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Welcome!

Thank you for choosing POMIS and TransFirst Health Services as your complete payment processing solution!

We believe the following steps will ensure your staff has the proper tools and training to begin use of
your new payment processing program.

Step 1: Receipt of Materials:
You should have in hand your Introduction Kit including this User Guide and the Quick Reference Card which
has your merchant account number, Transaction Central ID number (TC ID#), and support phone numbers.
You should also have your USB Card Reader available and ready to connect. Should you be missing any of
these items, please call TransFirst Health Services at (866) 222-5985.

Step 2: Training:
POMIS Software Support will contact your office within the next 2 business days to schedule an installation and
training appointment and, at that time, will verify that you have all of the required items mentioned above. This
appointment will assist you with connecting your card reader and train you on the steps for processing
transactions in your POMIS software.

A TransFirst Support Representative will also contact you to schedule an appointment for training on the
Transaction Central Virtual Terminal. The Virtual Terminal provides you with a ‘virtual’ processing capability
anywhere you have access to the internet, and should be used primarily for its reporting capabilities (the virtual
terminal operates outside of the POMIS program and does not automatically post transactions back to your
practice management system). This appointment will train you on use of Transaction Central and demonstrate
supplemental reports for ALL of your processed transactions. If you would like to schedule training prior to our
call, please contact TransFirst’s Training Department at (866) 222-5985 and one of our experts will be available
to assist you.

Step 3: Regular Use:
Begin using the Integrated Payment Processing Service for all of your payment handling needs!

Again, thank you for allowing us to serve your practice and welcome to the program!
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Section 1

Initial Setup

(One-Time Only)
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Merchant ID Setup in POMIS

Registration Key provided by POMIS.

service.

The following steps need to be completed ONCE as an initial setup. These steps will include entering your Merchant ID and

Note: A representative will assist you with this setup screen. The outline on this page is only included for demonstration
purposes only. Editing or tampering with this information after initial setup may affect your processing account and/or disrupt your

File Biling Reparts Scheduler Help

Setup in the Office Preferences window:

From the Main window:

Step 1.  Select File> General Settings

X Instant Messenger Program

from the main menu, or, in the left
menu bar click General Settings
under the Settings tab.

In the General Settings window:

Step 2.  Click Administration under the
Settings tab in the left menu.

In the Update Settings window:

Step 3.  Click Billing/Statements/Receipts
link under the Preferences tab on
the left menu.
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Merchant ID Setup in POMIS (cont)

| Update Settings

ﬁ‘;l— Preferences

In the Billing, Statement, and Receipt G Gerel
Preferences window: e
48 Security
Step 4. Enter a message, if any, to gifhfd“'fe'
be prlnted at the bOttom Of & Bi;: [.-?:t:ements.-"ﬂecei ks
the Walkout Receipt. - i
Step 5. Enter the Payment Types ‘;A“di""g _—
that you choose to accept.
Step 6. Enter your assigned Credit BB Customization z
Card Merchant ID and 72 Chart Labels
Merchant Reg Key. © Logo
81 Patient History
Step 7. Select additional receipt L Lettethead
options as desired.
Step 8. Click OK.
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Billing, Statement, and Receipt Preferences

“Walkout Receipt Message

[THIS I5 THE MESSAGE THAT PRINTS AT THE BOTTOM OF EVERY WALK OUT RECEIFT. |

Credit Card &cceptance Message

S |F'a_l,lab|e by check, Visa®, Master Card®, and American Express® |

[ Do not Prink Mest Payment Due on W alkout Recsipt

Credit Card Merchant 1D:
Merchant Reg Key:

[ Hide Credit Card Info on ‘wWalkout Receipt

[ Priet % Codes on Statement and Fecsipt
[ Priet Doctor TIN and MPI on Statements and FReceipts

O
O

X

Cancel
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Daily Use
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Process Flow Summary

POMIS handles most of your daily transaction processing from within the software. Some special items will require quick movement
directly to the Transaction Central system. The following outlines your normal daily use:

. Credit Card (Sales, Voids, Credits) — Each day as you handle credit card payments from your patients, you will manage them
through POMIS. Transactions will automatically post to the patient ledger and reports.

. ACH (Electronic Check) Processing — POMIS allows you to process payments from a checking or savings account. This function
is best explained as “electronically depositing a check at your bank.” Remember, like paper checks, ACH transactions are not
guaranteed funds.

. Recurring Payments — POMIS can establish a recurring payment profile within Transaction Central to help facilitate payment plans
for patients. Providers can choose the amount, payment date, billing cycle, and number of payments.

. Balancing Procedures — As the business day wraps up, you will use POMIS’ reports to review the total transactions and dollars put
into the system and confirm the information matches your daily deposit totals. The reports will help you balance on a DAILY and
MONTHLY basis. TransFirst will complete settlement of the transactions each night, and route the data through the credit card
system for deposit to your bank account.

. Supplemental Reports — Transaction Central provides supplemental reports for ALL transactions entered into the system, including
those entered into POMIS and any entered into or managed by Transaction Central. You can access various credit card and ACH
reports in summary and/or detail via Transaction Central’s Virtual Terminal.

. Merchant Statements — At the end of each month, you will receive a merchant statement from TransFirst, as well as merchant
statements from other card institutions such as American Express and/or Discover.
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Processing a Credit Card Payment

Fie Bilng Reports Scheduler Help 4 Actions for highlishted Patient

From the Main window: o ey " o o sy
. . - otz Hate TF Ao ?:ZW?STE;!I"QPEK = gg;gglast;rwws iSES[FDF:DS
Step 1. Select the Patient and select the desired [ Y=
Visit Date in the table at the bottom of W
- . Add Yisit
your screen. Click Change Visit under the & o 4/’0
Visits tab on the left menu, or simply S Chargos & Paymonts
double-click the desired Visit Date. = 0 A Wt i ] T — — Y —
.. . YV » Jump To 2 This is a trial copy limited to 25 patients with 29 remai T 2 T TR T T s
In th e Ch an qe VIS ItS win dOW @ v visk Date |activic] at A Glance 677-767-7007 when you are ready to purchase.
He [biote] DS[\;;LIZM: 2EI;IFD;DF Total Ba‘h;néz [n;BaIEn;E Pt Ea‘\zrvég DateFrtered |Time
Step2.  Click Add Pt Paymentin the Charges & . I
Payments area.
, ] R Xk (g fem ) s T e
In the PT Pa ymen t window: [l show Balances Only .00 000 .00 f %ﬁij}%’};w \j é‘fuzmt | gluansrev X Adust d ?“”‘[‘ ]°’ ;
. S ot o [T ) o
Step3.  The Payment Amount will be populated =
based on the patient balance. You may
change the payment amount as needed. .
Step4.  Select the Payment Method and click e —
Process Cl’edlt Cal’d or CheCk button. I Step 1 - Enter Payment Type & Amount e
Fapment Inta ; Moot Dokt ; . Credit Card Processing
H H o . ayment Method: eck buth #: aprment Amount;
In the Cl'edlt Card PI'OCGSSIHC] wmdow. » [*] [ | [ 1.498.00[%] Process Credit Card Transaction
CASH
H CHECE. Fayment Information
Step 5. Select the Transaction Type as CC and D) ool SriDusBEPtl Poydomart Treqsaction Type:
click the Swipe Card button. Swipe e A [ n0]
the card when the dialog box is displayed. G ISt oveR L
. . ERIT Expiration (M) |:|
If credit card is not present, manually A
enter the payment information. When FighTght J/dncble oick o make modicaions  3.238.00 145800 Tip Code
complete, click Process. ; ; crvtimeer[ ]
. . . . . . Information
Note: A dialog will appear indicating that the card is ‘ °\*g S cara | [ ocees | (@ Gose |
being processed. When that window closes you will
get a message indicating the approval or decline of the FamentRste
. .. . . Paid By: [BLACK RICHARD =] &
transaction. After clicking OK on the confirmation box,
you are returned to Change Visits window. B Eor e o X concel
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Processing an ACH (Electronic Check)
Payment

The steps for processing an Electronic Check (ACH) payment
are similar to that of credit cards. The primary difference
when processing an Electronic Check (ACH) payment as
compared to credit card is the payment method chosen. It is
also important to point out that like paper checks, ACH
payments are NOT guaranteed funds.

To process an Electronic Check (ACH) payment, complete
the steps as you would for credit card, until you get to the PT
Payment screen:

In the PT Payment window:

Step 1. The Amount will be populated based on the
patient balance. You may change the payment
amount as needed.

Step 2. Choose the Payment Method as Check and

click Process Credit Card or Check.

In the ACH Processing window:

Step 3. Choose ACH as the Transaction Type.

Step 4. Enter the Bank Routing Number and Bank
Account Number.

Step 5. Verify all information is correct and click

Process.

Note: A dialog will appear indicating that the ACH (check) is
being processed. When that window closes you will get a
message indicating the authorization or decline of the
transaction. After clicking OK on the confirmation box, you are
returned to Change Visits window.
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PT Payment Will Be Added (MNew)

Step 1 - Enter Payment Type & Amount

Fapment Info
Payment Method:  Check/duth #:

* [v] |

Payment Amaurt:
1.498.00/%

CASH

Pay Amount

At Due B4 Pomnt
3.298.00

Procedu EEEAEK oLt
Da0a i 00,00
[ahE
OTHER
DISCOVER

DERIT

1.438.00

Fkighlight & double click to make modifications 3.298.00

Step 2 - Optional Information

Optional Information

1.498.00

Mate:

Payment Date: [ 08.19/2008 [&]

-

Paid By: [BLACK RICHARD J ¥ &
Process Credit
¥ Card or Check “J/ oK x Cancel
ACH Processing
Process ACH Transaction
Payment Information
Transaction Type: u
Mame On Check:  [RICHARD BLACK |
Address: [1729 ROYAL PALM DRIVE |
City: EDGEWATER  |State: Zip: [32132
=1
Authorized!

! E Credit Card/ACH Transaction Authorized

k. Process ”@ Close ]

pomis{ |
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Transaction Responses

Page 11
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After clicking process on the payment screen, the program will process the transaction and collect a response from
TransFirst.

If the payment is ‘Authorized’, POMIS will log the transaction information and record the payment.

Authorized!

I 'l_., Credit Card Authorized

If the payment is ‘Declined’, POMIS will log the information but will NOT record the payment.

Warning!

!E Credit Card Declined

Note: All accepted credit card transactions are logged in the Charges and Payments area.

Motes|DOS DOs2 Procedure |Description Total Amount| Ins Amount] — PEAmount| Misc. 8]

05/18/08 FAYMENT |PT PAYMENT-CHECK 1234 -FD BY:TF TESTER -1.00 0.00 -1.00| Check#: 1234 | 0H

Total Fee 19.00 0.00 19.00

pomis{ |
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Payment Receipts

Printing Walkout Receipts:

In the Change Visits window:

Step 1.

Click Walkout Receipt, select your

Step 1.

Step 2.
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Remarks

Charges & Payments

i T Y Y —Y — —

FAMILY DENTISTRY RECEIPT
Camies iz e
e
S50 Rivoswocp avenue
PORF SRR etz e —
o ———
Wi R i A tonnt e —

This note area s for viewing o, Cick the Notes butian [0 nsert 3 rew nale,

H H H Notes[DOS___[D0SZ. Procedure_[Description Total Amount] _Ins Amountl Pt Amount{Misc. D
print options and click OK. The el S i
Walkout Receipt will be printed. —
A hem Code  Daseription
H H H H . 0472508 046 SEALANT-PER TOOTH SECOND MOLAR 2000 80,00 100,00
Printing Transaction Receipts: i e R e
Charges Payments Printing 5[4/ PAYMENT BT PAYHENT-MC 042087 -PD BY BLACK RICHARD 3 a0 001 R
Add Modify Delete: Add PT AddINS Pagment [ LA wakout | b4
ISJ] i . R X @) ) s T R {M‘\g 4DAEom
In the Change Visits window: |3 s Do x o (D500 o B 2,
. . . . Notes i T — \é e
After a transaction is processed, it will A st e
H H Misc:
be listed in the Charges and 3 s
- “This note area is for viewing only. Click the Notes button to insert a new note. -
ayments area. Right-click on the
. . 2 TED ™7 [ Miaosoft Office 0ve | 3 perectiyie [&] Microsoft Powerpoint
payment and select View Credit Card il
Transactions.
In the Credit Card Transactions list, e ——————
select the desired credit card
. . . SUTE & 5131 S IDGEAGOE AR P ST i 306757007
transaction and then click Print
Transaction Receipt. Select your
print options and click OK. The
Transaction Receipt will be printed.
FAMILY DENTISTERY
Charges & Payments Fematks 386-767-7007
% T 1 1 7 Y B B B UY R— Date: DE/21,2008 10:21: 42AM
Notes[005 D52 [Procedus [Descrption TTotal Amourt] s o] [ & s Fate o o
05/18/08 PAYMENT [PT PAYMEMT CHECK 1224 PD BY:TR Procedure Notes 1.00(Check: 1234 |05 o i bty o 3‘; OrLEe
eference M
Sﬂ ::dw;;mt Card Transactions Credit Card Transactions for BLACK JR LUKE R VISIT:04/25/2008 Transaction ID:131711048
I Moy Tiem | [(Date Entered | Time Ertered [Action Feference ID_[TrsnsactionlD [Stalus Card Type: M FEXREELEEREEXFEEL
X e R — 1 0.01
P 1500 o 1500 05/21/2008 10:184M |2 UTHORIZE 34 131210801 Authorized
Charges Papments Printing
LA L
@ R Xk ] e ) s Tt | G ke & aetem o
R s |2 pere B o e [0 D D B 2
Notes Type [TREATHENT g Toles Procedae Noles ‘\é se
= 4
[ Resubmi or Processing CARDHOLDER WILL PAY CARD ISSUEER ABOVE
M\s; AMOUNT PURSUANT TO CARDHOLDER AGREEMENT
& Credit ‘ ‘ ‘ |

B
(@ P Transsoton Recapt
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b
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Voids & Credits

a different amount, etc.

An incorrect item/transaction can be VOIDED (cancel) on the same day it is entered. An incorrect item/transaction (or a “return”)
after the day it was entered can be CREDITED (refund). In POMIS the steps are the same for the user, but the system automatically
makes the correct selection for you based on the transaction date.

If the original payment was processed on a previous day, the system will issue a FULL credit of the original payment amount. The
credit will be submitted to the patient’s credit card and the amount will be logged. If necessary, you can process a new payment with

From the Main window:

Step 1. Select the Patient and double-
click the applicable Visit that has
the payment you would like to
Void/Credit.

In the Charges and Payment area:

Step 2. Select the transaction in the
Charges and Payments area,
right-click on the payment and
select Reverse Payment.

Step 3. Inthe Reversal Reason dialog
box, enter the reason for the
reversal and click OK. The
system will process the Void/Credit
and display a message showing
the success or failure.

Note: The system will add a Payment
Reversal line item in the Charges and
Payments area.

]

Figeal

I e — L —
e e —re

i (T I3 S CA -
i | 1

Reversal Reason

Please enter & reason for this payrnent reversal (100 characters), Fieversal Complete.

[
g J ok x cancel

If there are ary payment plans, deductibles, or mazimums for this patient, they
will have to be modified manually.

Page 13
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Any eredit card transactions will alse be reversed
Credit Card Transactions for BLACK JR LUKE R VISIT:04/25/2008

» | Date Entered | Time Entered [Action Reference ID | Transaction ID_| Status [Auth Code | Card Type | Last 4
i} Canceled
8:33PM|CREDIT a Canceled
10:214M | AUTHORIZE 3B 131211048 Authorized 042087 MC 2864
woID 34 131210801 Woided 056137
05/21/2008 10:184M | AUTHORIZE 34 131210801 Authorized 056137 MC 2864
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Adding a Payment Plan

approved.

In POMIS, users have the ability to add payment plans for patients. The payment plan feature also allows the user to create a
recurring billing profile with Transaction Central. Once a recurring billing profile is created, Transaction Central will automatically
perform the transactions until the payment plan has ended. Additionally, as the recurring billing transactions are initiated by
Transaction Central independent from POMIS, users must manually post these payments after they have been submitted and

Note: Recurring billing functionality is controlled by Transaction Central. Should you need to edit or cancel a recurring payment,
please log into Transaction Central and make the necessary changes. Please refer to the steps outlined in Section 4 (Recurring
Billing) for assistance with maintaining recurring profiles.

From the Main window:

Step 1.

Select the Patient and double-
click the applicable Visit for the
Payment Plan.

In the Payment area:
Step 2. Click Payment Plan(s).
In the Payment Plan screen:

Step 3. Click Add New Plan from the side
menu.

In the Add New Plan screen:
Step 4.

Enter the payment plan information
and click Calculate Payment Plan.
The system will calculate the
payments and display a payment
plan schedule.

Note: The down payment MUST be submitted
as a separate, one-time transaction.

Step 5. Once the payment plan is
calculated, click Create Recurring
Billing Profile with Credit Card

Company.

Page 14
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Payments
AddPT Add INS
Fawment Payment

Payrent

A Payment Plan

7] add New Plan

@ Payment actions (&)

/ TanjUntag Highlight=d
9 Post Payment(s) o Tagged
¥ Unda Paymentis) ko Tagged
_+ Past Charge to Tagged
_+ Past Adjustment to Tagged
18 Manual Override Highlighted
;) Printout
® Print Dot Matriz Coupons
® Print Lager Coupans

B pocuments

{33 Print PayPlan Ledger

Q) er

) where doi get coupons?
&) visit TopformData.com

*) Planls] ‘_0

iy :
» ’ Transfer 3¢ Adjust %Fene:.trﬁnfent

A Record Will Be Added

Step 1. Add Plan Information
Gieneral Details of this Papment Flan

Billing Party Mame: [ELALK. RICHARD J | S
Plan Description: | ]
Plan StartDate: [ 08M19/2008[8] EndDate: | 3

Step 3. Choose When to Pay
tanthly Plan Details

Fayment is Due on the day Each [T 8] manihis)
Payments Start On 670172008 (2]

Step 2. Add Financial Criteria
Financials
Total charges 3.300.00]
Patient Responsibilty 1.500.00]

Pt Diown Payment

Olptional Fields
Insurancs Responsibilty

Ins Diown Payment:

Ins Manthly Payment ]
“for informational use enly
Step 4. Calculate Payment Plan
Caloulste Payment Plan

‘27‘ Calculats Paymernt Plan | [)( Clean l

Mumser OF Paymens: Pagment § [Date Due Amourt Dus |~
Coupon Start Number: B9 X
Sten 5. [Dptionall 1| 0870172008 8322
o bt 2 09/0172008 322
o 10/01/2008 8322
ound [UE__Tv] il paymenis But the lss one to 4 11/m 2008 e
5 12/01/2008 8322
\. § 0170172009 22
702/01/2009 83.22
Create Recuriing Biling Prafile with 03/0/2003 8322
¥, Credit Card Company § D4/01/2008 8322
10 05/01/2009 8322
11| 06/0172009 322
12 07/01/2009 8322

\\/ ok X Cancel v
750000
Patient Downpagments Displays as Pagment # 0

TRANSFIRST
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Adding a Payment Plan (cont)

Page 15
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Warning!

Step 6.

A confirmation box will be
displayed confirming that you are
setting up a recurring profile for
the patient, click Yes.

In the Recurring Billing Profile screen:

Step 7.

Step 8.

Step 9.

Select the Transaction Type, CC
or ACH for the Payment Plan.

Enter the billing information,
click Process.

A dialog box will appear indicating
whether the recurring transaction
setup was successful, click OK.

Note: If you need to make any changes to
a payment plan, you MUST edit the
Recurring Profile in Transaction Central
before making any changes to the payment
plan in POMIS. Please follow the steps
outlined in Section 4 (Recurring Billing) for
assistance with maintaining recurring

profiles.

‘You aie about o create @ Reeuiing Biling Profile

Biling Party: BLACK RICHARD J
Type: Automatic [biled automatically by Credit Card Processing Company]
Instaliment Amount; 83.22
Biling Cycle: Billed on the 1 day of every 1 month(s)
Mumber of Debits: 18

o Debits Start o 08/01/2008
Automatic: Biling Profiles will automatically bl the: persan for every instalment
untilthe completion date, or you manually remave the recuring biling profile
from the Merchant Website. Payments wil stil have to be posted manualy in
this payment plan arca.

e You Sure You Yant to create this Recuring Billing Profile?

es

Credit Card Processing

Create Automatic Recurring Billing Profile

Payment Information vé
Tranzaction Type:: u

Card Mumber: | |

Expiration (MM |:|

Mameon Card  [RICHARD BLACK |

Fip Code:
VY Number |:|

Sumimary: 5 Swipe Card H Process —”LO] Close ]

An Automatic Chilled automatically by Credit Card Processing Company) |~
Recurring Biling Profile will he crestediupdated for RICHARD BLACK. {
will be 18 installments of §3.22 billed every 1 month(s) starting on w

Warning! I

! "_.., Recuring tranzaction ha: been succezsfully setup

PRACTICE MANAGEMENT SOEVHARE (121 emlibs Sapoie as i
i Healibi Services, e,



Reports

At the end of each day, you will use POMIS to access transaction reports. The Deposit Slip, Day Sheet, and
Income report’s will provide the total transactions and dollars put into the system and will help you balance on a
daily or monthly basis. At the end of each day, TransFirst will automatically complete settlement of all
transactions in the system, and route the funds through the network for deposit into your bank account.

From the Main window:

Step 1.

In the Reports menu:
Step 2.

Under the Reports section in the
left menu, select Financial
Reports.

In the Financial Reports menu:

Select Reports in the top toolbar.

Step 3. Select the desired report to print.
Select the printer and click OK.
Step 4. Select the Start Date and End
Date for the report and click GO.
The report will be printed.
Page 16
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w¥ patient

] addet
}g Change PT
< Delete PT
E EasyWiew

Reports Menu

File Biling Reports Scheduler Help

4 Actions For This PT

<) Reports Menu 2 (=
= WSter List Reports
@ Reports
) Master List Reports [ Zip Code List [ Labs List ]
"= Financial Reports
&3 Patient Reports Diaciosieodeg
T e
= T —
S Fee Schedules
Patients By Age Referring Doctor List Labels <@
Patizrts By Refering Doc
Places of Treatment
Patients By Sex
Patients By Status Procedure Codes
Insurance Percentage
Procedure Code Prices
Financial Charts & Prescription Drug List
T [ romes ]

Close

]
&

Financial Reports

° [reposit Ship

v

Deposil Slip

Referring Doctor Fregquency

Coctar: = sy

=

Dy Sheet

Clairns Mot Submitted

Payments Dua Fram Pay Plan

StartDate: [ 05M&2005 A&

= Charts & Graphe

Daily Ghange And Paymant Surmmary

Charge & Paymant Summary Reporl

End Date: | 05/ar2000 [

Pelienls Bpane

Incame Regarts

|
|
Claims Submtiad |
|
|

Annual Summaty Bepot

Palient 85 Felemra Doc:
Pelierls 8 Sen

Charyes Repatte

Palients 35 Stans

Irssunerics Percenlege

Receivsalzs Reparts

Aging Reperis

Adjustmant Reports

WTD - YT Raport

]
|
|
|
|
|
|
J
|
|

Skip Credit Card Deposts [

I

[ = ]

Close

[Ccmed ]

pomis({
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Reports (cont)

Day Sheet Report

Day Sheet for 04/16/2008 Report Date: ~ 4/22/2008
Doctor JONES Page 1
Payment Details
Patient Code Charges Adjustments Payment Total Cash Check CcC
DEES PATRICIA A 0000 1,000.00 0.00 0.00 0.00 0.00 0.00
DEES PATRICIA A PAYMENT 0.00 0.00 1.05 0.00 0.00 1.05
DEES PATRICIA A PAYMENT 0.00 0.00 1.04 0.00 0.00 1.04
DEES PATRICIA A PAYMENT 0.00 0.00 -1.05 0.00 0.00 -1.05
DEES PATRICIA A PAYMENT 0.00 0.00 -1.04 0.00 0.00 -1.04
DEES PATRICIA A PAYMENT 0.00 0.00 -1.02 0.00 0.00 -1.02
DEES PATRICIA A PAYMENT 0.00 0.00 -1.01 0.00 0.00 -1.01
04/16/2008 DEES PATRICIA A PAYMENT 0.00 0.00 -1.00 0.00 0.00 -1.00 Depos|t S||p
Grand Total 1,000.00 0.00 -3.03 0.00 0.00 -3.03 [a]
Deposit Slip
Doctor ADSFADF 05/18/2008 . 05/18/2008 Report Date: 05/18/2008
Page 1
Patient Who Paid Payment Date Check/Auth# Amount Entered
Payment Method:  CHECK
TF TESTER PATIENT 05/18/2008 1234 100  05MB8/2008
Subtotal: 1.00
Grand Total 1 Transactions 1.00
Grand Total Cash/Check: 1.00
|ncom e Report Grand Total Credit'Charge: 0.00
*Mote: The deposit elip is based upon the date the payment was entered into the program
. Income Report By ENTRY
Billing Doctor ~ ALL For Dates 04/16/2008 through 04/16/2008 Report Date: 412212008
Treating Doctor ALL Page 1
Name Code Resp Entered DOS Method Total Patient Insurance Adj Amount
DEES PATRICIA A PAYMENT PATIENT 04/16/08 04/16/08 MC -1.05 -1.05 0.00 0.00
DEES PATRICIA A PAYMENT PATIENT  04/16/08 VISA 1.00 1.00 0.00 0.00
DEES PATRICIA A PAYMENT PATIENT FG VISA .01 1.01 0.00 0.00
DEES PATRICIA A PAYMENT PATIENT MC 1.02 1.02 0.00 0.00
DEES PATRICIA A PAYMENT PATIENT VISA 1.04 104 0.00 0.00
DEES PATRICIA A PAYMENT PATIENT 04/ MC 1.05 1.05 0.00 000
DEES PATRICIA A PAYMENT PATIENT 04/16/08 VISA -1.04 -1.04 0.00 0.00
Subtotal T 3.03 3.03 0.00 0.00
Grand Total 7 3.03 3.03 0.00 0.00
w = [RANSFIR
Page 17 pomisy 4 W

PRACTICE MANAGEMENT SOBTUARE (1" Helit
< i
-

Iriee.

V0409



Section 3

Transaction Central

Accessing the Virtual Terminal
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Transaction Central Password

Establishing Your Password

1.  Before you login the first time, you will need to establish your password.

2.  Inyour web browser’s address field enter:
HTTPS:/WWW.OC2NET.NET/BILLING/GETPASSWORD.ASP
Press ENTER or click ) o

3.  You will get to a screen that will ask you to enter your Merchant ID and Checking
Account Number. Your Merchant ID (TC ID) can be found on your Quick Reference
Card. Enter the required information and click Submit.

0 Address | @] https: /W, OC2ZNET MET/BILLING GETPASSWORD. ASP v| B &

Flease enter information below to get your password.

Merchant ID:
Check AccountNo:

w= TRANSFIR
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Transaction Central Password (cont)

Establishing Your Password (cont)

4. Once you enter the required information, you will get to a new screen where you can
enter your password. A password may already be assigned by the system, but you
should change the password for security purposes. If accepted, you will receive a
message stating password change successful.

0 IMPORTANT

Merchant 1D:

Visa/MC Regulations require that your password be changed
Old Password:
every 30 days. The Transaction Central system will prompt
New Password: |
you when this becomes necessary. Your new password must
Confirm Password: .
have at least one upper case character, one numeric, and one

Check AccountNo: of the following “special” characters (|@#%$%"&*_-). The
password you select must be at least 8 characters in length
with a maximum of 16 and should not include any “spaces”.
Page 20 pomis( ) W= TRANSFIRST
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Transaction Central Website

Navigating to Transaction Central

1. In your web browser’s address field enter:
HTTPS:/WWW.OC2NET.NET/BILLING/LOGIN.ASP
Press ENTER or click ] 6o

2. You will be taken to the Transaction Central Login Screen.

‘ Address /Ej hittps: f e, ocZnet. net/billing/login. asp

0 T ransacrion £
GEHTRAL " @\_

Please enter your Merchant ID and password to login to the system.

Merchant ID:

Password:

Forgot password?

Click here

Page 21 poIS*
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Transaction Central Shortcut

Create a Shortcut for Reqular Use

1.  Before you login the first time, go to your tool bar and select “Favorites”, and then “Add”.
2. Inthe Name field, enter ‘Transaction Central and click OK.

3. To create a shortcut on your desktop, right-click on the link you created in your
“Favorites” folder. From the list select “Send To”. You will see a 2nd drop down list.
From that list select “Desktop”. An icon will appear on your desktop with the name
‘Transaction Central.” Either of these shortcuts will now provide quick and easy access.

File Edit Miew Fawaorites  Tools  Help

o s B}
= \ﬂ ﬂ u / ! Search x;:(’ Favorites {5-“? = ] -

]
Open |
Add Favorite Create Mew Folder
Print
M Internet Explorer will add this page to vour Favaorites list.
c‘;f‘f 2] Compressed (zipped) Folder
Mok veile o

Copy €2} DirectCD Drive (D)

Mame: | Transaction Cenkral Dilete g DireckCD Drive (R)
Renarne ) Mail Recipient. MAPTMail
Properties [} My Documents

. .
Page 22 poMmISy 4 h = -ERAI.I NSF| IRS|
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Transaction Central Login

Logqing into Transaction Central

1. Enter your Transaction Central Merchant ID and Password.

2. Click Login.
IMPORTANT

The Transaction Central system will time out for security reasons if there is no activity for a prolonged period
of time. Users should make efforts to complete any tasks in entirety before getting up from PC or handling
other office tasks. Once complete, to log out of the system, simply select Log Out in upper right hand corner.
This will take users back to the main log-in page.

ANSACTION é._, -
Csmmr‘ '

Please enter your Merchant ID) and password to login to the system.

0 Merchant ID: |
Password:

Forgot password?

Click here

pomis( 4 W= TRANSFIRST
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Section 4

Recurring Billing

via Transaction Central Virtual Terminal
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Manual & Auto Recurring Functions

Your Transaction Central account provides the ability to create profiles for patients/clients that make regular payments, so that you
don’t have to re-enter the data each time they pay. This feature can be accessed from the Transaction Detail Report, on the approval

screen after a successful transaction, or by selecting Manual Recurring or Recurring from Transaction Central’s Home Page.

There are three types of recurring profiles that
can be stored:

1. Manual Recurring — this option refers to clients
that pay a different amount each time or make
payments sporadically.

2. Recurring — this option refers to clients that set
up established payment plans with a standard
amount and set frequency/date (we refer to this as
“auto” for automatic).

3. Manual/Automatic Recurring — This option
allows users to establish a Manual recurring and an
Automatic recurring profile for their client at the
same time.

Depending upon the type of recurring file, users will
manage payments via this feature by:

+ Creating the initial recurring profile.

+ Entering payment data for manual profiles as
needed.

« Editing profiles as changes are required.

* Reviewing transactions created by recurring
profiles as they are included in daily
transaction/sales volume totals.

2 Merchant Home Page - Microsoft Internet Explorer,

© File Edit Mew Favorites TIools  Help

DEMO ACCOUNT COUNTER CHECK MerchantlD: 10479

1 2

_Repurt.

Upload Batch |

Click this button to view recent upgrade to Transaction Central Reporting

Recent Update '

T

Oaa(k - ﬂ E ;‘ /.“‘SEar(h ‘:‘-\:’Favurltes & - M - ’@ b o i
{ Address @_’1https:,iﬂwww‘chnet‘netfb\\Iing,iC.ounterChecMRegisteredMenu‘asp ) - - E‘, Go  ilinks ¥
(ﬁ Y_’ 7 é" Search Web |- - | @ LaUNCHeast - (OMal - WP Yahoo! - [B]Photos - gy Games - <7 Mews - »
~
T ransacrion {\ Home
ENTRAL™ i Logout

Merchant Home Page

Your ACH Frocessing is set as "HOLD". Flease contact PRI (888) 835-1777 ASAT to switch to "LIVE".

S @ Internet

Page 25
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Building Initial Profiles

Option 1
1. After completing a credit card or ACH sale, users
can create a recurring profile by selecting “Add to Click here if you want to add this Transaction to your Recurring List
Recurring” on the response page. ‘
2. Review the information that follows from the initial
transaction to the profile build. The user has the TransactionlD | 35413419
ability to add a Manual, Automatic, or both Manual Transaction Type | Credit Card
and Automatic recurring profile. Once you have Card Type | Mastercard
made your selection and edit the profile as needed, Reference D | Sampls
select Add Recurring Transaction. Account Number | 5 ms?
Wame on Account | Sample Sale
3. The system will produce a response indicating that Account Address | 123
the Transaction has been Stored. Account Postal Code | BBDGS
Note: When you select Manual/Automatic the payment Exp”a“;:nzit; ZD;D
that you had just completed will be listed as the first Pasted Dete(Paciis Time) 006 525 00 A
payment in the Auto Recurring profile. Setlnd Date(Paciic Time)
Authorization Code | 999259
Time Processed(Pacific Time) | B/26/2006 5:25:00 AM
AWS Code | N

AW'S Description

Mo address or zip match

Transaction Type: | Credit Card | (Select T
i = I_ & (Select Type) CWW2 Response Message | Mone
(Credit Card, Corp. Purchase Card, ACH) ot
ote
Billing Type: | Automatic v
Source | CC
Account Number:
Name on Account: Submit Anather Sale

Expires :|Jun[06] || 2010 »

Recurring Payment Date:

Card Holder Address: [123
Zip Code: 12345
Billing Cycle: | hionthby v
Number of Payments: |0 Use zera (01 for continuous payments.

July v || 20 0w || 2007 v

Stored the Transaction.

Amount: |0.01
Your ReflD: 1001

(May be changed to your unigue ReflD.)

| Add Fecurring Transaction |

w = TRANSFIRST

Healih Services, e,

Page 26 ROMISE 45
V0409 -



Building Initial Profiles (cont)

1.

Option 2

From the Main Transaction Central Screen, select
Manual Recurring or Recurring option as desired.

The system will offer Add New Recurring
Transaction.

A data entry screen will appear. Complete all data
fields and select Add Recurring Transaction.
Note: For “Auto” Recurring, there are extra data
fields such as Billing Cycle, Number of
Payments and Recurring Payment Date (the date
you want the first payment to occur).

Again, the system will produce a response
indicating that the Transaction has been Stored.

Reminder: When selecting Manual/Automatic, an auto

recurring profile and a manual recurring profile will
be built. When selecting Manual as the profile type
an Amount may be required. Although the amount
will not be saved with the profile, simply enter an
amount of $0.01.

° [ Add New Recurring Transaction ]

Search Filters:
Account Name: Ref No: Billing Type: | AL % |Include Inactive: |No %

Sort By: | RecuringD | Bsc/Desc: | Ascendng v

Yomr ACH Processing is set as "HOLD"". Please contact PRT (888) 835-1777 ASAP to switch to " LIVE

[ ‘Add New Manual Recurting Transaction ]

Search Filters:

Account Name: [Fred Firstor| Ref No: Include Inactive: [Ho_ v
Sort By: [ Recuringl ~| Asc/Desc: [Ascendng ~
Apply Filters

Ele e i
Qe - © i] 2 n s ol ravones = bicR ol o8
ntres: g gl Cour B e >
(ﬁ Y - 2 searchweb |- |[8- B | S\eUNCHeast - CIMal - W iaho! - [3Photos - ol Games - <PNews - %
~
T ransacrion é Home
‘EnNTRAL"™ s Logout
DEMO ACCOUNT COUNTER CHECK S L O T
D e |
e icreaae
Upload Batch

&

S @ memet

Page 27
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Transaction Type: | Credit Card | (Select Type)
(Credit Card, Corp, Purchase Card, ACH)
Billing Type: | Automatic v

Account Number:

Name on Account: anuamummat":

Expires : | Jul[07] || 2007

Card Holder Address:

Zip Code:
Billing Cycle: | pianthly v
Number of Payments: |0 Use zaro (00 for continuous payments,

Recurring Payment Date: | Aug. || 20 » || 2007
Amount:
Your ReflD: |Remng Prnt
(hlay be changed to your unique ReflD.)

| Add Fecurring Transaction |

Stored the Transaction.

w= TRANSFIRST
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Building Initial Profiles (cont)

The user can also add additional recurring profiles for a customer using the Recurring List. This is useful when you have an automatic
profile built, but want to add a manual profile (or vice-versa).

1. Select Recurring from Main Transaction Central Screen.
Using Search Filters, locate the profile either by the Ref No used in initial storage or by Account Name.

When proper profile is displayed, select the Add Recurring field.

0 v b

A data entry screen will appear. Complete data fields and select Add Recurring Transaction. Note: For “Auto” Recurring, there are
extra data fields outlining Billing Cycle, Number of Payments and Recurring Payment Date (the date you want the first payment to
occur).

5. Once complete, the system will produce the message “Stored the Transaction”.

Recurring Next
1D Ref No |Processed Billing | Cycle Type ABA/Expire|AccountName # Payments
Date Type | Type Payments

3CE2D02844
&d, ' 233462 IAEDz 10/42007 | Automatic Monthly CC | geesssssssss 1111 o707 TastCard Infinite u} b4 $0.12
Eecurring A30-
053BCFEF743F
Transaction Type: | Credit Card + | (Select Type)

(Credit Card, Corp. Purchase Card, ACH)
Billing Type: | Automatic e

Account Number:

matic |
Name on Account: [Manual/Automatic

. - *
Expires:[Jul(07) 1+ |[2007 » St . t "% ‘g t
Card Holder Address: k. Ol E( e l ‘lnb‘lc 10“’
Zip Code:
Billing Cycle: Manthly v
Number of Payments: |0 Use zero (0 for confinuous payments

Recurring Payment Date: | &ug v | |20 & | 2007 +
Amount:
Your ReflD: |Romg Prant
(May be changed to your unique ReflD)

| Add Fecurring Transaction ] P
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Building Initial Profiles (cont)

Transaction Central also provides users the ability to add recurring profiles from the Transaction Detail Report.

1. From the main Transaction Central Screen, Click on Reports > Transaction Detail Report.

2. Using Search Filters, locate the transaction either by the Ref No used in initial storage, by Account Name, or any of the other search
filters that are available.

3. When proper transaction is displayed, select the Add Recurring field.

4, A data entry screen will appear. Complete data fields and select Add Recurring Transaction. Note: For “Auto” Recurring, there are
extra data fields outlining Billing Cycle, Number of Payments and Recurring Payment Date (the date you want the first payment to
occur).

5. Once complete, the system will produce the message “Stored the Transaction”.

[ Transaction Next .
User - ] Reference  Card | Account | Account Posted Action
UserDescription| ) Process | Status |[Amount
I Click to wiew ID Type Name Number Date Ke
[ ¥i Dat v
details.) ate
0 £3026530 1001 Mastercard | Todd Ralph | S™wwweesssnoqz | 7/20/2007 | 762062007 | OFEN $0.04 ai
BATCH
Total Approved Sales: $0.01
Transaction Type: | Credit Card | (Select Type)
(Credit Card, Corp. Purchase Card, ACH)
Billing Type: | Automatic e
Account Number: p— |
Name on Account:
- Stored the T '
Expires : | Jul[0F] || 2007 » + i [}
Card Holder Address: thI e t e l ‘lnS‘ICtlon.
Zip Code:
Billing Cycle: Manthly v
Number of Payments: |0 Use zero (0 for confinuous payments
Recurring Payment Date: | &ug v | |20 & | 2007 +
Amount:
Your ReflD: |Romg Prant
(May be changed to your unique ReflD)
| Add Fecurring Transaction ]
ek~ .
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Completing Transactions for Recurring Clients

Any Transactions for “Auto” Recurring will

H | Billing Online - View Recurring - Microsoft Internet Explorer Q@I@
process automatically. To process payments for e .
Manual Recurring Profiles: @ O BB Q| O e @B L Rt o]
: Address | @] https:fwen, ocznet netfbiling/Counter Check ManualRecurringlist asp?Flag=1 v B Go Lirks >
Step 1 — Select Manual Recurring from Main | whe YT - 2 Search web |- |E3- £ | B LaUNCHesst - GIMsl - WP vahoo! - fIPhotos - el Gemes - <Plaws - %
Transaction Central screen. . —
T ransacrion € Home
Step 2 — Using Search Filters, locate the profile either (evrrar’ s’ Logout
DEMO ACCOUNT COUNTER CHECK hantlD: 10479 View Manual Recurring Transactions

by a Ref NO used in initial storage or by Account

(s roconn J ownocoon
Name. -

Upload Batch

Step 3 — When proper profile is displayed, select

Pr in th ion Key Field.
ocess in the action Key Field Your ACH Processing is set as "HOLD'"". Please contact PRI (388) §35-1777 ASAP to switeh to "LIVE"

Step 4 — Enter transaction amount in small screen that

appears and C||Ck Process. [ Add New Manual Recurring Transaction ]
Step 5 — The transaction response will appear like a Search Filters:
. Account Name: |Fred Flintstor| Ref No: Include Inactive: No v
normal transaction. Sort By: | RecuringD + | Asc/Desc: | sscending v
. . _A Iy Filte
Note: Transactions resulting from both manual and auto B m TR Jr .
€& # Internet

recurring profiles will appear in your daily transaction
reports in Transaction Central.

Frocess 140393 Manual CR [ e 5454 0807
Process 140783 Manual CR cC R 0500 Bill Beaty

Account Type: Credit Card
Name on Account:
Account Number: 5454545454545454
Amount: 12 0
Your ReflD: |[kManual CR
(May be changed to your unigue ReflD.)

Frocess
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Maintaining Profiles

Occasionally, clients or the Transaction Central System will notify you of changes required in Stored Profiles. To edit Profiles:

1. Select Manual or Recurring from Main
Transaction Central Screen.

" sale  [Jvanvai recur il Recurring I " Viewnfo  JJ Recelpt Text

2.  Using Search Filters, locate the profile either °
by a Ref No used in initial storage or by
Account Name.

MNote: Default search will display 1000 records per page
Search Filters:
Account Name: Ref No: Billing Type: | ALL v Include Inactive: Mo V

Note: A link will be displayed to download an excel Sort By: | RecuringlD v| Asc/Desc: | Ascending_| v | Generate Excel Report: | Yes ||
spreadsheet of the recurring profiles that
matched the search criteria entered. The excel
spreadsheet can be saved to your computer for

|nterna| use. 23923-122311-TC-ACH (.xIs) has been created on 12/12/2008 12:23:11 PM
. . . Recurring
3. When proper prOfI|e 1S d|Sp|ayed, SeleCt the m I;Ef Pmcessed l?};'[',lg Er;:I: Type ABA/Expire |AccountName| Payments Payments|Active
Recurring ID field.
Reﬁn 38‘]72D 118081 | 12/18/2008 | Automatic| Monthly| CK =524 123456789 Todd Tester $1.00

4. The profile will display, allowing you to review
or edit each of the stored fields.

5.  After making any edits, select Save Edited ° Recurring ID: 140393
Information. Transaction Type: | Credit Card v (Select Type)
(Credit Card, Corp. Purchase Card)
6. The system will respond with Stored the Account Number: [5454545454545454
Transaction Name on Account:
Expires : | Map [05] || 2007
Note: Selecting Reports from the Transaction Card Holder Address:

Zip Code:
Active: | Active v
Your ReflD: Manual CR

Central Home Page will present the user with
an option for Recurring Expired CC. All
recurring profiles with credit cards due to expire
in the next 90 days will be listed. Users can
access this information to review and collect
updates from recurring clients, and then update G Seve Edied nformation |
their recurring profile(s).

(May be changed to your unique ReflD.)

Notes:
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Recurring Reports

There are several additional reports that will assist in management of Recurring Payments:

1. All transactions that occur through Recurring Profiles will appear in regular Summary or Detail Transaction Reports.

2. The Recurring Detail report will show the user a complete listing of all Recurring transactions and each payment made
through that profile. This can be useful in review of total paid by a user, dates payments made, etc.

3.  The Recurring Problem Summary provides a listing of all transactions from the recurring profiles that have been returned
or declined. Reviewing this report will show users clients that should likely be contacted for updated information or Re-
authorization of payment plan.

Transaction Summary Raportl Transaction Detail Report I
Settied Summary Report @) Settied Detail Report |

Return List I Recurring Expired C,G+I
° Recurring Detail I Recurring Problem Sm‘rnaryla
ACH Statement | ACH Journal Report |
Page 3 pomis( ) W= TRANSFIRST

V0409



Section 5

ACH

Electronic Check Transactions
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Daily ACH Process Flow Summary

From the Transaction Central Main Screen users will navigate through varying functions for their daily handling of ACH payments, very similar to
handling of credit card payments. The primary difference is that Credit Cards are authorized and settled live; ACH’s are accepted into the system if the
data fits requirements BUT THE AVAILABILITY OF FUNDS IS NOT REVIEWED. An ACH transaction turns a paper check into an electronic
transaction for easier tracking and reduced fees OR can be set for use without receipt of paper check at all. It is a convenience product that saves time
and money. Daily use of the product is easy once the process is understood.

1. Sales — Each day as you handle ACH payments from your clients, you will process those items using POMIS.

2. Void — An incorrect ACH that is still open in the system (same day) can be removed by completing a VOID using Transaction Central.
NOTE: ACH Credits are NOT advised for audit and security reasons. Please contact the Help Desk for more information.

3. As the business day wraps up, or by end of the shift, etc., you will use Transaction Central’'s Reports function to review either a Summary or Detail of
all the ACH'’s entered into the system.

4. ACH'’s settle automatically.

5. Additionally, in Reports Function, users will review the ACH Reports daily or on a regular basis, to resubmit or revise any ACH’s that are reported as
rejects or returns by the system. ACH'’s can be resubmitted as may times as needed and do not incur NSF fees (ACH Return Fee is $3.50).

6. Finally, in Reports Function, ACH Journal can be reviewed daily to determine the deposit total submitted to your bank account for regular balancing
or audit.

Note: ACH processing can be blocked by request of bank or bank account holder. Authorization from check/draft issuer may be required.

T =ansacrron é : Home

CENTRAL“

Logout
DEMO ACCOUNT COUNTER CHECK MerchantlD: 10479 Merchant Home Page 3
Upload Batch
Youwr ACH Processing is set as "HOLD". Please contact PRI (888) 835-1777 ASAFP to switch to "LIVE"

Click this button to view recent upgrade to Transaction Central Reporting

[ Recent Update ]
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ACH Voids

To reverse an ACH the same day, users can complete a VOID. ACH credits are not advised and the functionality is not available

by default.
1. Select Void on the Transaction Central Main Screen.
2. A “Search By” screen will appear. Using the reference

ID, account number, etc. as available, complete the
Search, and select Apply Filters.

3. The transaction, or a listing of those that match your
search criteria, will appear. Select the correct transaction
and you'll receive a detail of the requested transaction.

4. You can then select Cancel.

DA ransacrion_ é” Help
- j‘

(enTrRAL Logout

TRANSFIRST HLTH SVCS hlerchantlD: 23498 Transaction Detail Report

Search By:
Posted Date From: |June v||29 v| 2006 + | Time: | 0o v|:|DD Vl[Pacific Time) To: |June v|| 30 v||2DDE V|Time:|23 v| : | 59 v|[PacificT|me]
Display: | Sales/Credit |+ | Type: | ACH-Checking/Saving | Status: | ALL v

Trans & | Ref ID:| | Account #:|:| Account Name:|:| Amount:|:|
Order B Asc/Desc:
2 Apply Filters

23498 102700-TC-ACH ( xIs) has been created on B/29/2006 10:27:00 Al
Sales

Trans 1D
[Click te wiew details.) Ref ID

14311045 Sample Sale CK Barmney | e 4367 BIZ/Z006 OFEN $° Cancel

Count;1 Total Approved Sales: £1.00

Transaction Type Account Name Account Number Posted Date Status Amount Action Key

w= TRANSFIRST
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ACH Voids (cont)

A box will appear asking if you are sure
you want to cancel this transaction;
select OK.

Your transaction will process and the
response will appear on the screen.

If you'd like to provide a copy for
yourself or the accountholder, go to file
at the top left of your screen and select
print.

Upon successful cancellation, this
transaction will no longer be part of
your daily batch and will NOT settle to
the account nor your bank account.

If you have posted an ACH payment
in your practice management
software that has been voided in
Transaction Central, be sure to
delete the payment in the practice
management software also.

=

Microsoft Internet Explorer,

‘“-;':./ Are you sure you wank to cancel this bransaction?

q ok || cancel |

Page 36
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Your transaction has been successfully cancelled

Transaction ID
Transaction Type
Reference 1D

Account Mumber

Marne on Account
Company MName
Description

TransRouting Mumber
Arrount

Posted Date(Pacific Time)
Settled Date(Pacific Time)

Address
City/State/Zip

Source

14310804

CK

Sample ACH

Y EET

Barney

TransFirst Healt
Sample

101100045

$1.00

B/29/2006 7:20:00 A

i
cc

pomis{
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ACH Balancing

As your business day, or shift etc., winds down, Transaction
Central provides two options for review of that day’s ACH
totals.

1. Select Reports from the Transaction Central
Main Screen.

2. As with Credit Card Sales, you can review the
total dollar value of your batch for that day by
selecting Transaction Summary Report.

3. If you'd like to review the details of each
transaction completed for that day, select
Transaction Detail Report.

4, Both of these reports contain the information
for transactions completed for a given day.
Review of these reports allows balancing to
your other daily records and revision of any
transactions that had errors.

5. A few minutes at the end of the day for this
review can prevent errors and confusion if
problems exist.

Page 37
V0409

e L
Fie Edit View Bookmaks Yahoo! Signln  Seffings  Help
d 3’3@9@%@;?@%@*:/@‘_]@41@9%@@3 @
M @ |{, hetpsiffunn.ocznetnetfbilling/CounterGheck/Reparts.asp v\ E\ v EEEld
T ransacrion é;‘ Home
(Jenrrar . Logout
DEMO ACCOUNT COUNTER CHECK MerchantD: 10479 ; Reports

———
Reports
Upload Batch

Your ACH Processmg is set as "HOLD". Please contact PRI (888) §35-1777

Transaction Detail Report I
Settied Detail Report |

Transaction Summary Raport]
Settled Summary Report |
Return List ]
Recurring Detail |

Recurring Expired C,C.I
Recurring Problem Sumnarvl
ACH JouralReport |

ACH Statoment |

Transactions Processed in the Pacific Time Zone
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ACH Returns Handling

By selecting the ACH Returns Report, users can see a listing of any ACH that has NOT cleared the intended bank account. This
should be done daily, or on a regular basis, as the items can be resubmitted or revised to correctly capture the payment due.

1. From the Reports menu select Return List.
As with other reports you can search by specific criteria such as date range etc. Once completed, select Apply Filters.
The resulting Returns List will display including a detail explanation for the return. (A formal listing of these reasons is included in your
TransFirst Health Welcome Kit). In the Action field you will see the Resubmit option for any return that can be resubmitted for payment.
By selecting Resubmit, users can send the payment back through the system. The response will be similar to that of an original sale.
For returns indicative of an incorrect account number or other data issues, the return reason can be seen under the Reason column or after
you have selected Resubmit on a single returned ACH.

6. When you click Resubmit, you will have the opportunity to edit/correct the payment information. After you have updated the information, or if
you simply want to resubmit the item as-is, select Change info and Resubmit Transaction. After you click resubmit, the item will be removed
from the returns list.

NOTE: Be sure to keep transactions that are managed in Transaction Central, synchronized with your practice management software!

a ABA/EXP. . .
TranslD Return Date Account# Date Name On Account Reference 1D Reason Amount Action/Correction
12677581 332006 9:34:00 AN | FEEE 1234 123456739 123 Routing Murmber/Check Digit Error $1.00 4
12579731 332006 12:10:00 P R A6 TS 12345678 4567 Routing Murmber/Check Digit Error $1.00
12579206 332006 12:10:00 P R A6 TS 12345678 4567 Routing Murmber/Check Digit Error $1.00

Count:|3 Summary Total: $3.00
6 Check Account Information for Transaction #: 12577581-11
Transaction Type: ACH-Checking/Savings Account
Your ReflD: [123 (Your reference D ie.. Check #, Order #)
Description: [123
Desc Date: 062105
Bank Routing No: 123456753 | (Your account's Bank Routing Mao.)
Customer’s account number 1234
Name on Account: |Cheri
Amount:§ 1.00
Decline Reason: Routing Number/Check Digit Errar
° [ Change Info and Resubmit Transaction ] T F
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ACH Corrections Handling

Occasionally, ACH transactions may be processed by a bank which made a modification or correction to the data that was submitted
by you. This often relates to the account number or routing number. The ACH Returns Report will outline any ACH that has cleared
the bank account with a bank correction. It is important to review these corrections regularly so that you can appropriately modify the
information you have on file, or modify the information stored in a recurring profile (if applicable), to correctly capture future payments.

1. From the Reports menu select Return List.
As with other reports you can search by specific criteria such as date range etc. Once completed, select Apply Filters.

The resulting Returns List will display including a detail explanation for the correction. (A formal listing of these reasons is included in your
TransFirst Health Welcome Kit). In the Action field you will see the View Correction option to review the correction and remove the item from
the returns list.

By selecting View Correction, the payment information will be displayed and the corrected information will be highlighted in red.

Corrections are indicative of an incorrect account number or other data issues. The reason for the correction can be seen under the Reason
column or after you have selected View Correction on a single returned ACH.

6. When you click View Correction, you will have the opportunity to view the corrected payment information. After making a note of the
correction and updating the payment information where necessary, select Click to remove this item from returns list and the item will be
removed.
TranslD e Account # Bl Name On Account pelen s Reason Amount Action/Correction
Date Date ID
26148500 ;1?;122:;51[:3 """ 0288 | 071923828 | Ksthlesn Kste StMarti | q11g2477 | moorrect Tra”{fgm’”“"g Humber 50.00 [ View Correction a
Count: 1 Summary Total: $0.00

G Transaction Type: ACH-Checking Account

Reason Of Return:  Incorrect TransitRouting Number (TRN)
Your reference ID: 1162477
Incorrect Bank Routing No: - o71ez3828 (Your account's Bank Routing No.)
Customer's account number: === 0288

Name on Account: Ksthleen Kate St Marti

Description”  ksthieen i

Desc Date: 102208

Amount: sooo

Corrected Trans Routing No: 071822828

° | Click to remove this item from returns list || pomis\ ) -= TRANSFI RST
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ACH Deposit Balancing

As ACH’s move through the system and are approved at the receiving bank, TransFirst will deposit into your bank account, like credit card
transactions. There are a few differences, however, between the two deposit types:

. ACH transactions are generally deposited into your bank account within 3 business days.
. ACH deposits are Gross (the fee is taken out at the end of the month).
. ACH Returns may occur AFTER we’ve initially deposited to your bank account, and will then be deducted from that day’s deposits.

To help users balance the deposits made by TransFirst to the outstanding ACH balances in the system, an ACH Journal is provided.

1. Select Reports from the Transaction Central Main screen, then select ACH Journal. As with other reports, the search filter will default to
today’s date and all ACH transactions unless otherwise indicated by user.

Transaction Summary Raportl Transaction Detail Report
Settled Summary Report Settled Detail Report
Return List Recurring Expired C.C.
Recurring Detail Recurring Problem Summary
ACH Statement ‘ ACH Journal Report
Page 40 pomis .= T%NS.FI RoT
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ACH Journal

Once the Journal is displayed, several types of entries will be noted:

1.

Batches submitted to Transaction Central System will be listed in GREY (by selecting the ReflD you can review the details of any batch
listed as needed). Note: ACH transactions are batched automatically at 11AM PST daily.

Fees and any Internal instructions (like deposit time frame, etc.) will be listed in WHITE.

Payment Orders from our system will be in BLUE — (this entry also includes a ReflD field that can be selected to review details of that order). This
means our system has released the funds that were on hold.

Actual Transfer of Funds to your bank account, or Deposit, are listed in GREEN. This is TOTAL we sent into your account that day and
the transaction detail is listed in the Payment Order entry that corresponds to this total.

The YELLOW line shows that a return has occurred (you'll want to go to the Return List report and resubmit if possible).
A PINK line item shows that a returned ACH created a debit to your bank account since the initial transaction was already deposited.

Please note that your bank may report the Green Deposit listings MINUS the Yellow Returns as one deposit to your account. The ACH
Journal should help you to balance the deposit to activity each day. As always, please contact our help desk for any further information.

1115361
1113421

1118422

JOURNAL 1D FOSTED DATE DESCRIPTION AMOUNT
2ME2007 4:32:00 FM Total Amount of [ebit $é4U.DEI Batch Total M
2M2007 4:32:00 P Held Until D2M0807 -e40.00 Hald 155867
2852007 120200 PM Releaze of Funds On Hold $840.00 Feleaze of Funds m
20802007 12:02:00 PM EFT TO -e40.00 Payment 122433
ZIB/2007 7:50:00 AM Total Amount Retumed (National Bank) -§136.00 Retum m
2B2007 74000 AM EFT From F136.00 EFT From 122438
20862007 12:03:00 PM Total Amount of Debit §135.00 Batch Total 167294
20842007 12:03:00 P Held Until 0243407 -F135.00 Hald 157284

1121766
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Section 6

Supplemental Reports

via Transaction Central Virtual Terminal
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Credit Card Balancing

As your business day or shift winds down, Transaction
. . . y . Fie Edit View Bookmaks Yahoo! Signln  Seffings  Help j,’/
Central provides two options for review of that day’s credit R ‘ = : e
card totals. '\I BE 8 g’, ‘_Q-JL Yl @ ‘%’. ) V' @ N @i “?Uv @. ' &v @v @ edit
) . ) Liiad [ (& bemsivwocznesnetibilling/CounterGheckiReparts asp v & v
Note: Reports include credit card transactions entered
directly into your practice management software program T ransacrion é\,, i Home
AND those entered directly into Transaction Central. (evrrar — Logout
DEMO ACCOUNT COUNTER CHECK MerchantlD: 10479 Reports

Manual Recur

- =
1. Select Reports from the Transaction Central Main

Screen. ey
2. As with Credit Card Sales, you can review the total Your ACH Processing is set as "HOLD". Please contact PRI (855) 835-1777 ASAP to switch to "LIVE".

dollar value of your batch for that day by selecting Transacion S | [T ot

- Saction summal ransa n I

Transaction Summary Report. ° [orsecion Sy Fopen = A
Settled Summary Report | | Settied Detail Report |

3. If you'd like to review the details of each transaction
completed for that day, select Transaction Detail
Report.

Return List ] Recurring Expired C.C.I

Recurring Detail ] Recurring Problem Sununaryl
ACHStatement | | ACH JournalReport |

4, Both of these reports contain the information for
transactions completed for a given day. Review of
these reports allows balancing to your other daily
records, and revision of any transactions that had fransactons Processec n e Paci: e fore
errors.

5. A few minutes at the end of the day for this
review can prevent errors and confusion if
problems exist.

w= TRANSFIRST
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Transaction Summary Report

1. Upon selection of Transaction i# Billing Online - Transaction Summary
Summary Report, a Search Filter Fie Edit View Bookmaks Yahoo! Signin Seffings Help &
funct|or.1 will appear aIIowmg you to ADRE d avzmward A @3 aH» ® GcE
select time frames, transaction types, e e L e o P i W e s e e R R RO
etc. that you W|Sh to reviewl The - W @ |§‘, hitpsiffwww.ocZnetner/billing/CounterCheck/R Vl @ | V|
system will default to today’s date and =
all card types and you only need to T ransacrion R
enter information if you wish to see CEHTRAL" 4
very specific transactions. DEMO ACCOUNT COUNTER CHECK MerchantlD: 10479 Transac

SetectApply Fiters. e e )
The batch or batches that match the [ Crect W " Reports

filters indicated in your search will
appear. Review the listed Transaction
Amount, number of transactions,
Credits Amount, number of Credits and

{

Batch

Yowr ACH Processmgis set as "HOLD". Please contact PRI (888) §35-1777 ASAP to switch to

: . "LIVE".
Daily Total to your internal records for
the day. If these totals match, your ‘
reVieW |S Complete Search Filters:
4 If the batch totals do NOT meet your Posted Date From: 5_M_a}_|___"§§1 VE[2DUB | (Pacific Time) Toz | May v || 31 v |[ 2008 ~ | (Pacific Time)
records OR if you have transaction SHow CCREH:] KL
entry areas that are not part of your
internal record keeping, you can review
the detail of any batch by selecting the Posted Daily Transaction # of Daily Credit # of Credit Dailv Total
Posted Date Field aligned with the Date Amount Transactions Amount Transactions aily
batch in question. $752.50 24 $0.00 0 ° $752.60
5.  You can also review the detail of a el §34462.35 3 4000 0 w34 45255
batch by selecting Transaction Detail y Y atat, TR 0N o he
Report from the Transaction Central z ) A
Main Screen.
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Transaction Detail Report

K K ] i# Billing Online - Transaction Detail Report
1. The Transactlon Detall Report gIVGS y0U File Edit *“iew Bookmarks *ahoo! Signln  Settings Help ;’.?
a (iﬁmplette, Ilstll?g of each oi)ep t{ﬁlnsactlon q RE 0 29 BWRLEAESORDHH O @
X K [ sidebar |~ 7 httpsi/fwww.ocZnetnetbilling/Trans actionCentr. -
screen from the Main Menu, you will be : - E.—Jf‘.&{.f.# ZC = b_tcgd s |@| ------------------------ p— | Wﬁ,\
. . = alessLredit W | g redi 0l ards | el F & 3
presented with a Search Filter. Complete R Skl i ' e vpe
as needed. UserlD: | |Trans & ] | Account
2. The detail will be provided for your review Ordor By [Pededae % AoclDese: Deendi .
including all of the information you input [PESTIVIEEY
into the system, or that was input via other a 10011-30614-TC-CD { s} has been created on 3/16/2006 3-06:14 PM
methods, relative to each transaction that Sales
is pal’t of the batch. User | Trans ID Card Account Account | Posted Action
1D Viéai;’;;?ls_] Rer1D Type Name Number Date | >1tus| Amount Key
3. Transactions can be reviewed by Selecting 0 | 24163257 | sutherin | WISA suthelin B 1114 | 2H16/2006 IDNP’;: $100.00
. . BATCH
the Trans ID field for that transaction and N AN
the corresponding details will be presented s il el Ll S e s
BATCH
with a button to ‘View Receipt’. 0 | 24154007 sewesces o et oid
1001 WVISA Test Test & 1881 | 341612006 BDAPTECNH $10.00
Note: TO print a receipt C“Ck the ‘View Receipt' u] 24151887 4573 WISA | MarshallDudley | gremmssssses 1111 | 3162006 IDNP’;: $100.00
’ BATCH
bUtton a,nd then C“Ck Flle 9 Prlnt from your u] 24146738 5 WISA ScharlynGarney | grrmmssmssss 4211 | 2/16/2006 éNPE: F2.34
browser’s toolbar. e satck
] 24146454 2023?09. VISA John Doe g 1111 | 3162006 BD;:I_ECNH $100.00
- T A

htepzidfwww.ocZnetnewbillings/TransactionCentraldTransactionDetails asp?TransType=CC&TransID=24 163216
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Transaction Settlement Report

Once all information is reviewed and
balanced as needed (no other tasks are
required to settle), our system will
automatically settle the transactions.

To review the previous day’s, or any given
day’s or period of day’s, settled batches or
settled transaction details, select Reports
from the Transaction Central Home Page.

Select the desired report, complete the
Search Filter as with other report requests,
and click Apply Filters. Summary Reports
show Totals for Batches and Detail Reports
show Specific Details of each Transaction.

The amounts shown here should align with
the credit card deposits received from
TransFirst into your local bank account.
Help Desk representatives can assist you
in reviewing this information anytime you
have any questions.

NOTE - Just above each Transaction
Detail Report, you will find a hyperlink that
allows you to review the data in an Excel
spreadsheet. If you have Excel and click
on the hyperlink, you will be able to Open
or Save the report.

Transaction Summary Raportl Transaction Detail Report |
Settled Summary Report b Settled Detail Report |

Return List | Recurring Expired C.&I
Recurring Detail I Rewrring Problem Suwnaryl
ACH Statement | ACH Journal Report |

’ 10479-74800-CC-55 ( xls) has been created on 6/16/2006 7:48:00 Ak
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Section 7

Miscellaneous Tools
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CVV - Card Verification Value

Card Verification Value (CVV)

CVV, Card Verification Value, is a security measure that card issuers provide for merchants to
reduce fraud. This security feature will help confirm that the cardholder is in physical possession of
the card. CVV is not required on any transaction, and if it does not match, the transaction may still
be approved. If CVV does not match and the transaction is approved, merchants can cancel
transaction, verify information and re-submit, and/or request a different credit card or other form of
payment.

Visa / MasterCard / Discover Card

The Card Verification Value is found on the back of the card in the
signature area, after the credit card account number. This is a
unique, 3-digit number.

3 Digit Card Verification Number

American Express

The Card Verification Value is found on the front of the card just
above the embossed credit card number. Depending on the type
of American Express Card, the number can be found on the right
OR left side. This is a unique, 4-digit number.

4 Digit Card Verification Number
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Check Diagram

Use the following diagram to help locate Bank Account Numbers and Bank Routing Numbers for
processing of ACH transactions for your clients.

NOTE: This image is an example for demonstration purposes only.

The numbers on the bottom of a check ;’;:;’E',’;::Ef.ﬂ
typically correspond to three (3) Anytown, CA 91212 14
elements: routing number, account Brerashe eE
number, and check number. This ORDER DR 13
example shows the routing number as DOLLARS -
122000496, the account number as First Bank U.8.A &
12345678, and the check number of i
101 (1242 2000L5E1E] L23L5E78" L0
: A T R R ST
Bank Routing Number
ALWAYS 9 DIGITS 1® AND 1"
|I- L E E [] D U l' q E I'| tgg:;%ﬁow G::GI;MATVR:TY
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Sample Payment Authorization Forms

Page 50
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Payment authorization forms can help reduce your AR cycle. By implementing use of payment
authorization forms at your practice (add to check-in paperwork), your clients can provide you with their
signed authorization for you to collect fees/charges directly from their credit card or bank account, either

for future visits or to pay post-adjudicated balances.

NOTE: If you’'d like an electronic copy of this form, please contact TransFirst Health Services Support.

Insert Practice logo here or Print on Letterhead

Credit Card Pre-Authorization Form

Tauthorize 0 keep roy signature on file and to

(Frame of Provider's Office)
charge the credit card selected below for the following:
O Balance emaining after claim (s)is {are) resolved not to exceed § for:
O This consultation only
O &0 consultations this calendar year

O &1 consultations fror to
(date} (date)
O Recurring charges of § 1o be charged every
{frecpuency)
O From to
[dlate] {date)

O Charges for the following family memhers:

(authorized family member) (authonzed family member)

Insert Practice logo here or Print on Letterhead.

ACH Pre-Authorization Form

I, we, athoriz (Insert Hame of Provider/Practice) 1o keep ny signature an file and to inftiste debit

entries o wy (onr):
0. Checking Accomt

0O Savings Aceount (select one)

indicated below, i the depostory financial mstibtion named below, hewein called DEPOSITORY, and to debitthe
following to mach accown:

O Balanwe renaining afier claim (5) is {are) resolved not to exceed § for:
O This cansmltation only

O Al consultations this calendar year
O Al consultations fiom to

(date] (date)
[y} ing charges of § 1o be charged every
(frequency)
From ta
(date) (date)

O Charges for the Sllowing famdly memberxz:

[ athorized family mermber) [ anthorized family member)

pomis{ 4
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ACH Verbiage for Patient Statements, etc.

It is recommended that you notify your patients about your check-handling procedures. You may want
to include verbiage on statements mailed to patients/clients, check-out forms, etc. notifying them that
you will be clearing their check electronically. Below is sample verbiage which you may decide to use.

“When you send us a check as payment, you authorize us to
clear your check electronically. Electronic transactions may
clear the same day we receive payment. Returned checks or
other negotiable instruments may result in an

additional processing charge (returned item fee) to the
maximum allowed by law. The returned item may also be re-
presented electronically. Notations made on checks or
accompanying materials will not secure your rights. The
physical checks which we clear electronically may not be
returned by your financial institution.”

«= TRANSFIR
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USB Card Reader Setup

USB Card Reader — Figure 1

USB Card Reader Connection — Figure 2

Step 1. Unpack your USB Card Reader from its box. The USB Card Reader should look like the image in Figure 1.
(color may vary)

Step 2. The USB Card Reader connects to your computer using a USB port, most often found on the back side of
your computer.

Step 3. Using a little pressure, plug the USB Card Reader into any available USB port. Make sure that the plug is
inserted with the USB symbol pointing up or to the right. Do NOT force the plug into the port or you could damage the
connector — see Figure 2. (In some cases, your computer may display a ‘Found New Hardware’ pop-up and then
notify you when the reader setup was successfully completed by your operating system. In rare cases, you may need
to provide your operating system installation disc to complete installation.)

Step 4. If connected properly, the LED (light on the top side of card reader) will illuminate in GREEN indicating it is
ready for use. If the LED has a constant RED illumination, there may be a problem with the connection or the card
reader itself.

If you have any trouble with the setup of your USB Card Reader, please contact TransFirst Health Services at
(800) 538-1601 for assistance. ] . .
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USB Card Reader Mounting

*

Attach Fasteners — Figure 4

Fasteners — Figure 3

The most consistent, successful use of the card reader will occur when it is used in a stabilized fashion. Therefore,
we recommend that you mount the USB Card Reader to a hard, steady surface either from the bottom or side of the
reader, prior to use and depending upon your work space. Mounting can be easily accomplished by using Velcro
fasteners or other similar fastening tape. For your convenience, fasteners are included in the contents of your order —
see Figure 3.

Step 1. Position the USB Card Reader on a flat, convenient location for your frequent use. Typical mounting
locations include: keyboards, monitors, or desks — you may decide to mount the reader nearby or directly on these
surfaces. (Be sure to leave at least 4 inches of clearance on both ends of the device to allow room to swipe a card.)

Step 2. Peel back the tape on the fastener and then adhere the fastener to the underside of the USB Card Reader —
see Figure 4.

Step 3. Clean the surface at the mounting location, allow to dry, and then peel back the tape on the partnered
fastener and adhere to your chosen location. Note: The card must be swiped through the reader so that the magnetic
stripe on the card faces the side of the LED.

Step 4. Firmly press the USB Card Reader on to the fasteners at the mounting location. Be sure that the both pairs
of fasteners are aligned.

Step 5. Allow the USB Card Reader’s cable to rest on your desk and/or or place/fasten the cable so that it will not
impede on your work/desk area (standard tape can be used to secure the cable to a surface).
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Card Reader Usage

Swipe Card — Figure 5

Step 1. A card may be swiped through the reader slot when the LED is GREEN.

Step 2. To swipe, the magnetic stripe of the card MUST face towards the front (the side with the LED) and may be
swiped in either direction — see Figure 5.

Step 3. Slide the card from one end of the reader, completely through to the opposite end of the reader. If you do not
swipe the card properly, or if there was an internal error, the LED will flash RED for approximately 2 seconds.

Step 4. If the LED flashed RED during the swipe, simply wait until the LED turns GREEN and retry.

«If the LED is GREEN AND a card will not read when swiped, try to lightly clean the magnetic stripe on the card
and re-try. If you are still unable to swipe the card and the LED remains GREEN, this card is non-readable and
will need to be key-entered.

«If the LED continues to illuminate RED, or if you cannot get the LED to illuminate at all, please contact
TransFirst Health Services at (800) 538-1601 for assistance.

pomis{ 4
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Support Information

POMIS Software Support (386) 767-7007

e|[nstallation

Monday-Friday, 9 a.m. to 5 p.m. EST

Transmission

(excluding holidays)

*Technical
TransFirst Health Services (800) 543-5327
*Funding
24 hours a day, 7 days a week
*Fees
«Statements

*Transactions
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Notes
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