have a role of Clerk, Supervisor or Manager to be able to
view and access Shipping functions.

Shipping Labels
Ganarate | ahels Wold Labels LIPS Manifast Mall
D Mismibsey S bamnit Oirder Count
Owrder Mumber Trackimg Mumber) Status Certificate Holder Ship Te Shipping Address
- Clear

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.

Shipping Labsis
Gentraie Labols Woid Labeis UFPS Manilest Wil

v der Wiwbeed Sk Ordlar C oant 0

Ocliar Numbss Trac koimeg MurnbniSlatus Cenlilicats Holde Shig T Shipping Addisas

Cliis

Step Enter Order Number and click Submit button

Note - User can also enter Order Number and a plus sign ("+") at the end of the number. Order will
automatically submit

Order Number [13004931 Submit

Step Order(s) will be displayed in table. Click check box to check and select order to generate shipping
3 label

Ordar Numbar Tracking Mumbar Status Canificate Holdar Shig To Shipping Addrass

4 130048091 tesl besting lest testing 12 Anry St

Step Click Generate Labels button

= Generate Label
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Step Shipping label message is displayed; click Print button
5

O Shipping Labels were created for given orders. Use Print button 1o print them.

Shipping Labels
N Ganarate Labal || Void Labsts | UPS Manifast | Mail
Oirdar Mumibsar ] Subamit COrdar Count 1
Ordar Humbar Tracking Mumbseri Status Cantificate Holder Ship To Shipping Address
£ 13004991 1Z21234562910068 168 test besting besd besting 12 Amy St
- Friint Clear

Shipping Label will generate and appear in a .pfd window

Step Shipping label will generate and appear in a pdf window

6
7L UpilabeiPageEeanl. | TSEMD05 5915002 pdf - Adobe Acrobat Pro = =
File Edit View '‘Window Help =
Boe- | D SR | @0c2LbbE .
[ 1 1||&@|- +|m?‘i|'||H = Teols = Comment

o
" = :
& | — o — §
= O == — u
- = o= % — g
5 ”mJ — = n._-@ —
—  — | —
9r & < e
@ ErT, > 05 | c——
: . anhn | — g
.i_‘ [ER =5 Sy ' e — ==
Ee LeZ® - | — 3%_
g4 EE mﬂﬂﬁ z; —
E R R —
$8gds HF——1 Ll
ELEDELIY o g5~
aEdEdl T o o= Fen
FeZdnd WF =E Ezhy

Step Click printer icon to print label(s)
7

7L UpilabeiPageEeanl. | TSEMD05 55915002 pdf - Adobe Acrobat Pro
File Edit View 'Windosw Hdp

: 1|L@| IMI IIHEEI
]
Click to prlnt
lu_
«—E A

I

51 How to Use VitalChek Product Suite



- How to Use VitalChek Product Suite

20 How to Void Shipping Labels

How to Void Shipping labels can be voided using the Void Labels tab

Shipping Labels Users must have a role of Clerk, Supervisor or Manager to be able to
view and access Shipping functions

Shipping Labsls

naran Labels Woid Labals LIPS Mesitast Mail
Oirchar Mumbaar ki Cirdar © ount 0

Divclar Hasmbar Toaching HumbsedStatus Cartilicats Hakdar Ship T Shipping Addiass

Caincil

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.

1
Shipping Labels
Geanprate |ahals Wald Labals LIPS Manifast Mall
Crrdber Mumbser Sin bamwit Oirder Coumt 0
Orrdiar Musmibser Tracking Mumber! Status Certificate Hobder Ship To Shipping Address
=] Clear

Step Click Void Labels tab. Labels can only be voided the day the label was generated, prior to the
2 manifest being created.

Shipping Labels
enarabe Labels Woid Labals LIPS Manitasi Mail

O o Musim bz r Bulkmic Cirdiar C oune 0

Ohcdar Husmban Tiaching MumlssrlStalus Cartilicata Holdar Ship To Shipping Addiass

Cancil

Step Type the Order Number and click Submit button

Shipping Labels
enarabe Labels Woid Labals LIPS Manitasi Mail

Oy Mumbar Saskamic

Ohcdar Husmban Tiaching MumlssrlStalus Cartilicata Holdar

Step Order is displayed in the table. Click check box to include order

4
tetnarabe Labeis | Vold Labals | UPS Mandesi ail
Urder Muymber Syt Oirder Count 1
Odar M i b Trachking Mum bl S0 nes i ae Holdar Ship T Ehigyping Address
L T3iat 15712 B 66010 (=316 tmat jasling tmel jesiing 12 Erep 51
Woid Lakals Lancal

Step Click Void Labels button
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Void Labels

Step Labels voided successfully message appears
7

Labels voided successfully.
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21  How to Print a Detail Report with Manifest

How to Print a Detail The User can generate and print a Detail Report with a UPS
Report with a UPS Manifest from the UPS Manifest tab.
Manifest Users must have a role of Clerk, Supervisor or Manager to

be able to view and access Shipping functions.

Shipping Labels

Generate Labels Void Labels UPS Manifest Mail
[C]  Print Detail Report wiManifest

@ Generate New Manifest
) Reprint Previous Manifest

Generate

Step 1 From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed

Shipping Labsls
Goanere Labols Wodid Labels UPS Manili-st Wil

Crdiet Wimber St berrainy Oirder Cioasng 0
Chdder Mumbss Triae biseg Mumbss i Status Carlilicats Holdes Shig Tix Stepping Addiaas

i bt

Step 2  Click UPS Manifest tab. Generate New Manifest screen displays with Generate New
Manifest button pre-selected

Shipping Labels

Generate Labels Void Labels UPS Manifest Mail
[C]  Print Detail Report w/Manifest

@ Generate New Manifest
) Reprint Previous Manifest

Generate

Step 3  Check Print UPS Detail Report w/Manifest
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Step 4

Step 5

Step 6

Step 7

Step 8

55
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Print Detail Report w/iManifest

@ Generate New Manifest
) Reprint Previous Manifest

Generate

Click Generate button

Generate

Manifest/Detail Reports window displays

UPS Manifest Mail

el Print Detail Report wiManifest

2 enerate New Manitest
Reprint Previous Manifest

Generate

Manifest | Detail Reports

Click image icon to

= # view report
= | Detal Report

Detail Shipping Report displays in .pdf

EX-EL: T jeer - ial

Renbptky Cifce of Wapl Siabsticy

Dl DRI LG
Detall Ehipping Repor
eyt Slenon k Shppesd 5
ey et S000IET Cipde Srwppeest 01724030017 Forinl
Ot Dt 03 W20 1 Trapchire) humber. 121258130000 TET 1035 Pilas Rd
Deocurman Crosnsl BSSTH
e of Copees: 1 AP, G, 30005

Click printer icon to print

=

Email notification is sent to customer order with UPS tracking information.

Note - if the manifest is not created, email will be automatically sent to the
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customer the evening the order was batched.

Vil bek Shapping Manilicahon

Thamk: vou for choosmg VitalChek. The following message comcems vour order from Adimgion Vital Fecords Burewa. Your request has been processed
and 2 bang dhipped via LIPS 54 detalled below

Tsem Becord Ordered Oty | Price |Extra Copies . Total

| E::E Searewide (Rudsed Seal) :nem 1 $33.00 | 500 £31.00

Agency Expedine Fee 0.0
Processing: | SL000
(1]

Shipping- | 518
Tax 50.0
Towal- | 55100

Your order hai bem aidigned a UPS tracleng samber of 1113250131009 24, View may view the @atud of vour package o= the PS5 webdite: Clack
hiere for UUPS Shipping Stamus

If virm Bave anv ad diional geestions or would Bee to esmail VitalChek abowt this order, please visit bigps ViatCheksolutions cusihelp com

Mease do not rephy 1o this esmail a5 it is generated aubcmatically and replies aze mot monitored
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How to Generate a New UPS Manifest

How to Generate a New The User can generate and print a UPS Manifest from the UPS
UPS Manifest Manifest tab.

Users must have a role of Clerk, Supervisor or Manager to be
able to view and access Shipping functions.

When a manifest is created, an email is sent, notifying the
customer their order has been shipped.

Shipping Labels

Generate Labels Void Labels UPS Manifest Mail

[C]  Print Detail Report w/Manifest

@ Generate New Manifest
) Reprint Previous Manifest

Generate

Step 1

Step 2

57

From the Fulfillment menu, select Shipping Labels. Generate Labels tab is
displayed.

Shipping Labeis
Goneaaie Labals Wodid Lakeis LIPS Manilesr Wil
i dir Mo Gopi berwei Oiriflar O g 0
Chddiar Numbss Trackisg Murmbsi Satus Cavlilicats Hilder Ship T Shipping Addieas

Chiaii

Click UPS Manifest tab. Generate New Manifest screen displays and Generate New
Manifest button is pre-selected.
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Shipping Labels

Step 3 Click Generate button

Generate

Step4  Manifest/Detail Reports box displays

Manifest / Detail Reports

i ifest

Step 5 Manifest Report displays in .pdf

Generate Labels Void Labels UPS Manifest Mail
[C]  Print Detail Report wiManifest

@ Generate New Manifest
2 Reprint Previous Manifest

Click image icon to view Manifest

Generate

|»ﬂ1 i D i, Lk o P itk it - VIEAIC hak Praduct Silti - Windows lnbiinel ok

-"_Fd-w*{. F1 1z B@®[em- o

SHIPDATE: JAN 13, 2011
SHIPPING RECORD: 1616 2399 14
ACCOUNT NUMBER: 123 - 456

CUSTOMER
MARK CASE
VITALCHEK NETWORK INC
SUITE 400
6 CADILLAC DRIVE
BRENTWOOQOD TN 37027

58

PICKUP SUMMARY BAR CODE REPORT

A
94 123 456 1616 23991 00004 7
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Step 6

Step 7

Vil kek Shipping Motilication

How to Use VitalChek Product Suite -

Click printer icon to print

=

Email notification is sent to customer order with UPS tracking information.

Note - if the manifest is not created, email will be automatically sent to the
customer the evening the order was batched.

Thamdk vora for dhoosng VitalChelk. The following message comoems vour order from Adingion Vital Reconds Burewa. Vour request has been processad
and zu bang dhipped vis UPS a0 derailed bedow

liem Recard Ordered Oty | Price Extra Copes  Taotal

. Bondk | Searewide (Raceed S2al) cnem |

peat 1 523.0¢ | 50.0 523.00
Agency Expedine Fee Sy

Frocessing. | 51000

Shipping: | SLE3.00

Tax S i

Towl:| S51.00

Voesr erdes has beem assigned 3 UPS srackeng member of 1212343501 310020004, Vo mavw view the satus of vour package o= the UPS webaite Chsk

kere for LTPS Shipping Status
If vovn bave any sddiional goestions or would Bee to el ViealChek sboon this coder, please wisit barps: VinalChek solutioms ousthelp com

Plzase do not meply 1o this email & it is gemerated automatically and replies are mot monitored
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23  How to Reprint a Previous UPS Manifest

How to Reprint The User can generate and print a Previous UPS Manifest from the
a Previous UPS UPS Manifest tab

Manifest Users must have a role of Clerk, Supervisor or Manager to be able to
view and access Shipping functions

Shipping Labels

Generate Labels Void Labels UPS Manifest Mail

[C]  Print Detail Report wiManifest

@ Generate New Manifest
) Reprint Previous Manifest

Generate

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.
1

Shipping Labels

Ganarate Labels Vold Labels UPS Manifest  Mail
hrder Mismbser Sisbamuit Cirder Count 0
Chrder Musmibser Tracking Mumber Status Certificate Holder Ship Te Shipping Address
[ Clear

Step Click UPS Manifest tab. Generate New Manifest screen displays with Generate New Manifest button
2 pre-selected.

Shipping Labels

Generate Labels Void Labels UPS Manifest Mail

[C]  Print Detail Report wiManifest

@ Generate New Manifest
Z) Reprint Previous Manifest

Generate

Step Check Reprint Previous Manifest button
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‘ UPS Manifest | Mail

[C]  Print Detail Report wiManifest

© Generate New Manifest
@ Reprint Previous Manifest

Step Click Generate button
4

Generate

Step Reprint Previous Manifest box displays defaulted to current date.

> Enter a date to for which to reprint the manifest for or use the calendar to select a date.

UPS Manifest Mail

[C]  Print Detail Report wiManifest

©) Generate New Manifest
@ Reprint Previous Manifest

Detail Report Date | 01/01/2013

Generate

Step Manifest/Detail Reports box is displayed
6

Manifest / Detail Reports
Click image icon to view Manifest
& ifest

Step Manifest Report displays in .pdf
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7
rﬂl_"‘_‘ visn. bk i kst - WISGiC hik Prodict Sl - Windees lntioe Bokeres
1= " iz [ @@&[nm-|E |l

PICKUP SUMMARY BAR CODE REPORT

SHIPDATE: JAN 13, 2011
SHIPPING RECORD: 1616 2399 14
ACCOUNT NUMBER: 123 - 456

CUSTOMER
MARK CASE
VITALCHEK NETWORK INC
SUITE 400
6 CADILLAC DRIVE
BRENTWOOD TN 37027

__________________________________________]
894 123 456 1616 23891 00004 7

Step Click printer icon to print

8
=
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24 How to Process Regular Mail

How to Process

Regular mail orders (United States Postal Service/USPS) are

Regular Mail processed through the Mail tab.
Users must have a role of Clerk, Supervisor or Manager to be able
to view and access Shipping functions.
Shipping Labels
Generate Labals Vild Labals UPS Manifest Mall
Order Numbaes I Sunbsmwil Order Count 0
Chrder Musmhsar Cartificats Haoldar Ship Ta Shippang A

Clear

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.
1

Shipping Labels
Gantdain Labals Vil Labsis UPS Manilist Wil
[ Tl TR Suilwrid Oirar (o 0
Chehinn Mumbses Tracking Mumbun i Satus Cantificats Holdes Ship Toe Srappany Addiess
Claar
Step Click Mail tab to display Mail screen
2
Shipping Labels
Genarate Labals Virld Labals UPS Manifest Mall
Order Numbes T Submit Order Count 0
Chrder Musmhsar Certificass Holdar Ship Ta Shippang A
Clear
Step Enter Order Number
3
Order Number | 13004991 Submit

Step Click Submit button
4

Submit

Step Order information is displayed
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Shipping Labels
menarabe Labels Woid Labnls LIPS Mamiest | Mnil |

rder Mumber || Supbmid Cirdar Count 1

Oriher Rusishar Cemificate Holder Ship Tos Shippice Address

o 1310528k el fesding fmel egling 13 mry w1

Upsctarie Wil i) Clhear

Step Click Update Mail Date(s) button.
6

Step Confirmation message appears
7

All orders entered have been marked as shipped
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25 How to Manually Close Orders with ACH

How to Manually Access from the Closeout menu. Opens to the Close Orders screen and
Close Orders contains tabs for Reprint Report, and Incomplete Close

with ACH Users must have a role of Manager to be able to view and access
Closeout functions

Note - The Closeout process submits each agencies closeout to a queue.
The length of time to complete a closeout may vary depending on the
number of closeouts in the queue.

Paificam End of Day

Cloar Orders Raprird Rapor Incompleis Closas

Crinaria

Suttlement Group WY Transfs: Pagments | =

Process Close Show Orders im Geid

Sokeci Urders for Closs

rders io Lhoso Urders io Leclude

Step From the Closeout menu, select Perform End-of-Day. Close Orders tab is displayed
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Paifcam End of Dy

Cloae Orders Raprird Rapori Incompleis Closas

Corita rka
Sutthemant Group W% Transfer Pagments | =
Process Close Show Orders b Geid
Sokect Orders for Closs
Urders io Chose Urders fo Lecluds

Step Select Criteria to close, or proceed to Step 3 to include all available criteria in the
2 closeout

Parfoam End of Day

Cloar Gndars Repried Rapon Incompless Cinsas

Ciriaria
Sutlement Canup W' Transfm Pagments | =
PFrocass Closs Show Ovdeas i Gald
Sokect Orders for Closs

Step Click Show Orders in Grid button

i ria
Satloment Canup WY Transfsr Fagments | =
Procass Close Show Orders i Gald
1 Orders for Close
Cvders 1o Chose Orders wo
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Step Available orders to close will display in Orders to Close table
4

Sebect Orders for Close

Ordess io Clnse (irfiars. bo Exclude

Available orders
to close

Note - To exclude order(s) from the close:

1. Click to highlight order in Orders to Close table

2. Click Exclude button - (or click Exclude All button . to exclude all
orders from the close process). To move orders back and include in the close, click

..:_
the Include button (or Include All button - to include all orders in the
close)

3. Order(s) will move to the Orders to Exclude table and will not be included in the
close

Note - To move multiple orders - click & hold the Control button while clicking the
orders to be moved; this will allow the user to select multiple orders at one time

Step Click Process Close button

Process Close

Step Close job report screen appears while close is processing

Farloim Emd of Day

Cmaris

et Tieme | 01502520492 0816 A
Clogas job s bissin sibmined This pess will mimesh sotomancally evany 15 sbtonds.

Ridrash
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Step Available Close Reports screen appears when reports have been generated
7

Available Close Reports

@  Detail Report

& | Summary Repor

«  Approve Close a Cancel Close oo Export Report

Note - Click the Export Report button to export to an Excel file

Step Click Report image icon to view report required
8
Available Close Reports

® | Detail Report Click image icon to
® | Summary Report view I'Epﬂl't
«  Approve Close a Cancel Close oo Export Report

Selected report appears in a .pdf window. Reports can be printed by clicking the printer
icon.

Detail Report:

g o e
= l'= AR IR IR 3-
Payrnent Servioes Dems
Detail Report for 7142011 02:13 PM CDT
CheckiTxn Numberis): 9
Clesing by ALL
Manual Close Initiated by Allisgon K.
Closed Orders
[ Agancy e
Wy M Chrolst Soumoe Ewet Infoamation W Few Fos Fins Fos Toial Few
shorbyfratal 1366 FPlaxa §il 1350 i1 Lot LiMan
Agensy
Flagritrabon Rl 1119
1201
Toials: 1 54,00 $1450 S S piFo RG]

Summary Report:
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Step

Step
11

-l-_l.kj.g.-""ﬂ M eseew - I~ -
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[
Fayreni Services Demo
Summary Report for T/42011 02:13 PM COT
CheckiTxn Numbers): 9
Closing by: ALL
Manual Cless Inftiated by Alllsan K.

Prechses Tygse Cuamity Ay Fan Ot fignicy Fos Tetal
Risgritaben Rl 1 11159 S000 L1199
Todals: 1 1158 S0 11138
Dadad Sommi Lty Bgenay Fes Cmbuist Agerecy Bt Total Bgancy s
Agency Stall
akirigivirabchik.com 1 ML) 0g #1153
Ot Tt 1 ENLR-) og #1158
Todals: 1 1158 S0 11138
Toal Agency Fis: s

Click Approve Close button to continue processing the close

+  Approve Close

Close process is complete and payment confirmation displays

Available Close Reports

& | Detall Report

& | Summary Report

Your ACH payment has been scheduled. Transaction number: 538092073011 0210092601
Amount: $80.00

o OK

Click OK button to confirm close and return to Close Orders screen
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26 How to Close Orders with a Check

Close Orders
with a Check

@ LexisNexis:

Users must have a role of Manager to be able to view and access

How to Manually Access from the Closeout menu. Opens to the Close Orders screen and
contains tabs for Reprint Report, and Incomplete Close

Closeout functions

Note - The Closeout process submits each agencies closeout to a queue.
The length of time to complete a closeout may vary depending on the

number of closeouts in the queue.

Paymant Solutions

Parfarm End ol Day

Byl Qi § 404 Choriie

Chige Oedhars Aeprind gl Irzemplete Cluses

-heck Fambar

Frocans Clows

e o Claas

Tagfh Citibas
Carari Fir
Prosuel | |ipigr gl
Crrenrn Loarss: Muenrasl
Fagmiraion Qeraan

Show Grders i Und

Lrder Lo Exchah

Step From the Closeout menu, select Perform End-of-Day. Close Orders tab is displayed
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.. LE}CIENE}EIS' Fayment Solutions Qi e 2. | mmgemcres o =
ek 100
COrdars » Fuliimeni » Coascul ~ Mepors »  Asmnabesbon = Faymesi Sereces Demo (342310) - ﬁ.
(Parfarm End of Day
ml Haprind Fwgasl Irzemplete Cluses
Check Ramiar
Criters
A - A1 -
St Toals Cititan
nhori Frvimictek som e Cionart Fir I~
User  |rmggonghutakohel sam i Produet | |yaier g i
rrcimric Crresrn Lownss Munrasl
TPALDETSALT Fagmirston Reraanl
S P
o - 100 -
Prora TOHD00 2 r
[ #viz H MHN00000
Drder sturce | pigad 1 Termind | | 70840003201
L TOR4000E30 1
Ao e TOSGO0000T E
Frocess Cass Show Grders m Gind
By Qi & 400 Chorie
Chrtars ko Choaa Grets o Exchds

Step Select Criteria to close, or proceed to Step 3 to include all available criteria in the closeout
2

i Ervdl od Dy
ml Hapend Argasrt Irmzmpleie Lluwes
LUhachk Rearmbar
Lrvtwres
= a] 1] 21
Sutraner] TanMs Ciuwtes
FTRLT- e LT = Court Frsm =
US| v pnonwiskohek sam ¥ Produel | |ipipr gl 1
rrcimric Diremrn Lowrss Menwasl
FTALEET RS Ragntrabon Rerarnnd
St o
& 2] 103 .
Prscre TOEA000 D02 =
[ o ME40002000
Order souies | |iigd = Torminal | | 40002201
o | TO240008301
o5 ie TRHEECCOCCE -
Frecass Close Show Crders n dnd

Step Enter check number from the pre-printed VitalChek check paper
3 .
[ EicsaOrders | Reprint Report
-_+ Chack Number

Process Closa

Incomplete Closes

Show Orders in Grid
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Step Click Show Orders in Grid button
4

wir Cirthers Fopnint Auport Iremplrie Closers

*heck Ruarriar

St
abreSviaich ek oo
regge otk sam

Crrenrn ommes: Ml
L R 1 Fsgainion Serswn
=, R

Frocens Cass

) iers dar Choge

Step Available orders to close will display in Orders to Close table
5

Select Orders for Close

Crrless to Close Chrders. b Enclude

Available orders
to close

Note - To exclude order(s) from the close:
1. Click to highlight order in Orders to Close table

2. Click Exclude button - (or click Exclude All button . to exclude all orders from the
close process). To move orders back and include in the close, click the Include button

(or Include All button - to include all orders in the close)
3. Order(s) will move to the Orders to Exclude table and will not be included in the close

Note - To move multiple orders - click & hold the Control button while clicking the
orders to be moved; this will allow the user to select multiple orders at one time

Step Click Process Close button
6

Process Close

Step Close job report screen appears while close is processing; click to manually refresh
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Step Available Close Reports screen appears when reports have been generated

8

Step Click Report image icon to view report required

9
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Faram End of Day

:mberia

Uaate! | omen R ESTPIPER R  [f
Cloga job hes biain submined. This page will refresh suomancally cvary 15 seonds.

Ridrash

Available Close Reports

@  Detail Report

B | Summary Report

v  Approve Close 2 Cancel Close (2 Export Report

Note - Click the Export Report button to export to an Excel file

Available Close Repons

® | Detail Report ‘_ Click image icon to

@ | Summary Report view report

v  Approve Close 2 Cancel Close 2 Export Report

Selected report appears in a .pdf window. Reports can be printed by clicking the printer icon.

Detail Report:

i couret
584 € OO I
&
Payrient Services Deme
Detail Report for 742011 02:13 PW COT
Check/Txn Mumber{s): 9
Closing by ALL
Manual Clese Inftiated by Alllson K.
Closed Orders
[ Agency et
Uhgsr I Oyl B SOECE Bt Infoammistion W e Fiss Frisi Fiss Toial Fea
shorhratal 1300361 Pl LR §13.50 1155 .00 51348
Agency
iy ion Bl s
2am
Toals: 1 S0 1250 s 0.0 b Fe L]
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Step

Step
10

Step
11

Step
12

74

Summary Report:

= B = B AN [vrn (@@ - | B4 | .
L
Payrnent Services Dems
Swmmary Report for TI42011 02:13 PW CDT
Check/Txn Mumber(s): 9
Clesimg byt ALL
Manual Clese Initisted by Allison K.
Presiuct Typss Cuantity Agnay Faa ot Agancy Fis Tetal
Rasgputesbesr Farsracal 1 $11159 2000 11199
Toasls: 1 11188 L0000 11190
Coches Soumca Guanity Agenacy Fes bt Aganicy Foe Tosal Agency Fee
Bagnecy Sall
ki rgverabs hidcom 1 51105 000 11199
Cirides Total: 1 $11049 £000 £11099
Toasls: 1 11188 L0000 11190
Toad Aguerecy Fiss: 1159

Click Approve Close button to continue processing the close

+ Approve Close

Check paper confirmation message appears. Make sure the printer has pre-printed check paper with
the number entered in the Check Number box

PrintCheck | w 0K |
Print Check x
1 A Make sure the printer has the check paper loaded. Click OK when you are ready to print the checkis)
o 0K

Click OK button

Check displays in a .pdf
EXr -

I T - - o -

142011
$23.00
Arbrgiion Vital Reconds Bureas

Check Mumbssr 12345

WitaChek panment lar Adinglon VRtal Retoids Bufed
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Step Click printer icon to print check on check paper

13
=
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27 How to Reprint a Report

Closeout functions

Close Orders Reprint Report Incomplete Closes

Close Data| 010272013 2 Search

Closaouts

[DaieiTims Tun. Numbsar Amouni

Available Reports for

How to Reprint a Close reports can be reprinted from the Reprint Report tab.

Close Report Users must have a role of Manager to be able to view and access

Usar Mama

1

Step From the Closeout menu, select Perform End-of-Day. Close Orders tab is displayed

“‘ LE.K'}.!NCX'&I. Payman Solutions :H- B

|'. ders = Fuiimant » Cicamscut » Maposts v Asmnmbwion = Faymest Sseeces Demo (34031 -
Parfim End of Day

Chiyge Ondbers Aepnind Rigoel Irmemgpletr Cluses

Step Select Reprint Report tab to display Reprint Report screen

76

Chack Rambar
Covterea
Seapar e Ten Mo Citibas
phork e iaictek com = Coart Fra
I5g reagon e talohg gam Prosuel | g gl
misrk Crrenrn Lcmnus Mersnal
TTALEEADT 1 Fagaimnion Sareas
S A P .
i
ez -
Ordar ssuice | Ly B Turmiima
Pz
oG
Freans Do e Urders m Und
Baimr| Qe s far Chose
[ Urdws. lo Excheds
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Close Orders Reprint Report I Incomplete Closes

Close Date | 01022013 = Search

Clospauts

Dt Tims Tun. Numbar Amount User Mama

Available Reports for :

Step Enter Close Date or select date from calendar icon
3

Close Date| 01/02/2013| | e Search

(4] January 2013 0

Su Mo Tu We Th Fr Sa

1Bl 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

| 20 21 22 23 24 25 2%

21 28 29 3 A

Today Done

Step Click Search button
4

o Search

Step Available closeouts from selected date are displayed

5
Closs Date| AM2Z2013 A Search
Closenuts
Date!Tima Txn., Numbser Amount User Mama
LS 01272013 08:0F9: 26 AM P5T SHS0S201301 0210052601 380000 Allion
* OAD22013 091640 AW PST CAZ112013010211164001 £40.00 Allison

Step Click on Date/Time line to select closeout
6

Closeowts
DatelTime Tzn. Humber Amount User Man
ﬁ - 01022013 08:09:26 AM PST G001 3010210092601 L8000 Allisan

- R TEEI T A AR BN A DT | ERmaAmined G ne 54 404N oA i

Step Available Reports for selected date are displayed, Click on required report to display in .pdf. Click
7 Export Report to export to an Excel file
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78

Closeouts
DatefTime Txn. Mumber Amount User Name
* 02/04/2014 01:39:49 PM CST 56789 520.00 Allison
" 02/0472014 01:50:37 PM C5T BETT4 32500 Allison
» 0200472014 02:21:42 PM C5T 556647 $10.00 Allison
. Available Reports for : 04 Feb 2014 13:39:49 CST
Click
o & | Detail Report
image to
A & | Summary Report
display
report
p Export Report
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28 How to Process an Incomplete Close

How to Process an Closes that were interrupted during the closeout process, or
Incomplete Close Incomplete Closes, can be completed from the Incomplete
Closes tab.

Users must have a role of Manager to be able to view and access
Closeout functions.

Note - The Closeout process submits each agencies closeout to a
queue. The length of time to complete a closeout may vary
depending on the number of closeouts in the queue.

Close Orders Reprint Report Incomplete Closes

Raefresh

Closeouls

Job D Status DateMime User Mame

Step From the Closeout menu, select Perform End-of-Day. Close Orders tab is displayed
1

Pariorm End of Day

Choga Drdlars Rapaint Rapon Btz i it C borssi s

Frocese Close show Lirgers m G

Salect Orders dor Close

Ceders in Closs Orders to Exclude

Step Click Incomplete Closes tab
2

Closa Drdans Raprint Raport Incompbete Closes

Rafrash

Closeouls

Job 1D Status DiatelTime User Hame
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Step Click Refresh button to display incomplete closes in the Closeout table

3
Refresh
Clodeoiils
Job (D Sranus Dt Time User Name
= 258579 Ready Tor Completion 010212013 0916 AM PST EirkA

Step Click the arrow link to select and complete the close

4
Click to select Refrosh
Closeo
Sranus Dated Time User Hame
Ready o Complation 010272013 0916 AM PST EirkA

Step The Available Reports screen is displayed with payment information
5

Awvailable Close Reports

@  Detail Report

& | Summary Repori

+  Approve Close @ Cancel Close ¢ Export Report

Note - Click the Export Report button to export to an Excel file

Step Click Report link to view report required
6

Awvailable Close Repors

il Detail Repont Click image icon to
B | Summary Report view report
« Approve Close ] Cancel Close & Export Report

Selected report appears in a .pdf window. Reports can be printed by clicking the printer
icon.

Detail Report:
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o s ]
OB G eelin oo Fal
[
Fayment Services Demo
Detail Repart far 7452011 02:13 PM COT
CheckTxn Numberis): 9
Clesing by ALL
Manual Close Initiated by Allisan K.
Closed Orders
it Agancy itam
Ut I Diciest @ SOHHCE Ewin Inloamation WL Fivi Finit Fivir Total Fee
shatbratal 1300361 Pluxig Fo ] $13.50 11155 $his) §imdn
Agency
Flangridy e Fimaeacil LGRE
Em
Totsls: 1 400 1250 11 0,00 1.9
Summary Report:
= E e G [v i | & @[ - o B -

[
Payrment Services Demo
Swmmary Repart for TI42011 02:13 PM COT
CheckTen Number(s); 9
Clesing by: ALL
Manual Closs Initiated by Alliaon K.

Prochuct Tygss Cuantity Mgy Fea (b ey Fise Teral
Risgpiiteabaon Rarrracl 1 LARE R 000 siig
Todals: 1 1.5 S0 LIRR R ]
D Saomimin Lty sy i et Sgeierely Fome Tonal Bgency Fes
Agency Sealf
akd ik il com 1 1. 000 s
Oycdenr Taotal: 1 HANLR- ] SO0 s
Toaals: 1 11159 000 11199
Todlal Agperecy Foss: SRR

Step Click Approve Close to complete close process
7

+ Approve Close

Step Payment information is displayed and closeout process is complete (ACH) or print check

8 Note - Agencies that close with a check, see How to Close Orders with a Check (Section

26) to complete closeout
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29 How to Search for Users

How to Search for VPS Users are located using the User Maintenance screen.

Users Users must have a role of Administrator to be able to view and access
Administration functions.

Usar Maintenance

First Name
Last Name
Fxplrad
Search Clean Add New User
User Name First Name Lasi Name Loscked Eapired Last Login Date

Step 1 From the Administration menu, select User Maintenance. User Maintenance screen is
displayed

il Harms
asl Mars

F agdrsd
Seaich Chear Hudel Herws Uemy

Unenr Mames Fornt Mame Lol Warrs Locied E agmred Land Login Dais

Step 2 Enter (at least) first letter of First Name of User

First Name

Step 3 Enter (at least) first three letters of Last Name of User

Last Name

Step 4 Check Expired to include expired users in search or leave unchecked to exclude expired
users.

Expired
Step 5 Click Search button

o Search

Step 6 Search result are displayed

Saarch Chear A Mew Ulser

User Hame

akirkiEvitalchs bk com * c I i c k :]Iiimttu d Elﬁ1§? E dql‘ftu 5 E Flpéﬂé rE e:ﬁl:j?_il_f o
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Step 7 Edit User screen displays

Stan Dale | 12267012

Emad Dlwie | D1 172073
Mew Passsnrd
Confirm Pessennd

ok

How to Use VitalChek Product Suite -

Manesger Supardsor Chark
Ayailable Salectad
ilakik
Savu Caiiul |
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30 How to Unlock Users

How to Unlock Users that are locked out of VPS will have a check in the Locked box and will

Users display in two locations:

1- User Search screen

2 - Edit User screen

User Search:
Last Login Dats

127287012

Usar Nams First Nams L ast Nams Locked Expired
vpsweb? Mggmail.oom Irainirg vps [

Edit User:

Esdit Uset

User I tcemall ha

e Figmail com
oddrass) " -

twei Hame | lraning
Lasi Hame |wvps
Start Uaie | 1426512

Eidl Datie | 04112013

Hisw Pas smord
Confirm Fpsseord
Latked [#8 [

F wpired
Fim
Holee %] Aominisirator Wanmger Suparszor

Agancy fremilabie

Steps to Unlock a User

Users must have a role of Administrator to be able to view and access Administration functions.

When a user reports that they have received a Locked message, such as the one below, the
Administrator can unlock the user if appropriate.
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EJ The user you attempted to authenticate is disabled, please contact support.

Locked box is checked in User Maintenance

Enter Security Credentials

User D [email address) I

Password [case-sensitive)

Login

Forgot Your Password 7

VPS Version 2.0

Step 1: Login as Administrator
Step 2: Select User Maintenance from the Administration menu option.
Step 3: Search for the user by first and last name.

Step 4: Select the user from the results grid.

Step 5: Click on the Locked check box to clear the check mark.

Edit User

User ID {email

address) vpsweb2 0@gmail com

First Name | training

Last Name |vps
Start Date | 12/28/2012
End Date | 04/11/2013

Mew Password

Uncheck to
o« unlock user

Confirm Password

|

|
Locked @

o

|

Expired

Pin
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Step 6: Save changes

Expared

Pii

Holes 8 administrator Manaqger Supervisos Cherk

Agency Awnilabbe Sabected

fias hnglon Stade Center For Hoalfh Stabesbos

Click to Save

R

Save Cancal L_;-

Step 7: View message at top left of User Maintenance screen to verify the change was saved
successfully.

@ LexisNexis®  vitiche:

Orders * Fulfillment * Closeout + Dashboard -

Saving User Information was successful.

User Maintenanc

Change First N
successful
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How to Add New Users

How to Add Add New User screen contains information on VPS Users. Required
New Users information is highlighted yellow.
Users must have a role of Administrator to be able to view and access
Administration functions.
Aidd Mew User
Psar ||'|I :II.'. ail
Firs1 Hams
Stam Dae | 122R7112
Locked
Expired
Reobes Adminisrarcs Wanmger SUpE s Clerk
ALy frmilabie Salected
Eanvi Cancl
Step From the Administration menu, select User Maintenance. User Maintenance screen is
1 displayed
Seeai ch C b Boddd M U et
Step Click Add New User button
2
Add New User
Step Add New User screen in displayed. Required fields are highlighted yellow
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3

Step

Step

Step

Step

Step

88

A Mew User

s 10 | email
address|

Fiisl Raima
a=i Hame
Stam Dae | 12280101
End Dats | 12731295
Lochid
Enpifed
Hin

Fokis

Admanisrarcs Wannger Supsrdisor Clerk

Agemcy

frwmilable Selected

Sl Cainci |

Enter User ID; must be a valid email address

User ID (email
address)

Enter User's First Name

First Name

Enter User's Last Name

Last Name

note - Start Date defaults to current date, if another End Date is required, click in date field
or click on calendar icon to display the calendar. Click on required date to select.

Start Date | 12/28/2012

note - End Date defaults to Dec 31, 2999. If another End Date is required, Click in date field
or click on calendar icon to display the calendar. Click on required date to select.

End Date | 12/31/2999

Enter a PIN number for users that will be operating a point of sale (POS) device.
PIN must be 1 - 4 digits and unique; no other user in the agency may use the same
number

Pin

Select a Role for the User by checking the box(es) next to the role. When choosing a role,
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8 determine what functions the user will perform in the agency. A User may have an
Administrator role along with one other role (Manager-Supervisor-Clerk).

Administrator - Administers users for an assigned agency

e Manager - Agency Supervisor role plus performs End of Day
e Supervisor - Agency Clerk role plus void and issue credits
Clerk - Enters, inquiries, modifies orders

Roles Administratod Manager Supervisor Clerk

Step Available Agencies are displayed in the Available table on the left side.

To add the User to an Agency, click Agency name to select it and click Add button - to
move it to the right table.

To add to all Agencies displayed, click the Add All . button.

Agency Available Selected

Arbnghan Vital Heconds Buisai

Uenlon County sk

/" Click to add 1 agency ]

I'n County Health Depl -

“"Click to add all agencies J

Step Selected Agency will be displayed in the right table
10

Al abbe o0 e b

Step Click Save button
11

Save

Step Confirmation message that User is receiving an email to activate their user ID is displayed
12

User information saved successfully. Activation email has been sent.
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32 How to Add Agencies to Users

How to Add Agencies Administrators can add Agencies to Users who need to access more
to Users than 1 Agency.
Users must have a role of Administrator to be able to view and
access Administration functions.
Add Hew User
L 10 |esmail
address)]
First Kaime
Stam Dawe | 122R7012
Locked
Expired
Roks LR BT e Wanmgsr Supsrainar Clerk
Ageacy Awnitable Snlectad
Eavi Caincil

Step From the Administration menu, select User Maintenance. User Maintenance screen is displayed

rat Harms

Seemich C e Auddd Ham U

Unar Mame Firat Marme Lamt Harrs Loched Exgsired Last Login Dste

Step Enter first initial of First Name and first 2 letters of Last Name (at least) to search for User
Step Click Search button
e Search

Step User is displayed in search results, click on User ID link

User ID
PuertoRicollser *—

Step Edit User screen is displayed
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Exiit Uner

Ussiar 10 femail

Tl spawsh2 Dfigma com

First Hame | iraining

Last Hame | wps 1
Stan Daie | 12282012
Emad Diwte | 09152013
Mew Paaswnrd
Confinm Pessword
ocked
Enpired
Pin
Holas [ adminisirator Manager Supardlsor Clark

Agincy Aynilable Salectad

Bave Cancal

Step Available Agencies are displayed in left column; the Agencies User currently has access to are displayed in
6 the right column

Available Selected

Arlington Vital Records Bureau Tri County Haalth Depl
Danlon County Clark Washinglon Slale Cenlar For Health Statistics
Kentucky Vital Records — ]

Available Agencies . Current Agencies

L&

Step Click on the Agency to highlight in the left column
7

Available Selected
Deanten Colnty Clerk Tri County Health Dept
Kenucky Vilal Records {}_'] Waskinglen Siale Cenler For Mesih Sialisl
Adlnglon WVilal Records Bures

Step Click Add button to move agency to Selected table
8

—

Note - to select all available Agencies, click Add All button

Step Selected Agencies are displayed in the right column

’ fuvailable selected
Vital Records Tri County Health Depl
Vilal Records Bureau Washinglon State Center For Health Statistics
, Denton County Clerk k
-
-
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33 How to Reset a Forgotten Password

How to Reset a Upon entering VitalChek Product Suite, the User will be
Forgotten Password presented with a Enter Security Credentials login page

Enter Security Credentials
User ID (email address)
Password |case-sensitive)

Login

Forgot Your Password ?

VPS Version 2.0

Step To reset a forgotten password, Enter User ID (email address)
1

Step Click the Forgot Your Password? link
2

Step Request Password Reset screen will be displayed
3

Hequest Password Reset

or secunty reasons the ink can only be used for 2 days. If you do not recene your email within fiteen minutes check
your sparm holde

User ID (email address) :

Hequest Cancel

Step Enter User ID (email address) if not prepopulated from login page.\
4

Step Click Submit button
5

Step Email confirmation message appears
6

An email will be sent to this address with password reset instructions.

Step VPS Password Reset Instructions email is sent to User
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VPES Wab Client Password Reset Instructions et
DaoMotRapleEs el hak com (o = Oct 28 4 dayys agal | s Rasly
Tora hirew requadted 500 yoor pidiwsnd S0 vedel 08 The S Vel Chare i ded SR Sdie TR requEt TRas pliickd igncid T sl

Fladie chek o8 thi bk baloes 55 asld § ris pdiidwnsd for o e dranf?

SlE U o ekl famipieshd et hire plicn TR e st Codsa o R 1B ARIFHITOh Sy 1w S 00

HOTE Thid SStrategd bk well fopere &0 10303010 83 39 P

Step Click link in the email to display the Password Reset page.
8

Password Reset

User Name: |vpsweb2 0@gmail.comnr

Name: |training vps

New Password: || e ]

ssnml E’ﬂ

Confirm Password:

Change Password

Step Enter a New Password

Note: Password Strength indicator displays weak-good-strong based on password
selection. See How to Create a New Password (on-line documentation) for
Password Rules

Step Confirm New Password
Step Click Change Password button
11

Step Success message appears confirming Password Reset Complete

o Password successfully changed. Please log back in using your new password.
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Step Enter User ID and new Password to login
13

Password sucocaessh liy chamged. Please kog back in using your new passw

Emter Security Credentials

User 1D {email addrass)

Password [case sendilive)

Forgot Your Password ?

VPS Version 2.0

Step Login to VPS using new password
14

Logim

T
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34 How to Change an Expired Password

How to Change an Passwords expire every 90 days. If the password expiration date
. has passed, user will be prompted to enter the User ID, Old
Expired Password Password and New Password on the Change Password screen.

@ LexisNexis'  vitaichek Product suite

4 Your password is expired.

Change Password

Old Password

Mew Password

Confirm Password

Change Password Cancel

Step 1 Enter User ID

Step 2 Enter Old Password

Step 3 Enter a New Password

Step 4 Confirm Password

Step 5 Click Change Password button

Step 6 User is returned to login screen to login with new password

96 How to Use VitalChek Product Suite



How to Use VitalChek Product Suite -

Password successfully changed. Please log back in using your new password.

Enter Security Credentials

Usar ID jemail addrass) I

Password [case sensilive)

Forgot Your Password ?

VPS Vergion 2.0

Login

97

How to Use VitalChek Product Suite



- How to Use VitalChek Product Suite

35 How to Reset a Password

Users that have attempted to Login to VPS unsuccessfully 5 times or more,

How to
Reset a will be locked out of VPS and User ID is disabled message will appear. User
will need to contact their Administrator to unlock them. Once the
Password Administrator has unlocked the User, the User can reset their password using
the Forgot Your Password link.
m You hivwve attamipied too many loeging, plesss CoNURCT 56 pEpo

Entar Security Cradentialks
Usar I jemall addness)
Passwoard [case-sensitive]

Lagin

VPS Vearsion 2.0
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36 Definitions

Address
Verification
System

Administrator

Authenticate

Business
Units

Declined
Payment

Detail
Report

Manager

Order

Order
Closeout

Order Grid

Order Receipt

Password

POS

Product

99

Also known as AVS. An identity theft prevention measure which
verifies that the credit card billing address provided by the customer
matches the address that is on file with the financial institution. Once
the credit card is charged, an AVS response will be generated in the
form of a single letter code. When failed, a photo ID is required

A role that is assigned in VPS allowing the user to add, update,
deactivate, reactivate, and reset password for users within assigned
Agency. Agencies must have at least one Administrator

An identity theft prevention measure where the applicant’s name, date
of birth, and partial or full social security number is matched to the
information on file with the Social Security Administration. When
failed, a photo ID is required. ProChek is the name of the service that
processes authentications

Term used to describe agencies or offices that use VPS

Payment was not authorized by the bank (the card has not been
charged); the response from the bank will be: “declined payment”

Report that is generated during the Closeout process showing
individual orders that are being closed

A role that is assigned in VPS allowing the user to enter, search, and
modify orders, as well as perform voids and Closeout functions

The information retained in the VPS system regarding the payment

The end of the day process in the VPS system through which the
business unit receives a check or ACH deposit for payments taken from
consumers Orders included in the Close Process are changed to a
‘Closed’ status, and Detail and Summary Close Reports are generated

This is a list of orders. In the Order Closeout window, the ‘Orders to
Close’ Grid displays orders that are in an ‘Open - Paid in Full’ status,
and are available for closeout. Orders can be moved from the ‘Orders
to Close’ grid to the ‘Orders to Exclude’ grid during the Closeout
process if the user chooses to not include those orders in the Closeout
process

The receipt displaying the order and payment information, can be
printed from the VPS System

The individual code that allows users to access the VPS System

Point of Sale device used for credit/debit card transactions

The items that can be paid for using the VPS, or any VitalChek remote
processing option (i.e. birth/death/marriage certificates)
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Users in VPS are assigned a role (Supervisor, Manager, and/or
Roles Administrator). Each role has specific permissions that allow the user
to complete their job duties
Summary Report that is generated during the Closeout process showing a
Report summary of all orders that are being closed
. A role that is assigned in VPS allowing the user to enter, search, and
Supervisor . .
modify orders as well as perform voids
User The term for any person that has been given access to the VPS
system.
User Name The unique identifier that allows the User to logon to the VPS System.
Must be unique to the VPS System across all business units
VPS VitalChek Product Suite; the VitalChek software application
A LexisNexis Company that is the official source for government-issued
. vital records and offers payment solutions that help Government
VitalChek ) o . .
Agencies automate payments of fees, utility bills, license renewals,
citations, monthly payments and more
Void The steps that are completed to cancel a payment
Transaction
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37 How Do | Contact UPS for Pick-Up

How Do | Contact UPS Agencies may have a daily schedule where UPS picks up packages
for Pick-UP everyday. Agencies that do not have a daily pick-up scheduled
will need to contact UPS to schedule a pick-up as needed.

UPS can be contacted:

1. www.UPS.com

United States
(s

by LIPS & Shipping Tracking Freight  Locations Cuppoit Fumireas Sohaiom

® Track

Making eBay Shippﬁg Easy

e I’Is.mu time and maney on

SN . your eBay shipments —
Type: -
':J'.'l\.llg'l Ll »

¥ Cigabe a Shipimenl

Sign up now »

Do piots b oii-priniteed labets?
Top =

Plckup Ciry:

Mews and Information RS Pesanraam 0
Logistics
: 2001 Bptey Iefsrmiption =
¥ Find Locatiom = fravwels
Finad publabad 2011 shippng afes for sesdng your UPS shipments (o everywhere
¥ Order Supplies deatnalions Bound tha workd
P Dadel . Dlasiias | Sk e S '

2. 1-800-PICK-UPS (742-5877) and say "schedule a pick-up”

101 How to Use VitalChek Product Suite


http://www.UPS.com/

- How to Use VitalChek Product Suite

38 How to Log on to the POS Terminal

How to Log On to the POS Each person that accepts payments at the counter
Terminal has an individual Operator ID to login to the Point

of Sale (POS) terminal.

Users log onto the POS terminal before each
transaction.

Step 1 Using the keypad, the user inputs POS Operator ID and then presses the green enter
button to logon to the terminal
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(*.") (o) (# )
SO |

Step 2 User is now logged onto the terminal and Select Operation screen displays
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|
| & Verifone
' _ SELECT OPERATION

1. Payment
2. Void

3. Print Last Receipt
4, Admin

o
. N N\ E

pE—
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39 How to Log Off the POS terminal

How to Log Off the POS Terminal

Users are automatically logged off the POS terminal at the end of each transaction or by
pressing the red Cancel button.

O perator 1D

B

leep @@l
(1) [ (3=
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40 How to Run a POS Transaction

How to Run a POS The POS terminal is used to run payments, or transactions.
Transaction

Step 1 Inform the cardholder of the VitalChek fee

Step 2 User inputs POS Operator ID and then presses the green enter button to
logon to the terminal

Note - if the Operator ID was entered incorrectly or does not have
the authority for the transaction, an error message will be displayed
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(%) (0=) (# )
@SOS |

Step 3 Select Operation screen displays
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| | SELECT OPERATION

1. Payment ;
2. Void |
3. Print Last Receipt
4, Admin

N - A

g

Step 4 Select Payment option by pressing corresponding number on the pinpad then
press the green enter button
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1. Payment
2 Viid
3. Print Last Receipt

4. Aclmin
i

ileeg @@l
=) (™) (3™)
G Gl Gt
@EE
el (o™ ()
-

Step 5 Select Product screen displays with available product options
Note - agencies with multiple products use the purple key above the
number 1 to scroll
109
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| 1. Citation
2. Misc

3. Permits
4. Title

pR—

Step 6 Select Product by pressing the corresponding number on the pinpad
then press the green enter button

For agencies with more than 10 product selections, press # for the
first 1. Ex 10 = #0, 11 = #1, 12 = #2, etc
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1. Citation
2. Misc

3. Permits
4. Titla
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Reference Number screen displays (if applicable)

How to Use VitalChek Product Suite




- How to Use VitalChek Product Suite

P

Step 8 Enter Agency defined Reference Number (if applicable) and press
the green enter button

Note: Alphabetic characters are obtained by hitting a number field
multiple times to scroll through. For example: for the letter "a",
press the 2 color twice
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Step 9 Enter Amount screen displays
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| .'I = Verifone VX 520

Bl  EnTERAMOUNT:

prm— T
Step 10 Enter the Payment Amount using the numeric keypad. Do not

include the VCN Fee. The VCN Fee will be added automatically.
Press the green enter button.
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Step 11 Another Product screen displays, use the purple buttons to select

Yes or No.

If Yes, return to step 5 for each additional product.
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- Another Product? | |

YES NO

o
TR i N\ ¥

TR

Step 12 Select Yes or No by pressing the corresponding purple button
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P, Verifone

I Another Product?
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Step 13 Waiting on Card Swipe screen displays on terminal
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| WAITING ON CARD SWIPE | -

o
A ¥

TR

Pin pad prompts customer to swipe card
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h\h‘ﬁm ¥X 805

SWIPE CARD

GG GG

et (el

Note: If the card will not swipe (the magnetic strip is worn or
damaged), after 3 bad swipes, you will be prompted to manually
enter the card number, expiration date, CV2 Code and card billing
address Zip Code by using the key pad on the terminal.

Step 15

If applicable, the Debit/Credit screen displays on terminal and Pin Pad
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h\h‘lﬁm& ¥X 805
F1. Debit | (
©
¢
F4. Credit L:J

-

Step 16 Select Debit or Credit by pressing the corresponding F1 or F4 button
Note - If DEBIT is selected, the cardholder will be prompted to
enter their PIN number on the PIN pad with terminal displaying:
"Ask customer to enter PIN. Please Enter PIN"

Step 17 Payment screen displays on terminal

120
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| .'I = Verifone VX 520

|
' PAYMENT
Agency $20.00 '
LN Svc Fee $2.50
Total Amt $22.50 |
Yes No

«s 0000

f N - A

TR

Total Amount screen displays on Pin Pad. Select F1 for Yes or F4 for No
and press the green enter button.
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Step 18

Step 19

122

B, VeriFone

v

VX BOS5

Total Amount
$22.50

F1 YES

F4 NO

—

h‘@@@

Authorizing message displays on both Terminal and Pin Pad

The Agency Receipt automatically prints and the Print screen displays on
the terminal. Select Yes to print customer receipt and press the green enter

key.

Note - Printed on the receipt is the payment confirmation number and the
agency reference number.
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' CUSTOMER COPY? ‘ i

Yes Mo
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41  POS Receipt Examples

POS Receipts Agency and Customer receipts are printed after each POS
transaction.

Agency Receipt
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999

Card #: *#*##*####*#9999
Expiration: I

Transaction Type:

Payment/Purchase/Sale $13.52
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: MasterCard
Approval Code: 999999

Product Mame 11.02
12345

Agency Amount:  $11.02
LexisMexis Service Fee:  $2.50

Total Fee:  $13.52

Cardholder Signature

X

Merchant Copy
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Agency Receipt - VISA Payments

Note - there are 2 separate authorization lines
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999

Terminal 1D: V9999999

Date [ Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: **#**#*#**#*9999
Expiration: T

Transaction Type:

Payment/Purchase/Sale $2.50
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Car.d #: ************9999
Expiration: T
Transaction Type:

Payment/Purchase/Sale $1.00
Transaction Date: 99/93/39 93:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Product Name $1.00
12345

Agency Amount:  $1.00

LexisMexis Service Fee: $2.50

Total Fee:  $3.50

Cardholder Signature

Merchant Copy
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Customer Receipt

128 How to Use VitalChek Product Suite



How to Use VitalChek Product Suite -

Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: 9999999

Date [ Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999

Card #: ############9999
Expiration: I

Transaction Type:

Payment/Purchase/Sale $13.52
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: MasterCard
Approval Code: 999999

Product Mame $11.02
12345

Agency Amount:  $11.02
LexisMexis Service Fee: 3250

Total Fee:  $13.52

Customer Copy
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Customer Receipt - VISA Payments

Note - there are 2 separate authorization lines
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Agency Mame
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: ************9999
Expiration: I

Transaction Type:

Payment/Purchase/Sale $2.50
Transaction Date: 99/99/39 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 9399993

Card #: ************9999
Expiration: I
Transaction Type:

Payment/Purchase/Sale $1.00
Transaction Date: 99/39/93 99:93 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Product Name $1.00
12345

Agency Amount:  $1.00
LexisMexis Service Fee: $2.50

Total Fee:  %3.50

Customer Copy
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42 How to Void a POS Transaction

How to Void a POS Transaction POS transactions may be voided using the POS
terminal and selecting the Void option.

| 2. Verifone VX 520

|
[ seiecToperation |NO)
1. Payment i
2. Void © |
3. Print Receipt N ,_

4. Admin

\.L-_--" =—-"_'I—-f

o
leeoe®ell

il VA i )

Step 1 User inputs POS Operator ID and then presses the green enter button to
logon to the terminal

Note - if the Operator ID was entered incorrectly or does not have
the authority for the transaction, an error message will be displayed
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Step 2

134

Operator 10D
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Select Operation screen displays
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| | SELECT OPERATION

1. Payment ;
2. Void |
3. Print Last Receipt
4, Admin

o
TR i N\ ¥

TR

Step 3 Select the Void option and press the green enter key
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Step 4
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1. Payment
2. Wizid

3. Print Last Receipt
4. Aclrmin
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VOID screen displays
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| .'I = Verifone VX 520

- VOID N

ENTER CONFIRMATION #:

«s 0000

f N - A

TR

Step 5 Enter the confirmation number located on the receipt and press the
green enter button
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Step 6
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ENTER COMFIRMATIOR &
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Void confirmation screen displays
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| .'I = Verifone VX 520

- VOID N

123456789 $22.50

«s 0000

YES NO

f N - A

TR

Verify the amount on the terminal, press Yes or No and press the
green enter key
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Step 8 After pressing Enter to confirm Yes, the terminal displays the card swipe
message
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¢ ool

Please swipe

d endingi -
card endingin i

@

o

#Hfs

Pin Pad prompts the user to swipe the same card that was used for payment
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h\h‘ﬁm VX 805

SWIPE CARD
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Note - if the original transaction was Debit, the terminal will display the
message: "Press Enter when ready to enter PIN on the PIN pad...”

User presses green enter button to OK and the customer is asked to enter PIN
and press the green enter button on the PIN pad.

Note - The void amount displayed is the amount of the transaction plus the VCN
fee

Step 7 After pressing Enter to confirm Yes, the Agency Receipt automatically prints

VOID RECEIPT - Agency Copy
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Agency Mame
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999

Terminal 1D: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation # 99939993

Card #: ************9999
Expiration: i

Transaction Type: Void -513.52

Transaction Date: 93/99/93 99:99 PM EDT
Payment Type:  Credit

Card Type: MasterCard

Approval Code: 999999

Product Name $11.02
12345

Agency Amount: - $11.02
LexisMexis Service Fee: -%2.50

Total Fee: -%13.52

Cardholder Signature

Merchant Copy

Note - Transactions using a VISA card will display 2 authorization lines:
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‘ VISA VOID RECEIPT - Agency Copy
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date [ Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: #*##*#*##*##9999
Expiration: HHH

Transaction Type:

Payment/Purchase/Sale -$2.50
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Card #: ************9999
Expiration: I
Transaction Type:

Payment/Purchase/Sale -51.00
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 9993999

Product Name $1.00
12345

Agency Amount: - $1.00

LexisMexis Service Fee: - 5250

Total Fee: -%3.50

Cardholder Signature

Merchant Copy
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Step 8

Step 9

146

Terminal prompts the user to select Yes or No and press the green Enter button
to print the Customer Receipt

| .'I = Verifone VX 520

/————W |
| CUSTOMER COPY? ‘

Yes MNo
e ——————
p—— ~ I ~\

The terminal prints the Customer Receipt and returns the user to the Enter
Operator ID screen
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: #*##*####*##9999
Expiration: HHH

Transaction Type: Void -$13.52

Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit

Card Type: MasterCard

Approval Code: 999999

Product Name F11.02
12345

Agency Amount: -$11.02
LexisMexis Service Fee: -3%2.50

Total Fee: -$13.52

Customer Copy

Note - Transactions using a VISA card will display 2 authorization lines:
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‘ VISA VOID RECEIPT - Customer Copy
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date [ Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: #*#*##*##***9999
Expiration: HHIH

Transaction Type:

Payment/Purchase/Sale - $2.50
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Card #: ************9999
Expiration: I
Transaction Type:

Payment/Purchase/Sale -51.00
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Product Name $1.00
12345

Agency Amount: - $1.00
LexisMexis Service Fee: -$2.50

Total Fee: -5%3.50

Customer Copy
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43  How to Print Last Receipt

How to Print Last Users can reprint the last receipt that was printed on the POS
terminal.

Receipt

| 2. Verifone VX 520

' SELECT OPERATION |

1. Payment
2. Void

3. Print Last Receipt !
4. Admin

\.L-_--" =—-"_'I—-f

o
leeoe®ell

il VA i )

Step 1 User inputs POS Operator ID and then presses the green enter button to logon to
the terminal

Note - if the Operator ID was entered incorrectly of does not have the
authority for the transaction, an error message wiill be displayed
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Operator 10D
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Step 2 User is now logged on to the terminal and Select Operation screen
displays
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| | SELECT OPERATION

1. Payment ;
2. Void |
3. Print Last Receipt
4, Admin

o
TR i N\ ¥

TR

Step 3 Select Print Last Receipt option and press the green enter key
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Step 4
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1. Payment
2. Wizid

3. Print Last Receipt
4. Aclrmin
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The Agency Receipt will automatically print

OEE
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: #*##*####*##9999
Expiration: I

Transaction Type:

Payment/Purchase/Sale $13.52
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: MasterCard
Approval Code: 999999

Product Name F11.02
12345

Agency Amount:  $11.02
LexisMexis Service Fee: $2.50

Total Fee:  $13.52

Cardholder Signature

X

Merchant Copy

Note - Payment made with a Visa card will display 2 authorization lines:
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999

Terminal ID: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation# 99999939

Card #: ##*###**#**#9999
Expiration: I

Transaction Type:

Payment/Purchase/Sale $2.50
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Card #: ************9999
Expiration: e
Transaction Type:

Payment/Purchase/Sale $1.00
Transaction Date: 399/39/93 93:93 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Product Mame $1.00
12345

Agency Amount:  $1.00

LexisMexis Service Fee: $2.50

Total Fee:  $3.50

Cardholder Signature

Merchant Copy
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Step 5 The terminal will prompt the user to select Yes or No then the green enter button
to print the customer copy of the receipt

| .'I h\fmﬁ::ne VX 520

' CUSTOMER COPY? ‘ =

Yes Mo

™~ N\ FRoer)

f

Step 6 Customer receipt prints
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Agency Mame
Agency Address
Agency City, State, Zip

Payment Type:  Credit
Card Type: MasterCard
Approval Code: 999999

Product Mame
12345

Customer Copy

Note - Payment made with a Visa card will display 2 authorization lines:

Agency Amount:
LexisMexis Service Fee:

Total Fee:

MID: 999999
TID: 9999999999999
Terminal 1D: /9999999
Date / Time: 99/99/99 99:99 AM EDT
Confirmation# 999939399
Card #: ############9999
Expiration: I
Transaction Type:
Payment/Purchase/Sale $13.52

Transaction Date: 99/99/99 99:99 PM EDT

$11.02

$11.02
$2.50

$13.52
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: ************9999
Expiration: T

Transaction Type:

Payment/Purchase/Sale $2.50
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 99939399

Card #: ************9999
Expiration: I
Transaction Type:

Payment/Purchase/Sale $1.00
Transaction Date: 99/99/93 93:33 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Product Name $1.00
12345

Agency Amount:  $1.00
LexisMexis Service Fee: $2.50

Total Fee:  $3.50

Customer Copy
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44  Point of Sale Keys

Point of Sale Keys Additional keys are used periodically to initiate actions/jobs.
Key Function Action Required
. Cancel an un-submitted transaction Press Cancel button
Backspace to remove alpha or numeric characters Press back button
. Type alpha characters Press Alpha button
|
Scroll to another screen Press scroll button

3o
%0
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45 Helpful Hints for POS

Helpful Hints Tips for using your Point of Sale terminal

Please be aware that before every transaction, the cardholder is aware of the VCN fee and that
the amount is correct before completing the application.

The VCN fee is added automatically, so when you are prompted to enter the transaction
amount, do NOT include the VCN fee.

The yellow back button functions as a backspace

If you need to cancel out of a transaction before receiving an authorization number, press the
red cancel button. You will be returned to the main entry screen.

To shut down the terminal and the PIN pad, ALWAYS unplug the power from the electrical
outlet FIRST and then disconnect all the cables.

Cardholder PIN number must be at least 1 digits and no more than 6 digits.

If the debit network is down, a message will be displayed: "Debit Network Unavailable. Would
you like to try another card?”
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46 Troubleshooting Tips for POS

Troubleshooting Tips for POS (Point of Sale)

Problem - Error on the display screen states: Main Error. Page Cannot be
Opened

Step 1 Press the F3 button
Step 2 Locate the Go to Home Page option by pressing the F1 button
Step 3 Once highlighted, press the green enter button

Step 4 The user will be returned to the Enter Operator ID screen

Problem - A new paper roll is needed.

Step 1 To insert a new paper roll, open the printer cover by pulling the release on
the top of the cover

Step 2 Hold the roll of paper with the leading end coming from the botton of the
roll and toward the front of the terminal then place into the paper roll
cradle

Step 3 Close the printer cover making sure the leading edge of the paper remains
on the outside, and that the lid has snapped down securely

Problem - No receipt tape is available.

The user will still be able to process transactions, however an error message will be received
when the receipt attempts to print. Add more paper to the terminal, then press the green enter
button to print the receipt.

User may also print a receipt from the VPS application.

Problem - a terminal needs to be restarted.

Step 1 Enter Operator ID and press the green enter button
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Step 2 Select Operation screen displays, press #, then *, then green enter button |
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47 Point of Sale Equipment

Point of Sale Equipment There are several components that arrive in the box
with your Verifone equipment.

Verifone
VX520

Terminal
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Verifone
VX520 Power

Supply
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Verifone VX
805 Pin Pad
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Verifone VX
805 Pin Pad
Cord

Ethernet
Cable
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48 How to Install Point of Sale Equipment

Point of Sale Equipment There are several components that arrive in the box
with your Verifone equipment.

Verifone
VX520

Terminal
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Verifone
VX520 Power

Supply
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B verfone

Verifone VX
805 Pin Pad
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Verifone VX
805 Pin Pad
Cord

Ethernet
Cable
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Step-by-Step Installation Guide

If you experience any issues while installing your equipment, please
contact our Technical Help Desk:

Phone: 1-866-628-9244, option 3.

Email: vcn_helpdesk@vitalchek.com

Step 1 Turn the Verifone VX 520 terminal over and lift cover

Step 2 The ports are exposed
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The pin pad cord comes connected in the RS-232 port.

Step 3 Connect the ethernet cable - insert into the ETH port

Step 4 Connect the power cord to the surge protector - once all 3 cables/cords
are in place replace the rear cover on the terminal and plug-in the power
cord to the surge protector

Step 5 Once the power cord is plugged in the terminal and pin pad will start up.

The pin pad has powered up and shows Welcome, select VitalChek on the
terminal by using the F2 or F3 button. The terminal will then go to the
Operator ID screen
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49 How to Reset a User's Password

How to Reset a Administrators are able to reset user's passwords.
Users Password Users must have a role of Administrator to be able to view and
access Administration functions.
didd Mew Uses
U I
Firs1 Kaimis
Stam Dae | I228C1012
Loiied
Expired
Roles Adrini 1A s Eansgar SupEraisn Cimri
Ay Hwmilabie Saleched
Eave Cancel

Step From the Administration menu, select User Maintenance. User Maintenance screen is
1 displayed

il Hams

S ch L Asdd Harm Usenr

Unenr Mo birnt Mame Leml. Farrsn Lo E xpured ~ani Logm Liska

Step Search for User by entering First and Last Name data.
2

il Hams

S ch L Asdd Harm Usenr

Unenr Mo birnt Mame Leml. Farrsn Lo E xpured ~ani Logm Liska

Step Click Search

O Search

Step Search results are displayed. Click underlined User Name link
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4

5

Step

Step

Step
10

Step
11

Step

178

User Mame

wpswehd lifigmail.com h

Exint Uses

Usier 10 feimail
mildmes)

First Hami

Lawi Kams

Stan Date

End Llwie

New Flamsmnrd
Confirm Pesswond
sl

E pirsd

Fin

Hiodas

fgency

Step Edit User screen is displayed

wicrweahi? 1§D gmai com
Iraining
e I
123282012
0dd1172013
L% Administratos Man e
Ayailable
Derton County Clerk
Eanlucky Vilsl Racond
T Caurty Hioakh gl
‘Wi bah Slala Center’ For Haalh 56k b

Savi

Enter a New Password

BipaErdianr

Cancal

Mew Password

Enter new password again in Confirm Password field

Confirm Password

Click Save

Save

User Information saved successfully message is displayed

Saving User Information was successful.

When User logs into VPS, the Change Password screen will display

Salecoed
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12
Change Password |
Old Password [ ]
New Password [ ]
Confirm Password [ ]
Change Password | l Cancel |
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