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1 Getting Started

1.1 Connect Optimus to QuickBooks Online
The following steps outlines how to connect Optimus with QuickBooks Online.

1. Log into your QuickBooks Online account.
2. Click on the extension as shown in the figure below.

© Quddooe x -

€ » C @ PR QOTANNSRCOMyappyMurmen pn T Chle = wn-1a® g s/ mviscs

Buy now and save 504 Suliscnos now

mruy -
B qusckbooks =

+ Mew

Setup Checklist

) Get things done

° Basic business ifo 1 v

Cot ready 1o invoice ~ Sew your Tmancisl inf by turming privecy off

Send personalized involces and track
them from viewed to paid > @ug.

1) Mako invoices pecsonsized & payabls

Perscnatize your tetrplate wed mabe § osay for costamers 10 poy “

alre

31 Add yoor customm

Add your 1epeat custummTs 50 they re sasy %o nvece

) Add your prodocts & sarvices

Gt the things you sedl suady fo addd 8 nvmices quickly

ViaOptimus - User Guide viaoptimus.io Page 2 of 73


http://www.optimusways.com/

Via,
Optimus
Enter your username and password and click on SIGN IN button as shown in the figure below.
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3. Once you are logged-in successfully, the CONNECT button appears as shown in the figure below.
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4. Click on CONNECT button. This will connect the Optimus with your QuickBooks Online.
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5. Once the connection is successful, the Optimus starts displaying at the right bottom as shown in the
figure below.
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2 Dashboard

Dashboard depicts the invoices counts and payments graphs. The following steps outlines how to view
dashboard.

1. Open Optimus by clicking on the Optimus icon at the right bottom as shown in the figure above.
2. Click on the Home in the left navigation menu as shown in the figure below.
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3 Invoices

3.1 Open Invoices

The following steps outlines how to view open invoices listing.

1. Click on the Invoices menu in the left navigation as shown in the figure below.
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2. It opens the Invoices screen.
3. The first tab Open Invoices pulls the Due and Over Due invoices from QuickBooks Online and displays
in the grid as shown in the figure below.

nvoices X

Opan hwoices Hocave Paymants Staremants

,...:'. Batch actons - . O Saasch lewcicas

'\ /
INVOICT MO TUsTOMR DATE DUT DATE BALANCE TOTAL FMAL STAYYS STATUS ACTION
68507 Sam Anderson 1232023 1222023 $160 5160 Not Sent Q -
64506 Sam Anderson 100232023 17222023 $22 00 52200 Nt Sent c -
Beine Som Andecson 10232023 17222023 $1500 $1500 Not Sent ° v
89428 W Brian Smin Custonmer 10232023 132372023 $7%.00 57000 [ OCHs 8ad e -’
1m0 W Brlan Sinith Customae 10232023 222023 54500 $45 00 procsssed m =
nis Caoper and Benton LLE 10202023 NA8202) $15.00 $1508 processed Q v

+ 13147 Sam Andsr2on 12002023 2023 §700 $14.00 Not Sent c -

3.1.1 Email Invoice to Customer
The following steps outlines how to email an invoice to customer.

1. You are on the Open Invoices screen.
2. Under the Action column, click on small down arrow of an invoice you wish to email as shown in the
figure below.

Q, Search Invoices

EMAIL STATUS STATUS ACTION

Mot Sent

Receive Payment ""-_

Mot Sent Receive Payment

Mot Sent Receive Payment -

3. This action expands the Email Invoice option as shown in the figure below.
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Q Search Invoices

EMAIL STATUS STATUS ACTION

Mot Sent Unpaid Receive Payment -

Mot Sent — . Email Invoice d—

Met Sent Unpaid Receive Payment

Mot Sent Unpaid Receive Payment

4. Click on Email Invoice.
5. It pops up the dialog that shows the invoice no., customer name, balance and the customer’s email as
shown in the figure below.

(@) Card/BanbACH) () Bank {ACH) Oniy

6. Click on Send button.
7. The confirmation message appears at the top right as shown in the figure below and invoice is emailed
to customer successfully. Email includes the PDF invoice as an attachment and a Payment button.
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5506 Sam Anderron 10232021 1222022 $2210 3220 Not Sent c -
64808 Sam Andeon 10252021 n22021 $13.00 $15 00 Nut Sent Q -
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Nk Cooper and Benton LLE 1072072023 /442023 $15.00 $15.00 pocessed D -
+ NI4T Sam Anderson 10202023 1192023 $700 S14 0 Not Sent c v

3.1.1.1 Send Bulk Invoices
The following steps outlines how to send invoices in bulk.

1. You are on the Open Invoices screen.
2. Select the multiple invoices you wish to email or you can select all invoices as shown in the figure
below.

Invoices X

Opan hwokces Hocave Payments Staments

r(: Batch actons - :. O Saanch lewvcicas
\. /
— INVOICT WO CURTOMIR DATE DUT DATE PALANCE TOTAL PMAL STATUS STATUS ACTION

88

-

68507 Sam Anderzon LS LY processad

,,,,,, [ e ] -

4506 Sam Aoderson 10232021 17222023 52200 52200 Not Sent @ -

608 Som Andecson 10232023 1222023 $15 08 $15.00 Not Sent CD v

39438 W Briany Simith Customar 10232023 N237023 79 00 570 00 [mocssead ("ot ] -

V) 18847 WA Brian Sindh Customse 10232023 N22202 $45 00 $4500 proceased @ =

= nis Cooper and Bentoo LLE 10202023 NN2023 $1500 $1500 processed e -

+ = 13147 Sam Anderson 1052002023 HAN2023 §700 $14.00 Not Sent D v
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3. Click on Batch Actions > Send Bulk Invoices as shown in the figure below.

X
Opan woices Hocans Payments Statemaets
[ s:owsarsee
Batch actons - Q Saanch levoicas
ey Sanc Buk invoices
INVOICT WO TURTOMER TATE DUT DATE BALANCE TOTAL FMAL STATUS STATUS ACTION
68507 Sam Anderson 10252028 1222023 $18.00 $16.00 processad & rcieryman -
4506 Sam Aodeson WBA N@AB @ 5200 NotSet [ T
Bei0e Som Andecsan 0232023 NMR22023 M50 51500 Not Seet [ JEETR R ——
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4. An alert dialog pops up as shown in the figure below; click on Yes.

Emud Batch Invoicas

A yOU wirw You wantl 15 el T itndeces?

L -
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5. The confirmation message appears at the top right as shown in the figure below and all the selected
invoices have emailed to respective customers successfully.

nvoices Your rogeet 10 omall kreoices i o Budh has satmstied

Opan hwolces HRocave Payments Staremants

L"{‘ D Stoe-~ ' Q Saasch levoicas
INVOICT MO TURTOMER DATE DUT DATE BALANCE TOTAL FMAL STAYYS STATVS ACTION
68507 Sam Anderzon 102532023 1222023 160 51600 processad o -
4506 Sam Aodersan 10732021 17222023 52200 52200 Not Sent [ Gne } -
Bai0a Som Andecson 10232023 17222023 $15 00 $15 00 Not Sent CD v
89438 W Brian Smith Customar 10232023 1232023 $79 00 57000 [ocsssad o -
) W Brian Sindh Customae 10232023 222003 54500 54500 procsrssed @ =
nis Caoper and Benton LLE 10202023 NA202) $15.00 $1500 proceszed c v
- 13147 Sam Andsr20n 1202023 2023 $700 $14.00 Not Seot g -

3.1.2 Receive Payment
The following steps outlines how to receive payment.

3.1.2.1 Credit Card
1. You are on the Open Invoices screen.
2. Under the Action column, click on Receive Payment for an invoice you wish to receive payment as
shown in the figure below.

Q. Search Invoices

EMAIL STATUS STATUS ACTION

processed Receive Payment -

Mot Sent Receive Payment -
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3. It opens the Payment dialog as shown in the figure below.
The Card tab is selected by-default.

DN O K- 3O
| LA

N Dn Cat

8TV "

—
T11
1) imidot

10204

|| Save card tor future payments
Comvenience Fee: $0.30 (2 00%)

Cancel

5. Click on Pay button.
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6. The transaction starts processing as shown in the figure below.

7. Once the transaction is successfully processed, the transaction receipt appears as shown in the figure
below.

You can also email and print the transaction receipt using the options available in transaction receipt
dialog as shown in the figure below.
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Tram Tipe OC-58s

Custornaf Nae  Sam Anderson
Trans Date Det 23 203

Sub Totad $15

Coov Fos 0k

Retal Amount §15.0

ImvSale 64604

Trans Stovs APPROVED

Card X000O0O0O0OBL548
Card Type VastorC ord

Cord Hldsr Sam Anierson
Asl1D 265741008
Auth Response Approvs A PPSIN

sm@yoemal com O

[ R

Frivet Ruscingt

8. The payment applies to an invoice and an invoice is marked as PAID in QuickBooks Online.

© moce x o+ v - 0 X
€ > C ¥ spnaboinhitcomaspimuiceTbmid= 1) aEh 3 » O )
() Invoice #64604 O uposse ot © 2 Om X

Tahe a o
Custurrer 7 Tee——— Culli | EweBRtenls o ::“""""’“'f'"”""" PAYMENT TTATUS
Qusiomers anbne
Baen Arderyoe Vo samRvopomed con ‘£ S PR “:,. _"?M PAID
- | 7] Bank transte Lo ¥
THis scmmet # 158 ThE Sept T e ww (0 = Sgn up far Fayme
1 Date Amount applied  Payment no, - A=
0ZIHNZ) 1500 263267417084 sl e

Bling sodres Teowns () Trwoice date Doo date Invakee no.

Sam Anderson et 30 - 10232023 HR200% B4504

N————
Location of sale
~ Shipping nfoematon 175 Feachiros Ave, Nodh Bsgen,
M
Tage 2 Marage L
2 PRODUCT/SERVICE (7) DESCRIPTION ary RATE ANOUNY  TAX
1 Moun 1 " 1500 ]

Soveand ew

ViaOptimus - User Guide viaoptimus.io Page 13 of 73


http://www.optimusways.com/

Via_
Optimus

3.1.2.2 Bank (ACH)

1. You are on the Open Invoices listing.

2. Under the Action column, click on Receive Payment.
3. It opens the Payment dialog.

4. Switch to Bank tab as shown in the figure below.

€ 3 C & ppobomucomspamomesiaan/os ' A e n s 0P re) i

Sam Ancerson

B | Mowe \h

Bank Information
Actinu Hasde Namwn
Aevoom Typs
Himitng tarse

Arooae Pt

[ save bank inf for fusure payments
£ Make Spint Payments

5. Enter the bank (ACH) information as shown in the figure below.
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6. Click on Pay button.

7. The transaction starts processing.

8. Once the transaction is successfully processed, the transaction receipt appears as shown in the figure
below.

Demo Merchant
31537 Costaic Rd Caste:
Castalc Catflomia 51304
{123} 48672
Trans Type ACH -Sale
Customar Neme©  Sam Anderson
Trans. Data Oct 23 2003
Sub Tota: 51600
Comv Fee sn
Total Amount 5153
IwSae = Hele
Tiam Staks APPROVED
Cwd & JO0O0O00O0OSI54
Account Type ECHK
Accuunt Holder  Sam Andersars
Aef 10 22818110048
Auh Rasponie Approvit A PFSIN0

Frive Rooeyn
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3.1.2.3 Save Card
The following steps outlines how to save the card for future payments.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment.

It opens the Payment dialog.

Enter the card information and billing information.

Select the “Save card for future payments” checkbox as shown in the figure below.

ok wn e
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Camal

6. Click on Pay button.
7. After the successful transaction, the card information stores in customer vault against a customer you
have received the payment for and it can be used in future transactions.

3.1.2.4 Credit Card on file
The following steps outlines how to use the stored card (profile) to process a payment.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment of an invoice you wish to receive payment for.
It opens the Payment dialog.

Click on arrow icon as shown in the figure below.

PwNRE
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San Andermon

|E;“ H e

Flame velect 3 caed pralie

Card Information
AOCUXJOCKK 200K, 1000

e vy

[ Sawm cowd for fiture payrments
[ Make Spie Paymwnts

5. Select the card profile from the top dropdown as shown in the figure below.

San Andeimon
| |- = F
Flame select 9 caed prafle

Plases sntact & cad chie

0c-Txan-cae-4453

A4 101 oif—

Haew [ T
Biling Information
atrre

o

[ Sarwm cowd for fiture paymments
(] Mk Spie Payments
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6. It fetches the card information in the fields as shown in the figure below.

Satnt Andermon
is:‘l‘ P

oaEsEson-d101

Card Information

7. Click on Pay button.
8. The transaction processes successfully with the card on file.

3.1.2.5 Save Bank (ACH)
The following steps outlines how to save the bank (ACH) for future payments.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment.

It opens the Payment dialog.

Switch to the Bank tab.

Enter the bank information.

Select the “Save Bank for future payments” checkbox as shown in the figure below.

ounkwnNRE
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7. Click on Pay button.
8. After the successful transaction, the bank information stores in customer vault against a customer you
have received the payment for and it can be used in future transactions.

3.1.2.6 Bank on file
The following steps outlines how to use the stored bank information (profile) to process a payment.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment of an invoice you wish to receive payment for.
It opens the Payment dialog.

Switch to the Bank tab.

Select the bank profile from the top dropdown as shown in the figure below.

ukwNE
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Please select a card profile

Pleasze select a card profile

ona-onm-oon-1808 _

Account Mumber

Account Holder Hame

Roufing Mumber

(] Save bank info for future payments

(] Make Split Payments

6. It fetches the bank information in the fields as shown in the figure below.
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Sam Anderson

Account Type

Routing Numbes

KOooxx 1808

(] Save bank info for future payments
(") Make Split Payments

Cancel

Pay $5.00

7. Click on Pay button.
8. The transaction processes successfully with the bank information on file.

3.1.2.7 Make Split Payments
You can choose to split the whole payment into multiple number of small payments, which are automatically
charged on a monthly or weekly basis.

The following steps outlines how to make invoice payments in split.

1. You are on the Open Invoices screen.
2. Under the Action column, click on Receive Payment.
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3. It opens the Payment dialog.
4. Enter the card and billing information.
5. Select the “Make Split Payment” checkbox as shown in the figure below.

Sam Anderson
Billing Information
123 test street

Test NewY... =

Save card for future payments

® Make Split Payments e

Choose Occurance®

No, of Cycies*

Select Start Date*

Select the Frequency: Weekly or Monthly

Enter No. of Cycles. (break invoice amount into how many splits)

Select the Start Date. (it is the date when first split payment will process)

The split amounts and their processing date auto fill in the fields as shown in the figure below.

o oo~
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123 test street

Test NewY... =

. Save card for future payments

& Make Split Payments

Cnooze Occurance”

Weekly

Seect S Date®

9/19/2023

Seect Sat Date

9/19/2023

Cancel

Pay $25.99

10. Click on Pay button.
11. The invoice sets to process payments in a split successfully as shown in the figure below.
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3.1.2.8 Bolt P2PE

The Bolt P2PE system facilitates seamless communication with a wide range of software applications, allowing

you to effortlessly initiate and finalize payments through methods like swiping, dipping, or manually entering
card information.

The following steps outlines how to receive an invoice payment using Bolt terminal.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment for an invoice you wish to receive.
It opens the Payment dialog.

Click on Bolt icon as shown in the figure below.

PwnNpeE
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Sam Anderson

M= cad A 2=k

Please select a card profile

Card Information
KRR KK HKK KK KK -KKXKX
MM £ YY
Name On Card
Billing Information
Address
City States

(] Save card for future payments

(] Make Split Payments

5. A dialog pops up as shown in the figure below. Click on Charge button.
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%) BOLT P2PE

Please click Charge 1o let Bolt P2PE process $S80.00

— T

6. Complete the transaction on the terminal.

3.2 Receive Payments

When customers have outstanding invoices that will soon be overdue, this feature allows users to access and
view outstanding invoices associated with a selected customer, along with the cumulative balance of these
invoices. This functionality facilitates the collection of payments, which can be received in partial or full
amounts.

The following steps outlines how to receive payment from customers, all invoice(s) dues at once or partially.

1. You are on the Invoices menu.
2. Click on Receive Payments tab as shown in the figure below.
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Open Wastes Necerot Papmern

!

~| Ratzx actoon =

MEOCE MO CLSTOMER
T San Armwieso
34613 San Arcatyee
\- " B h Cux
B -
t1 287
r
24 oL
s 110
F
W B wh Cuy »
L} o
n » roery
13157_12
cr
» .
AT -
n ] Sereth Cuy

Stdormety

0% DATE BALANCE TUTAL
n 300
10 1

1 ’ ¢0
n

1 «

NN ng

"

n

1 3 20 ¢ [

EMAL STATUS
ot Tart
WA Sent
X Sart
+ Lert
ot Sent
Won Sent
Woh Bart
Ke 1
of Sart

It opens the Receive payments screen as shown in the figure below.

Click on Received From field to choose a customer as shown in figure below.

InvoCes

Open Wamies fgcerst Papmerty
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5. Select a Customer from the drop-down you wish to receive payment for as shown in figure in below.

Open Wanies Ngcoret Papmeeny Sunirrmety

ree
w2 Bareon |
o
\
-
erzcn i
Seiect & custoes 1 e Rotened ekt

6. The invoices related to the selected customer, along with their respective balances are listed as shown
in the figure below.

Invoes x
Cpen Fricscm facene F2rmews “rtemares

Rasznee frzm
7 iogen= ‘
= o e » s Awaa Awsrs U ]
(V] CFS4500_1117e TR % %0 B 00 ®Nn
] T MIT_ TS ¥ 31 W w
] sxm 10252823 4 ¢ 0 00 1000
[« e BTN 29 00 3 00 3008

Trdas £38 54 00 13044

Ampunt For Selected Invoices

Arzzevi Dve 320
Argent W4
Dvicamrt & Croxtty Ajpherd o
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7. Enter the amount you wish to receive from the customer (fully or partially) in Payment Amount field as

shown in the figure below.

Open Wastes Ngcerst Papoerny Strrmeta

Hecwwad Por

Sam Andersoe " y 0¢f

= Y “une Crsgmm Amaemt Bveier Dae
(] Fads 1744 ] ¢

5 CF. 114 1 3 4

= 281 39 0

= 511 29 1084
Totat u“ 10 &4

8. Click on Pay Button to receive the amount you entered.
9. In this guide, we have entered partial amount: $20.00

fece "
Sam Arosinee
] oo Mo [ Ovigwidt Arvaest e —
) PG 1T WO ) °
[v/] CFATNIAT_421 : C
m -1 ) 11
Sl 0 230 11044
atn 34 044

ViaOptimus - User Guide viaoptimus.io

Fayreant

LB L

LR

$%h.00

V5
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vaert Due

Oncounl & Credts Agpaed
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10. It opens payment dialog as shown in the figure below
The Card tab is selected by-default.

San Andeinon

‘E‘_'a ®

Flame velect 3 card pratie

Card Information
KR SO 00K, 00K
s vy

Morwn O Zain

1550 Daennon Sbeet Stock 10
ny New Yuh » 100

[ Sarww cowd for firture paymments

Convenimnon Fea: 3040 (2 00%)

=l

12. Click on Pay button.
13. The transaction starts processing as shown in the figure below.
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14. Once the transaction is successfully processed, the transaction receipt appears as shown in the figure
below.

LA -

33557 Cosme At Tasta

Contale Todlomia 51364
N2 4

CF.S4E08_ 121746 CF
TIET_12075t 63810 6261

APPRAVED

JOEXK KRNI A4S
Mgl aa

Zam Ascerren
2580535007

Apgroval A FRPSON

Pont Nooeye
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15. The payment is marked in QuickBooks online and the Balance is updated as shown in figure below.

- Invoice #64610

Carmese

Tiking escrvee

' Invoice #64611

(TSR

ipprg 3

s via

Cuvtiwve: samt

3.3 Statements
When customers have outstanding invoices that will soon be overdue, you can email them a customer
statement and customers can pay all the outstanding invoices altogether on a single click.

5 D) ven
PWYMENT §
Owse Amaurt spplied  Paysvent na
Lvvasce eate Cum dhats t Lrweice 03
210
Mgy dam Thasteng Pepabeg Nt
Omre pagwuves B A oece senmiens way o gt pad bacand
CHOL ~» = » 5 Lol custamen pey cttee Seecly Semegh your Pvocss wih Qs ocks $1 0 44
Sask barslly v Darwrartn .
Recates paymont
Dat Amount appled  Paymars
Srmie Sake Law L Liwose
R Thowtong Yoy W

- Optimus allows to create customer statement of type = Open Item.
- Open Item type lists all open, unpaid invoices from the last 365 days.

3.3.1 Create Statement

The following steps outlines how to create and email a statement to customers.

1. You are on the Open Invoices screen.
2. Switch to the Statements (3™ tab) as shown in the figure below
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4.

Open ity figcerst Papmeeny Sttty

Ratz® sctoon ~

It opens the Create Statement screen.

MrOCE MO CUSTOMER CATR Uk pATE SALANCT TOTAL EMAL STATUS
ACT4 San Armmivee Q320 n 19 ] Mot Gart
4 M ~fOuty 1 X LT '
40 Lam ArOein | [ M Sart
4 1 S £ 1 1 ] Lert
' a1 W 1 Not Sant
“- A " L 1 1 ¥ '
5 .l_ - bl 0
3. Click on Create Statement button as shown in the figure below
.
Open Wanies Necerst Papneety Stdtrrmrty
ATATRMENT DATE Ly CUNTONER VIATRMENT TP
Cospm ane Beraon | Dpen ten
10252023 n ST A0 S Ogen - 2am
3073 b § Orar Soeh Openr dar
Tem Cuslorees Open e
=t O, Ogen-2am
1 4 Ena nn o0 ey
1 Enae Sy fer
W2 L LOTE R Ogen Rere
[0 Ml ] 2 Tan AAreeN Open 1o

-1
<

X
ACTION
-
x

4 4 4 4 4 4 4 4 4

5. Choose the customer from the Customers dropdown to which you wish to send statement.

6. The customer’s outstanding balance reflects as shown in the figures below.
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Create Stasement

Recipients List

Customens Emad

& Asd Cusormees

Balance

e —

Cantomars & laads = ean i

Sam Anderson

Faio, vt w v
Sam Ansersan Tansacion Lin
STT 3L

Covper snet Pemen LT

bat
eE W

[rvese S04

e Ww

ce 50

12T Paprest 2PSEIIITON

Iramoe CFASNTI_12933

AL s ction

oven
v brey
v Asey

Sov Arcwwre

o Argeraes

e Arowryee

Bwon Qur  Q 0 ® @
Edit v New transaction

SUNMARY

— | $77.84

Coen tyarce

| s0.00

Cvertue payment

A : (3 #emtt

_— AN STAMY ACTION
"e Due = 20 ey r ® -
e ) 2t A

7. Click on Save and Send button as shown in the figure below
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Create Statement x
Racipients List

Customers Emad Balance

= As) Customen

8. The confirmation message appears and the statement is successfully created and sent to the customer
via email.

Y 1 x
Open Mytites fecerre Papmern S
- Crvam laevere
ATATEMENT DATE 0 CUSTONER NTATEMENT TYPG ACTION
o - o < l
P Besden L e g
1 ¢ A Tur <
£ Ena n e L7
) » 8 gen g

4 Payments
The payments screen lists all the transactions processed through Optimus.

4.1.1 View Transactions
The following steps outlines how to view transactions.

1. Click on the Payments menu in the left navigation as shown in the figure below.
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2. It opens the payments screen pulling up the transactions processed through Optimus as shown in the
figure below. The payments screen displays transaction ID, invoice no, customer name, amount,
transaction date & time, status transaction type and card number.

Paymenlsy x

E- QL Seaesn Tramacsors
-

CARD MO ACCY

THANA I MYOCE MO CUNTOMER M TRANA AMOUNT TRANS DATE TRANA TV 5 ALTION
My Bnes Smen
PRI ' ) - ‘ Recmpt
Ceatorm
M Brien Smen
53653115 §151 o C 243 Receg! .

Craterrer
W Brian Sy
Cuatymrer

W Briae Sown

100000000

MO IB4220 r p a8 e OCRRRsas 4 Aucest
Coatyerel
A Brias Svem
(7313} & Receqt -~
Cottames "
W Rriws Smen 10 N e
LY 5 CCSde 0000 EEE) Recopt  ~
Costrmar o
1073 16 45 P02
A2eN20esy 4 e CC Sele BASRERSASS Qecegt -
GRIT %
a2y 18808 M
SOAIS 1407 e « CC Sele XX A4 Receipt
1o GNT
Cha4000_ oo 10232623 129)
o Sam Avdersse 0« CC Sale NOCEXA SR Aecegt .
AP_12175183810 a4 L
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4.1.2 Void A Transaction

A void transaction is a transaction that is canceled by a merchant or vendor before it settles through a
consumer's debit or credit card account. Voiding a transaction is typically done for accidental or incorrect

transactions.

The following steps outlines how to void a transaction.

1. You are on the Payments screen.

2. Under the Action column, click on small down arrow of the transaction you wish to void as shown in

the figure below.

O\ Search Transactions

TRAMS.TYPE

ACH Sale

CC Sale

CC Sale

CARD NO ! ACCT NO

3. This action expands more options.
4. Click on Void as shown in the figure below.

ACTION

TRANS.TYPE

ACH Sale

CC Sale

CC Sale

CC Profile Sale

CC Zale

CC Zale

ViaOptimus - User Guide

KXKKKK1808 Receipt  ~ il
KXKXKX5454 Receipt  ~
XXAXAK5454 Receipt v
'D\ Search Transactions
CARD MO | ACCT NO ACTION
KHKHKK 1808 Receipt
KHXHHKEA54 Receipt v
XHKXHHK5454 Receipt

XHKHNKS454 Void  sife—
KHAHNK5454 Refund

KHKHAKEA54 Frint

viaoptimus.io Page 38 of 73


http://www.optimusways.com/

Via_
Optimus

5. An alert dialog pops up as shown in the figure below; click on Yes button.

Bow vws wore oun ATt iy S b weveastsn

«

6. The confirmation message appears and transaction voids successfully as shown in the figure below.

= ——

B QL Seasn Tramassors

A 10 Aok N CUMTIMGR MA: TRANAAMONT  TRANAOATS wrans TRAN TV “"'“:"“' AN

B Bnas Seren INTIII LS TT PN
.

TARII8ST 24NN i Wi g CRID) cose XOERXXISA Recnpt  ~
M Bvien S 12V LI ITFN

& n 4

MASIAINGE 1588 - 130 84 s m CC Sule pesiviTe Recegl  ~
M Brian Sven 10232073 633 10 PM

& 4 .

IOTAIOMIE 28NN & £30 54 & Gl ccim PReL ST Moot~
W Brine S 1024202 52508 P :

280384230147 150181 LK 0t CC S BAFAFRSN Bacegt v
Contuerey GHT+5 n
1 Blins S IVEVIS 520 M4 PR : :

o . Xt o o XOCOXB284

26243002 5635 pors £068 ! G cose 525 Recept v
W s Fren 10V €26 T PN
2

26517525848 35684 e 13960 =, G cosee XOOOKB3 Aecogt =
Wy Drian Serem 10737973 316 45 F1

Teealena0esy as s CC Sake BARREASAY
Costoorer oS .3 -_
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7. The voided transaction is nested (+) with original sale transaction in the grid as shown in the figure
below.

Paymenls x

QL Sesmn Tramactors
-

CARD MO ACCT
1 THANA () MVOCE MO CUNTIMER WA TRANA AMOUNT HANS DATR WTATUS TRANG TV s ACTION
L Brias Seven
¢ P08 401087 STLL mm Canll) ccsee KRR XXAS4 Recnpt  ~
Cemterrns
290536531158 155151 3084 m CC Sule OURREXSess Recepl ~
W Brian Siven
0387430100 et £30 54 Q C Sule AKX X8284 Retwpt =
Cuatymrer
W Brime S
0I4AI0TAT 158181 r 230 &4 G ‘tcie  uouax sa84 Recegt v
Cotlymnt
265080410024 156951 3 6 @ CC Sale OO Bass Aecopt  ~
W Rt Sren
35684 P [ s - 0O0KB432 Rocobt =
Cuntrmrar
W Dot Sren
i 2N = CC Sule LRt Qecwgt -
Cantymet
Mr Hisar Sorem 1022023 1 85.04 P
SOAINL140T nar sTian @ CC Solw 454 Receiplt -
Contamrey GNT .Y

8. Toview the voided transaction, click on + sign and it expands the record with in the grid as shown in the
figure below.

Paymenls x

QL Sessn Tramacsors
-

ViaOptimus - User Guide

Contamer

viaoptimus.io

CARD MO ACCY
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W Biiar S 12X NEE 558 1T W
29653833 1158 1583281 o4 @ £C Sule FXAXAXL444 Qmcozt
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FRIRTAIOTSE §5351 30 & g CC Sale WOOOEa54 Aeceg!
Costames
Wy Rilas Sren
26538410187 158151 0 68 @ C S N GE5L Aecet
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W Biiay Sever
26482430024 158351 % 68 m C Sl NOOOCKSe54 Recest
Costime
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IWIITRISME ) 06 Q Cose  FARAXX LFLY) Recegt
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4.1.3 Refund A Transaction

Refunding a transaction returns the money to the customer. You can perform either a partial or a full refund
on transaction. Only transactions that have already been settled can be refunded.

The following steps outlines how to refund a transaction.

1. You are on the Payments screen.

2. Under the Action column, click on small down arrow of a transaction you wish to refund as shown in

the figure below.

O\ Search Transaclions

TRAMS.TYPE

ACH Sale

CC Sale

CC Sale

CARD NO ! ACCT NO

3. This action expands more options.

4. Click on Refund as shown in the figure below.

ACTION

TRANSTYPE

ACH Zale

=G Profile Sale

CC Sale

ViaOptimus - User Guide

KXKXKK1B08 Receipt  ~ <iim—
KXXXKK5454 Receipt  ~
KKXKXKK5454 Receipt v

O\ Search Transaclions

CARD MO ' ACCT NO ACTION

KHKXKK1805 Receipt v

KHKKKK5454 Void

HHHXHK5454 Refund i

XXKHXK5454 Print

KHKKKK5454 Receipt  ~
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5. The dialog pops up as shown in the figure below.

Retung Transachon

—

6. Enter the amount you wish to refund. You can perform either a partial or a full refund.
7. Click on Refund button.
8. The confirmation message appears and transaction refunds successfully as shown in the figure below.

Paymenls
CTentemar GNIT S ——
102372973 640 04 AM £C Profi
Masisatrdad et Sam Ardters, Fr) Xasass Arost
- bty D .. Y
10202623 6 16 28 PW
JSMssazan mia S Antdarace =2 m CC Sws XA -
s C0 Bicph:
10202023 S.38 11 M
I IO Zan Ardersze Mo P G ccom OOKRIASE Reoogt ~
Mr Brien Sroen 1202023 187 11 I
J9aes3NeN s 100 -l e O
29EUS3Y psdivce 3 g ) ccs Reeegt v
Cuoper ana Beroon AZGD0ID 154 51 PN )
2903355 TS 2000 ccs HOUOSasE Aecost
i proc <D s -
W B Siven 102023 1 45 ST PM
12y \l c WO0oCKHm »
WMSIAIEIE VBN X 2000 - G cosee Awepl v
W Mivtes Soren 10PA0T3 137 41 W
290430465 TESe oty £50 00 3 m CC S SIS Aeospt  ~
1020923 133 13 FM CC Profe
TN neor San Ardersar 55500 FAFRER A4
s = .. ot
IDNBTH ATET Sam Ardenan 34300 nTmm D i TOOOEXIAS4 Recopl ~
‘ TS Sale

——— TR ae e

9. The refunded transaction is nested (+) with original sale transaction in the grid as shown in the figure
below.
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10. To view the refunded transaction, click on + sign and

the figure below.

Contamur

Som Ardenae

L3% Ariberuar
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M Bria S
Catsorn

Cooper ana Necton
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M Drian Soreh
Contemer

W Biiae Sovn
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Sam Ardarsae

1VDWZ3 1 01 46 PN

poooooonogl

x

....... 254 Necost -
LEP ALY fecodt -
XNsase RKecmgt -
...... m Aeomgt -
AX58354 Fewegl -
XX szt -
....... 444 e -
....... 232 RAecet v
WG58 Aecenl -
JXXXBS5L Recest ~

4.1.4 Print Receipt

Cuntomar

The following steps outlines how to print a transaction receipt from payments screen.

1. You are on the Payments screen.
2. Under the Action column, click on small down arrow of a transaction you wish to print the receipt for

as shown in the figure below.

ViaOptimus - User Guide
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Paymenls x
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O\ Sedrch Transactions

TRANS.TYFPE CARD NO ! ACCT NO ACTION

ACH Sale KXKXKK1808 Receipt  ~ i
CC Sale KHXKHXH5454 Receipt

CC Sale KXKXKK5454 Receipt v

3. This action shows the Print option as shown in the figure below.

Q) Search Transactions

TRANS.TYPE CARD WO ACCT ND ACTION

ACH Sale OO0 308 Receipt  ~
CC Sale JOUOOCN5454 Void

CC Sale HHXKKK5454 Refund

C.C Profile Sale KKK 5454 Print fff—

4. Click on Print.
5. The dialog pops up as shown in the figure below.
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1837 Cantax Aiw
Cactan Col¥orres 31334
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CTC Sate

Sar Arstarson
16182023
10028
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310328

e

AFPROVED
XXX XXS454
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g ettt cae
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6. Click on Print Receipt button in the dialog.

~ Ptimus

Demo Merchant
21837 Cantaw A
Canta Cotformes 31334
Frone (173) 455. 708

TC Sate

S Arsteryon
161872023
10028

0w

310928

*3)

APPROVED
XXX KX G54
MasweeCx0

e Settcae
JNTTESAINOTS
2gprvem APESON

!

7. The transaction receipt prints successfully.

ViaOptimus - User Guide viaoptimus.io Page 45 of 73


http://www.optimusways.com/

Via_
Optimus
4.1.5 Email Receipt

The following steps outlines how to email a transaction receipt from payments screen.

1. You are on the Payments screen.
2. Under the Action column, click on Receipt as shown in the figure below.

O, Search Transactions

TRANSTYPE CARD NO  ACCT NO ACTION

ACH Sale HHHN1B08 ﬂ Receipt
CC Sale 0005454 Receipt ~
CC Sale HHHHHA5454 Receipt  ~

3. The dialog pops up as shown in the figure below.

4. Click on Send button.
5. The confirmation message appears and receipt has emailed to customer successfully.
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4.1.6 Exportto CSV
The following steps outlines how to export a transactions record in csv file.
1. You are on the Payments screen.
2. Click on the Export icon at top left of the screen as shown in the figure below.
Paymenls x
s 1 — cuvromes ue M SR mairre RO
MOESIEOND  15THSE 'j‘_:";'"" 8610 ssran =D  cose OOKNEE54 Acert =
b ewows om S — o L
T el ™ QD cwe  mwosw e s
o ering " G ww e
s P wa Wi — YT
BRI, 1O iy s v P B crrass e~
i - o : T oy o - e
soAvessay AL " *‘: e 125 g ol CGED ccim oo A Neisgt  ~

3. It downloads the CSV file containing the transaction records.
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5 Batch Payments

A batch payment is a process of receiving multiple payments of a same or different customers at once. In
order to process batch payment, the customer’s card or bank information must be stored.

5.1.1 Process Batch
The following steps outlines how to process a batch payment.

1. Click on the Batch Payments menu in the left navigation as shown in the figure below.

Dashboard x

106 12 0

25% 5% 36%

2. It opens the Batch Payments screen as shown in the figure below. The batch payments screen pulls up
the open invoices of the customers.

INVOCE WO VOIS DATE CUSTOMEN WALy PATERENT WS T CRML | ACTOUNT ol

&

7
3
k3

M S BN BT JE A NN
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3. Select the specific invoices you wish to process in a batch or select all the invoices as shown in the
figure below.

Balch Fayments x
e 4 Alrre
& WVOICE ND NVOICE DaTE CUSTONEN BALANCE PATEENT METHWOU CANG ( ACTOUNT MumsTn

' 3 et aeed Berdie
& Bra 0 Custorne 4 = ]
i“" Brw ol - [~ 1
L B e = =2 "
> Bran Sireh v = "
..... “ e o, = "
$131 1 Braw Sred - ) = ;
i Brun St . = "
;': L2111 - “ B o
o » - o
\"J aet arpe ] B 444
4Lt Arusre B 4
4. Click on the Batch Process icon on top of the grid.
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5. An alert dialog pops up; click on Yes button as shown in the figure below.

Are you sure you want 10 process all the
selacted invoices?

6. Batch processing starts as shown in the figure below.

Bl t) papmresd o trowsg jrocesssd por e el

Please wait until the batch processing completes.
Once the batch processing completes the invoices that are selected in a batch disappear from the grid

and the payment applies to the invoices.
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6 Customer Vault
Customer vault can be used to view the stored cards and bank, delete stored cards and bank and set the card or bank as
default for batch payment processing.

6.1.1 Credit Card
The following steps outlines how to view stored cards of the customers.

1. Click on the Customer Vault menu in the left navigation as shown in the figure below.

Dashboard x
Fad Due wle

Pald himmics M e Rl T .
Paperoncdy o ‘ ® o o ’ @ ~ F.-,."-cr-_

25% . 36%
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2. It opens the Customer Vault screen with Credit Card tab selected by-default as shown in the figure

below.

Custome Viaul

Croad Cweo Sant

Ve o - ove Tarrtviow Wave

6.1.1.1 Delete Card

The following steps outlines how to delete a stored card of the customer.

1. You are on the Credit Card tab.

2. Under the Action column, click on small down arrow of the card profile you wish to delete as shown in

the figure below.

Customes Vaut

Crect Caz Sark
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3. This action expands more options.

4. Click on Delete Vault as shown in the figure below.

Custormes Viaull x

O, Sanscs Cortorver Vust

Vet © Caswersw Hame Carthutin Ve Cand tron Cortd Mo Acten

238 Bare Ansecso0 a0 e co [ »] Sallaanaliprry Oetna -

240 Cosger and Bastae LLO codper hodger | =} er—r40s

242 Mi Briae Sesds Coalarer oy = Sovessesert ity Nnecy

287 Sare Andecson Sam Lagerson = Bt 1] Sy sV

»r Bean S Tex = Masmadginy [ -
T P T = - -3¢

5. An alert dialog pops up; click on the Yes button.

Dethestes Profiee?

Are oM M Y mand M e Dhe poats

-
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6. The confirmation message appears and the stored card deletes successfully.

Customey Viaull

Vot Cormaser Wave Larehebine Marem Cant Tppe

6.1.1.2 Set Card as Default

The following steps outlines how to set a stored card as default for a customer. It is used when customers has
multiple cards stored and he wants to make one card profile as default for batch payment processing.

1. You are on the Credit Card tab.

2. Under the Action column, click on small down arrow of the card profile you wish to set as default as
shown in the figure below.

Ceoat Cans Earw

Vst L Catmase Have Larabobins Marm Cand Ty

2

3

8
3

3. This action expands more options.
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4. Click on Set as Default as shown in the figure below.

Customes Vaull x
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5. An alert dialog pops up; click on the Yes button.

Aow 3o wu1w g w5 yot Mir pratte ax et

- I

6. The confirmation message appears and the card profile sets to default successfully as shown in the
figure below.
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6.1.2 Bank (ACH)
The following steps outlines how to view stored banks of the customers.

1. You are on the Customer Vault screen.
2. Switch to the Bank tab as shown in the figure below.

Customey Viaull x

Creat Can Earm

Vst © Cambares Naww Acinnt ket Ware Ras Trae At Nt Asvie

6.1.2.1 Delete Bank
The following steps outlines how to delete a stored bank of the customer.

1. You are on the Bank tab.
2. Under the Action column, click on small down arrow of the bank profile you wish to delete.
3. This action expands more options as shown in the figure below.
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C'\ Search Customer Vault

Account Number Action
=2 505 Default —
ltems per page: 50 - 1-—10of1

Click on Delete Vault as shown in the figure below.

Q) Search Customer Vault

pe Account Number Action
=508 Default -
Items par page: 50 - 1-
Default
Delete Vault il
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5. An alert dialog pops up; click on the Yes button.

6. The confirmation message appears and the stored bank deletes successfully.

Credt S B

O, Sansch Coatorver Vast

o protiey ) foene

L . 3 - 0
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6.1.2.2 Set Bank as Default
The following steps outlines how to set a stored bank (ACH) as default for a customer. The purpose of setting
bank profile as default is when customers has multiple banks (ACH) stored and he wants to have one bank

profile as default for batch payment processing.

1.
2.

You are on the Bank tab.

Under the Action column, click on small down arrow of the bank profile you wish to set as default as

shown in the figure below.

Customer Vaull

Creds Cand Bank
Vaunt D Customer Nems Acount Roldes Name
Saim Andersos SaM Anderson
Roger Binny Singh Duncan ho Mecefium
Neson Gerdo st Dank
1 ab = und

This action expands more options.

Click on Set as Default as shown in the figure below.

Customer Vaull

Crede Cam @k
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ik e
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5. An alert dialog pops up; click on the Yes button.

Set to Default?

Are pou Sre YoU want ' set NS profle s ostauin?

m

6. The confirmation message appears and the bank profile sets to default successfully as shown in the
figure below.

— -
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7 Settings

7.1.1 General
The following steps outlines what settings you can set in General settings.

1. Click on the Settings menu in the left navigation as shown in the figure below.
Dashboard

Fad

106 12 0

25% 5% 36%

2. It opens the General settings screen.
Following settings can be set under General settings as shown in the figure below.
- Modify an Email Body for invoice emails
- Set Cc and Bcc emails for payment notifications
- Set Sender Name for emails
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- Set Deposit to Account for invoice payments. It is the account in QuickBooks Online where invoice
payments are deposited. The Deposit to Account dropdown pulls the accounts from QuickBooks
Online as shown in the figure below.

Sl ) x

|esrzay_ghare corrpany, et duta| Fampany _sedreay comgany, oty compary, state| [coopany_spcocw

Fayment Link Expiry
e_g Panteard Mt exgue 0

Other Options
[ Sont me sayrent cMfcanes ai when Custirier s a0
5 e = Aalron o = » Na D30k
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wasn

Inventory Asset

Loans to others

Payments o deposit

Prepaid expenses

Uncategorized Asset

Payments to deposi -

7.1.2 Payment Gateway
The following steps outlines how to configure a payment gateway in Settings.

1. Click on the Payment Gateway tab.
2. It opens the Payment Gateway settings screen as shown in the figure below.

Settings X

Gararw Paprmrt Catemar Carvarsence Tve Siarang iwy Crarge Pasweceo

cardconnect.

A First Data Company

CarsCorrwct offersy mempie ans meien Cmd Cd paymest procetary b el rwdere

M) SOMYINTE Tearesns

3. Enter the gateway configuration that you have been provided.
4. Click on save button.
5. The confirmation message appears and gateway configuration setting saves successfully.
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7.1.2.1 Bolt
The following steps outlines how to configure a bolt terminal in Settings.

1. You are on Payment Gateway settings screen.
2. Click on three dots at the right bottom as shown in the figure below.

Gararw Papreet Catemary Carversence Twe Srarang fiemy Crarge Paswecen

‘cardconnect.

A First Data Company

CarsCorrwct offers mempte ans meian Smdi Cad paymmst procetary fo vl rwdere

M) SOMTINEE Tearessns

4. It expands more option
5. Click Bolt Configuration as shown in the figure below.

Gararw Papmert Catma Carvrsance Twve Srarang iwy Crarge Pasweces

cardconnect.

A First Data Company

CarsCorrwct offery mmpte sns scian Cmdi Cad paymmst procetary fo vl rwdere

M) SOMTINEE Tearersns
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6. It opens the Bolt P2PE Configuration dialog as shown in the figure below.

7. Enter Merchant ID and Authorization Header
8. Click on Save button.
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9. Gateway Configuration is saved and success message pops up at top right corner as shown in the figure
below.

Garnrw apreed v Tws Baraing ey Crarge Peswcrs

cardconnect.

A First Data Company

CarsCorrwc! offery mempie sns meies Smd| Cad paymest procetary b vl rwdere
M) ST Teirerses

10. Click on Terminal tab as shown in the figure.
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11. Select your Terminal
12. Click on Save button.

AT F°F Cartgane

Terena U

JMeepPliatiain

13. Gateway Configuration is saved and success message pops up at top right corner as shown in the figure
below.

=t Papreet Tes Brpraing by Crarge Paswecee

cardconnect.

A First Data Company

CarsCorrwet ofers wroie e tw vl e
M) SORNINEE Tearesns
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7.1.3 Convenience Fee

The following steps outlines how to set up convenience fee in Settings.

1. Click on the Convenience Fee tab.
2.

It opens the Convenience Fee settings screen as shown in the figure below.

Settings

Gararw Paprert ety Carversence Tve fiarang

»
fiwmy Crarge Paswexes
Do y00 want 10 chawge 3 Comveriende fee? 1o @) s
L T Oy S—— o
-t - ot ot 4 bee . » >
# Fee

To enable convenience fee; click on toggle to set to Yes as shown in the figure below.

Seftings

Cenecal Pagmest Calesvay Convenience Fee Erardag

Aerts Change Fasswont
Do you w10 chatge & convemsence fee? o e
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Append commmsence loe &3 4 bose e s an anoce n OuchBooks
.-
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4. There are two options to apply convenience fee in an invoice.

- If an option “Create a new invoice for Convenience fee in QuickBooks” is selected then new

invoice will be created in QuickBooks Online for convenience fee amount.

- If an option “Append convenience fee as a line item in an invoice in QuickBooks”

is selected then

a convenience fee amount will be added as a line item in the same invoice in QuickBooks Online.
5. Enter the convenience fee name and the percentage in each card brand field as shown in the figure

below.

Settings

General Payment Gateway Convenience Fee Branding Aleris Change Password

Do you want to charge a convenience fee?  No @) Yes

() Create a new inveice for Convenience fee in Quickbooks

k3

@ Append convenience fee as a line item in an invoice in QuickBooks

Z]

<

6. Click on Save button
7. The confirmation message appears and convenience fee setting successfully.

7.1.4 Branding
The following steps outlines how to upload company’s logo. The logo reflects in invoice email
notification email and print receipt.

1. Click on the Branding tab.
2. It opens the Branding screen as shown in the figure below.

, payment
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Settings

Ganprad Paymant Gatoway Convenience Fee Branang Alerts Change Passwostt

3. Upload the logo by clicking on the box

Settings

Ganprad FPaymant Gatoway Convenience Fee Branang Alerts Change Passwort

TEST LOGO

FPraforred image resoiuton size 200px x 100ps
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7.1.5 Alerts
Alerts keep you informed about incoming payments and overdue invoices, ensuring efficient financial
management.
The following steps outlines how to set email alerts.
1. Click on the Alerts tab.
2. It opens the Alerts settings screen as shown in the figure below.
X

Settings

Saneral FPaymant Gatoway Convenience Fee Brancang Alerts Change Passwort

Cvetdue Invoices

Invoice Payments

3. There are two types of email alerts

- Overdue Invoices — You will be notified via email based on the frequency and the parameters set.
- Invoices Payment — You will be notified via email based on the frequency and the parameters set.
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Settings X

Saneral FPaymant Gatoway Convenience Fee Branang Alprts Change Passwost!

Overdue Invoices

] send 3 notffication via emall If Involces are ovardue since 10 days and the amount is greater than 5100 01
L [+]
¥ Donotsenc
- o

Invoice Payments

7.1.6 Change Password
The following steps outlines how to change the password.

1. Click on the Change Password tab.
2. It opens the Change Password screen as shown in the figure below.
Users must follow strong password guidelines when changing their password.
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Settings

General Payment Gateway Convenence Fee Sranding

Enter current password.
Enter new password you wish to set.
Click on Change Password button.

o un e w
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The confirmation message appears and the new password sets successfully.
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