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Overview

As part of the Printer’s Plan 2021 update Print Reach introduced a new and enhanced payment
processing integration solution called Print Reach Pay. By creating this solution under the Print
Reach umbrella we are able to offer competitive transaction rates along with a robust feature set.

Once enabled, the Printer’s Plan - Print Reach Pay integration allows you to enter credit card
payments directly into Printer’s Plan giving you a single point of data entry. Additionally, an email
message with a payment link can be generated from Printer’s Plan allowing the customer to pay
for an invoice online. Transactions entered using this integration are PCl compliant because
Printer’s Plan does not store credit card data.

To use this feature you will need a Print Reach Pay merchant account. For information about
obtaining this account please visit the following link:
https://printreach.com/printersplan-printreachpay or contact us at (888) 581-3100.

Setup and Configuration

A. Configure the Print Reach Pay Settings in Printer’s Plan

In Printer’s Plan go to the Settings tab, open the Print Reach Pay folder and select Payment
Processing.

For questions, please contact: 888-581-3100 support@printreach.com
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Home Jobs

Scheduler

TimeTracker Services Customers

AR Reports [Settings] MyPlan

Settings

[ General Settings

- Printer's Plan Main Menu
¥ List Manager 4 | List (empty)

7] Printing
[ Jobs
[ Customers Payment Processing Settings >
[ Accounting
[] Employees Enable Enable ACH Processor | Print Reach Pay w
[] Vendors [JTestMode
[ Frequently Used Text
fs Print h Pay ApUsername | s
P @ Payment Processing Api Password P
‘. @ Merchant Track Users
[ Third Party Integrations Merchant ID Printreach-PrintersPlan-TestMerchant1
Default Processing Method | Card On File then Swipe " |
Payment Type | Print Reach Pay e |
Send Receipts | Yes ~ |
Hosted Payment Page URL | https: //printreachcentral. comPrintersPlan |
Don't have an Account? Click here to Sign Up! SignUp
Save | Cancel

In the Payment Processing Settings window fill in the following fields:
Enable: Check this option to enable the Print Reach Pay integration.

Enable ACH: Check this option enable ACH transactions (Please note, processing ACH

payments requires an ACH enabled merchant account).
Processor: This field should be set to Print Reach Pay.

Test Mode: This option should be unchecked when using a live Print Reach Pay Merchant
ID. This field is only used for internal Print Reach support.

Api Username: This field stores the Api Username created by Print Reach. The value in
this field cannot be modified.

Api Password: This field stores the APl Password created by Print Reach. The value in this
field cannot be modified.

Merchant ID: This field displays the Merchant ID account number provided by Print
Reach. The value in this field cannot be modified.

Default Processing Method: Select the default payment processing method that will be
used for payment processing transactions. (See the Default Payment Processing Method
section of this document for information about this field).

For questions, please contact: 888-581-3100 support@printreach.com
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Payment Type: Select the default Printer’s Plan payment type that will be used for
payment processing transactions. (See the Print Reach Pay Default Payment Type
section of this document for information about this field).

Send Receipts: When set to Yes, Printer’s Plan will default to sending an email receipt on
approved transactions. This feature is designed to work with the Printer’s Plan SMTP
client. The following guide outlines the configuration of the Printer’s Plan SMTP client: ™
SMTP Email Client

Hosted Payment Page URL: Enter the Hosted Payment Page URL provided by Print
Reach.

B. Default Payment Processing Method

When processing a payment, in the Authorize Payment window you can set a default processing
method. To set this option, go to the Settings section, open the Print Reach Pay folder and select
Payment Processing. In the window that appears there is a Default Processing Method field:

Payment Processing Settings >
Enable Processor Print Reach Pay e
[] Test Mode
e —— U
Api Password IIITITIIILY
Merchant ID Printreach-PrintersPlan-TestMerchantl1
Default Processing Method | Card On File then Swipe] w
Payment Type Print Reach Pay w
Send Receipts | Yes - |
Hosted Fayment Page URL ‘ https: ffprintreachcentral. com/PrintersPlan |
Don't have an Account? Click here to Sign Up! Signlp

I Save | Cancel

The selection in this field will be applied when processing a new payment, this menu includes the
following options:

e Card on File then Swipe - With this option selected, in the Authorize Payment window if
the contact has a card on file then this processing method will be selected by default. If
the contact does not have a card on file, then the Swipe processing method will be
selected by default.

For questions, please contact: 888-581-3100 support@printreach.com
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e Card on File then Authorize Manually -- With this option selected, in the Authorize
Payment window if the contact has a card on file then this processing method will be
selected by default. If the contact does not have a card on file, then the Authorize
Manually processing method will be selected by default.

e Swipe -- With this option selected, the Authorize Payment window will default to the
Swipe Card processing method.

e Authorize Manually -- With this option selected, the Authorize Payment window will
default to the Authorize Manually processing method.

e ACH -- With this option selected, the Authorize Payment window will default to the ACH
processing method.

C. Print Reach Pay Default Payment Type

We suggest creating a payment type specifically for the Print Reach Pay integration. This payment
type will assist with the reporting of Print Reach Pay payments and has special functionality to
ensure credit card transactions are properly processed.

To create a new payment type, go to the Settings section of Printer’s Plan and open the
Accounting folder. In this folder select Payment Types and the Payment Types table will appear.
In this table add a new payment type and click OK:

For questions, please contact: 888-581-3100 support@printreach.com
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Accounting x

Payment Types = B
Lirnit: 20, Te Hide: Type ~ before text,

Cash

Check

Visa

MC

AMEX

Discover

Credit Used
Other

Trade

Print Reach Pay

=3 R~ T O S PRI R
wlles | 1 o | wn g w e | =

W 0K X Cancel

After creating the new payment type, in the Settings section open the Print Reach Pay folder and
select Payment Processing. In the Payment Processing Settings window, in the Payment Type
field, select the payment type:

For questions, please contact: 888-581-3100 support@printreach.com
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Payrment Processing Settings X
Enable Enable ACH Processor | Print Reach Pay “
[ ] Test Mode
Agi Usermame P
Api Password YIIIIIIL
Merchant ID Printreach-PrintersPlan-TestMerchant1
Default Processing Method | Card On File then Swipe w |
Payment Type Print Reach Pay e
Send Receipts | Yes o |
Hosted Payment Page URL | https:/fprintreachcentral. com/PrintersPlan |
Don't have an Account? Clidk here to Sign Lip! Signlp

| Save | Cancel

In a Printer’s Plan payment window, if this payment type is selected, Printer’s Plan will display an
alert message if the payment transaction is not properly recorded.

D. Creating a Tokenized Contact (Card on File)

Creating a Tokenized Printer’s Plan contact is a PCl accepted method to store cardholder data. By
tokenizing cardholder information Printer’s Plan does not store credit card data on-site, instead,
the program stores a token linked to the contact.

A tokenized contact can be used to process credit card, or ACH transactions. For example, when
a customer provides you with credit card information to charge future invoices, this card data is
entered with a contact to create a token. On future jobs for this account, the customer’s token
(Payment Method on File) can be used to pay an invoice.

To create a Tokenized Contact (Payment Method on File) go to the Customers section of the
program and find the customer account. Open the properties windows of the customer and click
on the Buyer (or Payer) button, this will list the contacts associated with the account.

For questions, please contact: 888-581-3100 support@printreach.com
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£ . i

B Contacts O *
:.& ABC Company [INew  [HPaste [FFEdit X Delete [
Select a contact and click OK  (right-click for more options)
First Last Phaone Cell Email Status
< Mo Contact >
Ann M Linz 410-727-4565 alinz@abc.com @ Acive
John Smith 410-539-3466 x 35 jsmith@abc.com @ Active £
lMIﬂ_. [ Active [
Card mgreeneabc@gmail.com @ Adive 5
Michelle jsmith@abc.com ) OnHold &
@ =

Highlight a contact and click the Edit button, this will open the properties window of a contact. In
the properties window of the contact there is a new Payment information on file section:

Michelle Greene (Contact# 103) - ABC Company x
& Ms. Michelle Greene @ Active Make Presentati... (55
Name Payment information on file Dates
First Michellg] Account Name Created I@
Last Greene Account Number .
Salutation Ms, ~ 1| Expiration Date —
o oter
Job Title Director Account Type
Depart t  Marketi - - -
S arketing Add/Update Card Remove Card Lastemail | 7/ 2/2018
Contact LastSurvey | 3/ 1/2021 ~
Phone 1 A10-539-3466 % 35
Phone 2
Cell A43-567-4308 | User Defined Properties # Mote
o 410-538-5585 - [ Send card for New Vear 10/4/2020: They put the project on hold. Follow up January
- Send cookies in December 2020 and schedule meeting to review,
[= Email mgreeneabc@gmail.com .
. -[4 Visit monthly 4111111111111
Options Sports fan
Send Email es - Property 3
Send Survey  Yes - Property &
Key Contact  Ves - | Property 7
[ p ]
Order Online  Yes - roperty
Contact ID
[o5 ShipTo No
v 0K X Cancel

The Payment information on file section stores the tokenized data for the contact and includes
the following fields:
Account Name: This field stores the name of the tokenized account holder.
Account Number: This field stores information relating to the token and displays the last
four digits of the tokenized credit card.
Expiration Date: This field stores the expiration date of the credit card.

For questions, please contact: 888-581-3100 support@printreach.com
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Account Type: This field stores the type of payment token, either Credit Card or ACH.
Add/Update Card: Clicking on this button allows you to add/update information to
generate a token.

Remove Card: Clicking on this button will remove token data associated with the contact.

Creating a Token

To create a token for the contact set the Account Type field (Credit Card or ACH) and click
the Add/Update Card button. This will open up the Payment Details window. In this
window enter the account holder/card information and click Submit:

Payment Details >
Name on Account Zip Code
Michelle Greene 21054

Card Number

RedeRk  Redkk dRRR RRkRwk

Exp Month Exp Year cwv

12 ﬂ 2025 ﬂ 233

=

This data will be captured by Print Reach Pay and a token will be generated for the
Printer’s Plan contact.

Tip: If a customer has a tokenized contact, and prefers that invoices are paid with a card
on file, make the following adjustment to the customer account.

In the Customers section of the program find and open the properties window of the
customer account. In the properties window set the Paid By field to the Print Reach Pay
default payment type (See the Print Reach Pay Default Payment Type section):

For questions, please contact: 888-581-3100 support@printreach.com
10
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ABC Company & Active
ABC Company < Same as Bill To = Ms. Michelle Gr
- Director
800 Pike Street mgreeneabc@g
Pht: 410-534-34
St. Charlie's Row Pha:
Cell: 443-567-43
Fax: 410-5359-55¢
| Baltimore || MD | 12234 |
| < Country = | Website: | < http:/f =
Business | Manufacturing w Price Level | Mormal L
Source | Mewsletter v Price Rounding | Qff v
Sales Rep  |Pat ~ Paid By |Print Reach Pay ~
CSR |Paul £ Late Fee | Charge w

The selection in the Paid by field is used as the default payment type when entering a
new payment for the customer account. The Print Reach Pay default payment type has
special functionally to help ensure an integrated credit card payment is properly
processed.

3. Entering Print Reach Pay Integrated Payments

In Printer’s Plan there are three different ways that you can enter a payment:

e Deposit Payment.
e QuickSale Payment.
e Accounts Receivable Payment.

A. Entering a Deposit Payment

To enter a deposit payment, open an Order and click on the Balance Due button. In the Deposit
window, enter an amount in the Tendered field and click the Process Credit Card button:

For questions, please contact: 888-581-3100 support@printreach.com
"
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Deposit for Order 2932 x
Processed By | 101: Lisa kY |
Amount Due 317.45
Tendered b‘] 7.45
Change 0.00
- Cash ~ —
Paid b <-- 5et as Default Type
A9BY | check
Visa
MC
AMEX
Discover
Credit Used
Other
Trade
Print Reach Pa
Mone W
E Process Credit Card
Date Paid
Reference | 3/ 12021
Print and Save Save without Printing X Cancel

This will open the Authorize Payment window.

Authorize Payment
Invoice Mumber: | 2932 |
Card Type: | Print Reach Pay |
Payment Amount: | 317.45 |

(®) Payment Method on File | 103: Michelle Greene (1111) ~ |

i) Swipe Card
() Authorize Manually Save Card Mo

() Authorize ACH

Email Receipt: | Yes o |

Cancel | Process Payment I

For questions, please contact: 888-581-3100 support@printreach.com
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The Authorize Payment window has the following fields:

Invoice Number: This field displays the Printer’s Plan job number.

Card Type: This field displays the Print Reach Pay default payment type.

Payment Amount: This field displays the amount that will be processed.

Email Receipt: This field displays Yes, or No based on the default settings established in
the Settings/Print Reach Pay/Payment Processing window.

From this window, there are up to four options to process a payment:

Payment Method on File: This option is available if the customer has a tokenized contact.
Swipe Card: This option is available to process ‘in person’ credit card transactions
through an integrated credit card terminal.

Authorize Manually: This option is used to process credit card transactions through the
Print Reach Pay payment window.

Authorize ACH: This option is used to process an ACH payment.

Process a Payment using a Payment Method on File

In the Authorize Payment window select the Payment Method on File option. In the
adjacent pull down menu select a tokenized contact. If the customer does not have a
tokenized contact this payment option will not be available. After selecting the tokenized
contact click the Process Payment button, this will send the payment information to Print
Reach Pay.

Authorize Payment
Invoice Mumber: | 2932 |
Card Type: | Print Reach Pay |
Payment Amount: | 317.45 |

(®) Payment Method on File | 103: Michelle Greene (1111)
Swipe Card
() Authorize Manually Save Card Mo

() Authorize ACH

Email Receipt: | b= e |

Cancel E Process Payment {

For questions, please contact: 888-581-3100 support@printreach.com
13
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ii. Process a Payment using the Swipe Card Option

In the Authorize Payment window select the Swipe Card option and click the Process
Payment button.

Authorize Payment
Invoice Mumber: | 2932 |
Card Type: | Print Reach Pay |
Payment Amount: | 317.45 |

() Payment Method on File  103: Michelle Greene (1111)
®)5 {

i) Authorize Manually Save Card Mo

() Authorize ACH

Email Receipt: | Yes o |

Cancel | Process Payment I

A Swipe Card dialog window will appear:

Swipe Card >

Please swipe your card and wait for the green processing bar to stop moving before
pressing OK. Do not delselect this window while the card is processing.

Transaction Data

Cancel QK

Swipe, or dip the card into the credit card terminal. IMPORTANT do not close the Swipe
Card window until the transaction is complete.

For questions, please contact: 888-581-3100 support@printreach.com
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Swipe Card >

Please swipe your card and wait for the green processing bar to stop moving before
pressing OK. Do not delselect this window while the card is processing.

Transaction Data
| '.0544543‘11‘82041?56??5?3?4612053205553422D45422056312E,30332E,3031352EEE! |

Cancel QK

When the green indicator bar is full, and the transaction data text stops populating with
new data, the transaction is complete. At this time click the OK button to finalize the
transaction.

Process a payment using the Authorize Manually Option

In the Authorize Payment window select the Authorize Manually option. If the Save Card
field is set to Yes, on successful transactions the card data will be tokenized and saved
with the contact. Click the Process Payment button to process the transaction.

Authorize Payment
Invoice Mumber: | 2932 |
Card Type: | Print Reach Pay |
Payment Amount: | 317.45 |

(O Payment Method on File | 103: Michelle Greene (1111)

()
(®) Authorize Manually Save Card _

() Authorize ACH

Email Receipt: | b= e |

Cancel Process Payment

For questions, please contact: 888-581-3100 support@printreach.com
15
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iv.

The Payment Details window appears. Enter the credit card data and click the Submit

button to process the transaction:

Payment Details

MName on Account

Michelle Greene

Card Number

dedekk  dedkk dedekd dolekk

Exp Month Exp Year

12 2025

Cancel ‘

Zip Code

21054

Cwv

233

Process a payment using the ACH option

Please note, this option requires an ACH enabled Merchant ID.
In the Authorize Payment window select the Authorize ACH option and click the Process

Payment button.

For questions, please contact: 888-581-3100 support@printreach.com
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Authorize Payment

Invoice Mumber: | 2939 |
Card Type: | Print Reach Pay ‘

Payment Amount: | 168.59 ‘

(O Payment Method on File | 103: Michelle Greens (1111)

() Swipe Card

() authorize Manually Save Card Mo

(®) Authorize ACH

Email Receipt: | Yes w |
Cancel | Process Payment I I

The Payment Details window appears. Enter the ACH data and click the Submit button to
process the transaction:

For questions, please contact: 888-581-3100 support@printreach.com
17


mailto:support@printreach.com

Printer’s Plan - Print Reach Pay Integration Guide

Payment Details >

Mame on Account

Sarah Crafton

Account Number

(LI LT )]

Confirm Account Number

123456789

Routing Number

065400137

Account Type

Business Checking |:|

V. Successful Transactions - Email Receipt

For each of the processing methods outlined above, if the Email Receipt field in the
Authorize Payment window was set to Yes, an email message will appear:

For questions, please contact: 888-581-3100 support@printreach.com
18
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From: printersplan @outiook. com
£
JJ To... | mgreeneabc@gmail.com | Add Preview Remove Remove All
Send Cc.. | | Ba:| |

Subject: | Payment Confirmation Job Number 2932 |

B 1 u Advanced Font Controls Toggle Preview Mode

Here is an email confirmation of your pavment of 317.45. ~
Payment Info:

Transaction Date: 3/1/2021 4:03:25 PM
Processed By: Lisa

Name on Account: Michelle Greene

Card Last Four: 1111

Card Type: Visa

Tran=saction ID: 16808470

Card Entry Method: ManualEntryCardNotPresent
Card Entry Context: 13

Response Status: 5

Approval Number: 548168

Terminal ID: null

Transaction Type: Purchase

Invoice NHumber: 2932

Customer #: 41

Payment Amount: 317.45

Thank you the payment!

Sincerely,

If the payment was made using a tokenized contact then the To field of the email
message is populated with the tokenized contact’s email address. Otherwise, the To field
is populated with the email address of the job’s buyer.

The default text for this email message can be customized. For deposit payments,
Printer’s plan uses the text file PrintReachPayJobReceipt.txt to populate the body of the
email receipt. This template file is located in the Email folder on the server computer. For
a listing of data fields that can be populated in the email message please review the
Email Help - PrintReachPay.txt file. This help file resides in the Email folder on the server
computer.

For questions, please contact: 888-581-3100 support@printreach.com
19


mailto:support@printreach.com

Printer’s Plan - Print Reach Pay Integration Guide

B. Entering a Quick Sale Payment

To enter a Quick Sale payment, go to the Jobs section and click on the Quick Sale icon:

Home | Jobs Scheduler TimeTracker Services Customers AR Reports Settings Plan Hel
B 2 I

7\

Jobs §o; = ’

h Orders lobNo Customer CusMe  Title Dateln DateProof DateDue Time Da ~
. l;:"Progress @ 2672 ARG mpany “i Des'gl Imu?ice ({1 05/01/2020 [ 1072372019
o @ 2671 ABC Company 41 Design Invoice [0 04/28/2020 [ 1072372019
Ready to Ship @ 2670 ABC Company 41 Tests [{ o04/27/2020 [ 1072372019
Ready to Post ® 2669 ABC Company 41 Design Invoice [ 0472472020 [ 102372019
M DechdTod ® 2668 ABC Company 41 Design Invoice [x] 04/23/2020 [] 1072372019 0

In the Quick Sale window enter the details of the Quick Sale transaction and click OK

Cuick Sale *

Quick Sale
Quantity | Price/Each

Bond 14" Color 250 0.0300 1.50

1

Subtotal 7.50

Tax Mar'l_fland wt | Tax 0.57

' OK ¥ Cancel

For questions, please contact: 888-581-3100 support@printreach.com
20
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In the Payment window verify the Tendered amount is correct and click the Process Credit Card

button:

Payment for Quick Sale

Processed By | 101: Lisa v|
Amount Due 8.03
Tendered 8.03
Change 0.00
Paid by E_he‘:k " <— Set as Default Type
isa
MC
AMEX
Discover
Credit Used
Other
Trade
Print Reach Pa
Mane
,ﬂ | Process Credit Card I
Date Paid
Reference | | 3/ 1f2021
Print and Save Save without Printing X Cancel

This will open the Authorize Payment window.

For questions, please contact: 888-581-3100 support@printreach.com
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Authorize Payment

Invoice Mumber; QUICKSALE
Card Type: Print Reach Pay
Payment Amount: ' 8.03

() Payment Method on File

(®) Swipe Card
() Authorize Manually Save Card

Email Receipt: Yos o

Cancel | Process Payment |

The Authorize Payment window has the following fields:

Invoice Number: A Quick Sale does not have an invoice number, this field will display
QUICKSALE.

Card Type: This field displays the Print Reach Pay default payment type.

Payment Amount: This field displays the amount that will be processed.

Email Receipt: This field displays Yes, or No based on the default settings established in
the Settings/Print Reach Pay/Payment Processing window.

From this window, there are two options to process a credit card:

Swipe Card: This option is available to process ‘in person’ credit card transactions
through an integrated credit card terminal.

Authorize Manually: This option is used to process credit card transactions through the
Print Reach Pay payment window.

Process a Payment using the Swipe Card Option

In the Authorize Payment window select the Swipe Card option and click the Process
Payment button.

For questions, please contact: 888-581-3100 support@printreach.com
22
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Authorize Payment

Invoice Number: QUICKSALE |

Card Type: Print Reach Pay |

Payment Amount: 8.03 ‘

i) Payment Method on File

(®) Swipe Card

() Authorize Manually Save Card Ma

Email Receipt: . Yes w l
Cancel | Process Payment ]

A Swipe Card dialog window will appear:

Swipe Card x

Flease swipe your card and wait for the green processing bar to stop moving before
pressing OK. Do not delselect this window while the card is processing.

Transaction Data

Cancel QK

Swipe, or dip the card into the credit card terminal. IMPORTANT do not close the Swipe
Card window until the transaction is complete.

For questions, please contact: 888-581-3100 support@printreach.com
23
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Swipe Card >

Flease swipe your card and wait for the green processing bar to stop moving before
pressing OK. Do not delselect this window while the card is processing.

Transaction Data
| 1U544543482041?56??5?3?46120532055534221]4542205631&3033&3(]3135&53 |

Cancel Ok

When the green indicator bar is full, and the transaction data text stops populating with
new data, the transaction is complete. At this time click the OK button to finalize the
transaction.

Process a Payment using the Authorize Manually Option

In the Authorize Payment window select the Authorize Manually option and click the
Process Payment button.

Authorize Payment
Invoice Number: | QUICKSALE |
Card Type: Print Reach Pay |
Payment Amount: | 8.03 ‘
(_) Payment Method on File
(C) Swipe Card
(®) Authorize Manually Save Card Mo
Email Receipt: | es w |

Canceal | Process Payment |

For questions, please contact: 888-581-3100 support@printreach.com
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The Payment Details window appears. Enter the credit card data and click the Charge
button to process the transaction:

Payment Details ®
Name on Account Zip Code
Michelle Greene 21054

Card Number

sededed  deddedR dededel doldw

Exp Month Exp Year cwW

12 2025 233

=

iii. Successful Transactions - Email Receipt

If the Email Receipt field in the Authorize Payment window was set to Yes, an email
message will appear:

For questions, please contact: 888-581-3100 support@printreach.com
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From: printersplan@outiook.com

To... ‘ | Add Previe Remove Remave Al

Send Ce... ‘ | &I:|

Subject: ‘ Payment Confirmation QuickSale |

Advanced Font Controls Toggle Preview Mode
Here is an email confirmation of your payment of 8.03. ~
Payment Info:
Transaction Date: 3/5/2021 4:21:58 PM
Processed By: Paul
Name on Account: Rlice Grant
Card Last Four: 1111
Card Type: Visa
Iransaction ID: 17061259
Card Entry Method: ManualEnctryCardNotPressnt
Card Entry Context: 7
Response Status: 5
Approval Humber: 176178
Terminal ID: null
Transaction Type: Purchase

Invoice Number: QuickSale
Customer #: 31
Payment Amount! 8.03

Thank you the payment!

Because a Quick Sale is not linked to a customer or contact, the To field of the email
message is empty and requires a manual entry of an email address.

The default text for this email message can be customized. For Quick Sale payments,
Printer’s plan uses the text file PrintReachPayQSReceipt.txt to populate the body of the
email receipt. This template file is located in the Email folder on the server computer. For
a listing of data fields that can be populated in the email message please review the
Email Help - PrintReachPay.txt file. This help file resides in the email folder on the server
computer.

C. Entering an Accounts Receivable Payment

To enter an Accounts Receivable payment, go to the A/R section of Printer’s Plan, open the
Payments Expected folder and click Any Date. This will list all customers that have an open
invoice in A/R. From this list double click on a customer to open their Payment window.

In the Payment window enter a payment amount and select the invoice (or invoices) that are
being paid. Verify the payment details are correct and click the Process Credit Card button:

For questions, please contact: 888-581-3100 support@printreach.com
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Payment

MNew
Save & New
(This Cust)

Save 8 New
(Find Cust)

D View Job

. Edit Job
57 Totals

View List
Totals

I Customer
| I Summary
Payment

LI History

Eﬂ Print

Ascot Inc. (40) - Account Balance: $67446.59

Payment Received Customer
Date | 3f 52021 [~ | Amount 1415.82 | | Ascot Inc.
_ - 4300 Lexington
Type |PrhtRHd1 Pay || Applied 1415.82 | Baltimore MD ;
Ref. | | s 0.00
o ce 66030.77

T | Process Credit Card

Invoice lob Title

& 2234 Pads

& 2264 Mewsletter
2316 Brochures

& 2333 Brochures
2347 Booklet
2360 Brochure
2377 Letterhead
2397 Booklet
2400 Booklet
2423 Mewsletter

This will open the Authorize Payment window.

HOW TO APPLY PAYMENT: To pay all invoices listed, click here. To pay one

Ordered By

Paul Coven
Paul Coven
Paul Coven
Paul Coven
Paul Coven
Paul Coven
Paul Coven
Paul Coven
Paul Coven
Paul Coven

Child Co.

For questions, please contact: 888-581-3100 support@printreach.com
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| Authorize Payment

Invoice Mumber: Multiple Invoices
Card Type: Print Reach Pay
Payment Amount: 1415,82

(® Payment Method on File | 18; Sarah Libauer (5454)
(C) Swipe Card
() Authorize Manually Save Card Mo

() Authorize ACH

Email Receipt: Yes o

Cancel Process Payment

The Authorize Payment window has the following fields:

Invoice Number: This field displays the Printer’s Plan job number. If multiple invoices are
being paid this field will display the text Multiple Invoices.

Card Type: This field displays the Print Reach default payment type.

Payment Amount: This field displays the amount that will be processed.

Email Receipt: This field displays Yes, or No based on the default settings established in
the Settings/Print Reach Pay/Payment Processing window.

From this window, there are up to four options to process a payment:

Payment Method on File: This option is available if the customer has a tokenized contact.
Swipe Card: This option is available to process ‘in person’ credit card transactions
through an integrated credit card terminal.

Authorize Manually: This option is used to process credit card transactions through the
Print Reach Pay payment window.

Authorize ACH: This option is used to process an ACH payment.

Process a Payment using a Payment Method On File

In the Authorize Payment window select the Payment Method on File option. In the
adjacent pull down menu select a tokenized contact. If the customer does not have a
tokenized contact this payment option will not be available. After selecting the tokenized
contact click the Process Payment button, this will send the payment information to Print
Reach Pay.

For questions, please contact: 888-581-3100 support@printreach.com
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Authorize Payment

Invoice Number: Multiple Imvoices
Card Type: ' Print Reach Pay
Payment Amount: 1415.82

T SE A

() Authorize Manually Save Card Mo
() Authorize ACH

Email Receipt: Yes w

Cancel | Process Payment I

. Process a Payment using the Swipe Card Option

In the Authorize Payment window select the Swipe Card option and click the Process
Payment button.

For questions, please contact: 888-581-3100 support@printreach.com
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Authorize Payment

Invoice Mumber: Multiple Invoices
Card Type: ' Print Reach Pay

Payment Amount: 1415.82

() Payment Method on File  13: 5arah Libauer (5454)

() Authorize Manually Save Card Mo

(O Authorize ACH
Email Receipt: Yes o
Cancel I Process Payment I

A Swipe Card dialog window will appear:

Swipe Card >

Flease swipe your card and wait for the green processing bar to stop moving before
pressing OK. Do not delselect this window while the card is processing,

Transaction Data

Cancel QK

Swipe, or dip the card into the credit card terminal. IMPORTANT do not close the Swipe
Card window until the transaction is complete.

For questions, please contact: 888-581-3100 support@printreach.com
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Swipe Card >

Flease swipe your card and wait for the green processing bar to stop moving before
pressing OK. Do not delselect this window while the card is processing.

Transaction Data
| 1U544543482041?56??5?3?46120532055534221]4542205631&3033&3(]3135&53 |

Cancel Ok

When the green indicator bar is full, and the transaction data text stops populating with
new data, the transaction is complete. At this time click the OK button to finalize the
transaction.

Process a Payment using the Authorize Manually Option

In the Authorize Payment window select the Authorize Manually option. If the Save Card
field is set to Yes, on successful transactions the card data will be tokenized and saved
with the customer’s default payer. If the customer does not have a default payer the token
will not be saved. Click the Process Payment button to process the transaction.

Authonze Pa}rment

Invaice Mumber: Multiple Invoices

Card Type: ' Print Reach Pay

Payment Amount: 1415.82

(OPayment Method on File  18: Sarah Libauer (5459)

() Swipe Card

(@) Authorize Manually Save Card Mo w

() Authorize ACH

Email Receipt: Yes o
Cancel | Process Payment I

For questions, please contact: 888-581-3100 support@printreach.com
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iv.

The Payment Details window appears. Enter the credit card data and click the Submit

button to process the transaction:

Payment Details

MName on Account

Michelle Greene

Card Number

dedekk  dedkk dedekd dolekk

Exp Month Exp Year

12 2025

Cancel ‘

Zip Code

21054

Cwv

233

Process a Payment using the ACH Option

Please note, this option requires an ACH enabled Merchant ID.
In the Authorize Payment window select the Authorize ACH option and click the Process

Payment button.

For questions, please contact: 888-581-3100 support@printreach.com

32


mailto:support@printreach.com

Printer’s Plan - Print Reach Pay Integration Guide

V.

Authorize Payment

Invoice Mumber:
Card Type:
Payment Amount:

(") Payment Method on File
() Swipe Card
() Authorize Manually

(®) Authorize ACH

Email Receipt:

Cancel

Multiple Invoices

| Print Reach Pay

1415.82

18: Sarah Libauer (3454)

Save Card

Mo

Yes

W

Process Payment I I

The Payment Details window appears. Enter the ACH data and click the Submit button to
process the transaction:

Payment Details

Name on Account

Sarah Crafton

Account Number

sssssssss

Confirm Account Number

123456789

Routing Number

065400137

Account Type

Business Checking

Cancel

v

Process an Advanced Payment

Printer’s Plan can process advanced payments using the integrated payment processing
solution. This advanced payment will create a credit on the customer’s account. To enter

For questions, please contact: 888-581-3100 support@printreach.com
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an advanced payment go to the A/R section and open the payment window for a

customer account.

In the payment window enter an amount without selecting an invoice and click the
Process Credit Card button.

Payment Received

ABC Company (41) - Account Balance: $7306.73

Customer

Date Amount ABC Company Mrs, Ann M Linz
200 Pike Street
Type |PrintReach Pay |_| ied 0.00 | Baltimore MD 12234 alinz@abc.com
Ref, |:| f ains 100.00 E:;_ : 410-727-4365
By Balance Cell:
7308.73 Fax: 410-727-4752
=

HOW TO APPLY PAYMENT: To pay all invoices listed, click here. To pay one invoice, click its number.

Invoice Job Title Ordered By Shipped To Child Co.  Date Ship... Was Paid Payr
2696 Application Forms Michelle Gree... lesse Boyd ABC Com... 06/11/20... -162.00
2770 Application Forms Michelle Greene  Jesse Boyd ABC Com... 0.00
2777 Application Forms Michelle Greene  CA-CA Test Company... 11/10/2020 0.00

2808 Brochure Multi shipments for it..  Michelle Greene  Jesse Boyd ABC Com..,

11/18/2020 0.00

An alert message will appear, click Yes to continue. In the Authorize Payment window,
process the payment.

Authorize Payment

Invoice Number: | Advanced Payment |

Card Type: | Print Reach Pay |

Payment Amount: | 100,00 |

(®) Payment Method on File | 135: Adam Grant (7223) " |
() Swipe Card

() Authorize Manually Save Card Mo
Email Receipt: | b= e |
Cancel | E Process Payment i

Once approved, this payment amount will be added as credit to the customer’s account.

For questions, please contact: 888-581-3100 support@printreach.com
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vi. Successful Transactions - Email Receipt

For each of the processing methods outlined above, if the Email Receipt field in the
Authorize Payment window was set to Yes, an email message will appear:

From: printersplan @outiook.com

’
T—-‘ To... | sarah@ascot.com Add Previey Remave Remove Al

Send Cc.. | Bec:

Subject: | Payment Confirmation 2234 2264 2333

Advanced Font Controls

oggle Preview Mode

Here is an email confirmation of your payment of 1415.82. ~

Payment Info:

Transaction Date: 3/5/2021 5:03:33 PM
Processed By: Paul

Name on Account: Sarah Libauer

Card Last Four: 5454

Card Type: Mastercard
Transaction ID: 17064252

Card Entry Metheod: ManualEntryCardNotPresent
Card Entry Context: 13

Response Status: 5

Approval Number: 168295

Terminal ID: null

Transaction Type: Purchase

Invoice Number: 2234 2284 2333
Customer #: 40

Payment Amount: 1415.82

Thank you the pavment!

Sincerely,

If the payment was made using a tokenized contact then the To field of the email
message is populated with the tokenized contact’s email address. Otherwise, the To field
is populated with the email address of the customer’s default payer.

The default text for this email message can be customized. For Accounts Receivable
payments, Printer’s plan uses the text file ARPrintReachPayReceipt.txt to populate the
body of the email receipt. This template file is located in the Email folder on the server
computer. For a listing of data fields that can be populated in the email message please
review the Email Help - PrintReachPay.txt file. This help file resides in the email folder on
the server computer.

For questions, please contact: 888-581-3100 support@printreach.com
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4. Generating a Payment Link

When an invoice is ready for payment, or if you require payment before starting a job, an email
message with a payment link can be generated from Printer’s Plan. This payment link will direct
the customer to the hosted payment page where they will be able to enter a payment.

A. Sending an Email with a Payment Link

The following example illustrates how an email generated from Printer’s Plan can include a
payment link. In Printer’s Plan open a job that is ready for payment and click the Email Form
Letter button:

m 2944 Abc Customer Form

2 Bill to Customer No.41

ABC Company
800 Pike Street
5t. Charlie's Row
Baltirmore MD 12234

iﬂ_j Paste as...

I

New It B Edit 5
Rearrange mj s tem Ll

[tems [tem Description

e, | ¥ 1 Abc Customer Form 1 Sheet (1 side)
= Schedule ]
== ¥ Design: By Hour Standard
% Docurnents W Design: Revisions to Art 1
Proof: Proof - Email
v Check Proof: Proof < Approved

S Text: 702 Beckett Cambric - Parent 11x 1

I Digital: Printer - Color
|| Compare B CutToFinSz 1 Cuts/Sheet
IE. View Cost
LY )
@ Reprice All
Ermail
Form Letter

R —
- | View as
Web Page

A Select a template window will open, in this window select a template that is designed to
include the payment link:

For questions, please contact: 888-581-3100 support@printreach.com
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& MNarme Date medified Type Size
|j Job Payment Request - 50 Percent Balance.txt 2/24/2021 1:44 PM Text Docurmnent 2 KB
€ Job Payment Request Print Reach Pay.htrml 2/24/2021 1:44 PM Chrome HTML Dao... 2 KB
|j lob Payment Request Print Reach Pay.tdt 2/24/2021 .44 PM Text Document 2 KB
€ Job Postage Payment Request.html 2/24/2021 1:45 PM Chrorme HTML Do... 2KB

Important!: Make sure email templates that include a link/button to pay are updated with the

address of your Print Reach Pay hosted payment page (Please see the Updating the payment

link on email templates section of this document for information on how to update the payment
link).

After selecting a template, an email message will appear, verify the contents of the message and
click Send to send the payment request:

From: printersplan@outiook.com

S
jJ To... |mgreeneabc@gmai\.com | Add Preview Remove Remave All

Send T | | Bec: | |

subject: | Payment for Job Number: 2544 |

B||I||lU Advanced Font Controls Toggle Preview Mode

Dear Michelle, ~
Thank you for your business.

Invoice 2944: Abc Customer Form is now available to be paid online, please click on the following button to Pay Now:

Job Title: Abc Customer Form
Your PO No:
Our Job No: 2944

Date Shipped:

Shipped To:

ABC Company v
20N Dil-a Shrast

When the customer receives the email message they can click on the Pay Now link and they will
be taken to the hosted payment page. On this page they can submit their payment.

For questions, please contact: 888-581-3100 support@printreach.com
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P .
Prlnt Customer: 41

nvoice: 2944

Secure Payment Page Total Due $201.25

Payment Info Billing Info

Choose Payment Method Name ABC Company

Credit Card ¢ Address 1 800 Pike Street

Card Number
Address 2 St. Charlie's Row
City Baltimore

Exp Month Exp Year cwv
State Maryland *

Select N Select N\
Zip 12234
e
DISCOVER Bt e
. VISA . % Country United States =
Yy Email Address mgreeneabc@gmail.com
I'm not a robot
o Phone (410) 539-3466

On a successful transaction, Print Reach Pay will send the payment data to Printer’s Plan updating
the Printer’s Plan job and payment totals. To receive this data in Printer’s Plan, the following
requirements need to be met:

e Active Printer’s Plan APl (Web2Plan) solution installed (version 2021.3.04 or later).
e Valid Webhook URL configured on the Print Reach Pay Hosted Payment Page.

To activate, or verify the version of the Printer’s Plan API, and to ensure a valid webhook URL is
configured on the hosted payment page, please contact the Print Reach support department at
support@printreach.com or call 888-581-3100.

If you are running the Printer’s Plan APl (Web2Plan) on your local server, for the Print Reach Pay
hosted payment page to communicate back to Printer's Plan you will need to whitelist the
following IP addresses: 52.204.238.248.

If you are not running the Printer’s Plan API solution (Web2Plan), payments entered on the hosted
payment page need to be manually entered in Printer’s Plan.

For questions, please contact: 888-581-3100 support@printreach.com
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B. Updating the Payment Link on Email Templates

Email templates that include a link (or button) to pay must be updated to include the address of
your Print Reach Pay hosted payment page.

For example, on the Job Payment Request Print Reach Pay email template, the initial payment
link on the template will look like this:

https.//printreachcentral.com/[SiteName]/hpp?application=printersplan&customerlD=<CusNo>&in
voicelD=<JobNo>&tax=<TaxAmountPRP>&subtotal=<SubtotalPRP>&totaldue=<Balance>

On this template, edit the [SiteName] text of this link to include the address of your Hosted
Payment Page. The updated link will look similar to the following:

https://printreachcentral.com/bestprint/hpp?application=printersplan&customerlD=<CusNo>&invo
icelD=<JobNo>&tax=<TaxAmountPRP>&subtotal=<SubtotalPRP>&totaldue=<Balance>

Repeat this change for each of the email templates.

By design the payment link on the email templates will capture data from the Printer’s Plan job
and populate this information on the hosted payment page. This helps reduce the amount of data
the customer will need to enter when making an online payment. Listed below is a description of
the job fields that are part of the payment link:

customerlD= (*required) -- Customer number on the job.

invoicelD= (*required) -- Printer’s Plan Job number.

tax= (*required) -- Tax amount of the job.

subtotal= (*required) -- Sum of the job’s subtotal, discount, shipping, postage and paid fields.
totaldue= (*required) -- The current balance due on the job. This amount must equal the sum of
the subtotal and tax fields.

(the following fields in the payment link are optional)
name= Bill To Company Name.

address1=Bill To Address 1.

address2 = Bill To Address 2.

city= Bill To City.

state=Bull to State.

zip= Bill to Zip.

country=Bill to Country.

emailaddress= Email Address.

For questions, please contact: 888-581-3100 support@printreach.com
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phone= Phone Number.

For a listing of additional data fields that can be populated in the email message please review
the Email Help - PrintReachPay.txt file. This help file resides in the email folder on the server
computer. HTML formatted email templates are designed to work with the Printer’s Plan SMTP
client, results may vary when using a third party email client.

Additionally, the 2021 update of Printer’s Plan includes the ability to create Formula Fields on an
email template. This feature will allow you to send partial payment requests. For example, you
can send an email asking for a 50% deposit before starting production on a job. Instructions on
how to use the formula fields on an email template can be found in the following Knowledge
Base article (Formula Fields on Email Templates)

Reversing a Payment

The payment reversal steps outlined in this section apply to each of the Printer’s Plan payment
methods (Deposit Payments, Quick Sale Payments, and Account Receivable Payments).

To reverse a payment that was entered in Printer’s Plan, and processed by Print Reach Pay, go to
the A/R section of Printer’s Plan. Open the Payments Received folder and select one of the list
options. To filter for a specific payment, in this folder click Other... and a filtering window will
appear allowing you to search for the payment.

When the payment is listed on the screen, highlight the record and click the Reverse Payment
button located at the top right corner of the screen:

Home Jobs  Scheduler  TimeTracker  Services  Customers | A/R | Reports  Settings  MyPlan Help
A/R S = 7 . [m
[ New | Find | Open [ erim | emai | Epon [ Fwvoites | on | [Reringe: {5

Reverse Payment...

Appliedto

~ Pameres Feceved Todo (1)
Invoices Ready-to-Post
Invoices Unpaid
Invoices Paid-in-Full
Payments Expected

[ Payments Received

@ Today
This Week
This Month
This Year
Last Week
Last Menth
Last Vear
Other Date...
Summary by Day..
Summary by Week...

Name Process. Date Amount__Grouj Paid B

[ A8C Company [Paul | 03/18/2021 306.82 [AR | Print Reach Pay

17261060

Summary by Month...

This will open the Reverse Payment window. In this window click on the ‘Click here to reverse
the payment...’ button:

For questions, please contact: 888-581-3100 support@printreach.com
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B Reverse Payment m} *
Reverse this A/R PAYMENT: $306.82 Date: 3/18/2021 Type: Print Reach Pay Ref: 17261060 = (2]
This payment was applied to the following Job(s). Click the Help button (top-right comner) te learn about the fields.

Custemer JobType JobMNo Tetal Paid Balance Applied  If Reversed Paid will be  Balance will be
(] ABC Company History | 2822| __a4282] 000 30682 30682 13600 ___306.8
X Close | + Click here to reverse the payment... 7 Listed: 1

This will reverse the payment and the payment list will refresh displaying the negative payment.

~ Payments Received / Today (2 listed)

MName Process.. Date Amount JGroup Paid By Reference
@ aBC Company Paul 03,/18/2021 -306.82 JAR Print Reach Pay Reverse: 17261060
' ABC Company Paul 0311872021 306.82 JAR Print Reach Pay 17261060

As part of the payment reversal process, the balance of the Printer’s Plan job is restored and the
Print Reach Pay transaction is voided. To see the voided transaction, log on to your Merchant

Track Portal (Accessing the Merchant Track Portal) and view the transaction log:

For questions, please contact: 888-581-3100 support@printreach.com
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Transaction Details

Time Zone * Eastern v
Transaction Details
Transaction ID 17261060 o ]
Shipping Information
Transaction Date 3/18/2021 10:06:40 AM
Status Voided
- . Business Name

Merchant Printreach-PrintersPlan- .

TestMerchant1 First Name
Request ID Last Name
Customer ID 41 Address 1
Subtotal Amount 287.20 Address 2
Tax Amount 19.62 Address 3

City

Total Amount 306.82
Create Source API State
Update Source AP Zip
Created By Printreach-PrintersPlan- Country

Test-API Phone
Creator IP 172.24.05 Email Address

If the Printer’s Plan payment reversal process fails we recommend that you navigate to the
Merchant Track Portal (Accessing the Merchant Track Portal) to manually reverse the transaction.
After reversing the payment in the Merchant Track Portal, contact the support department at Print
Reach support@printreach.com for assistance in reversing the Printer’s Plan portion of this
transaction.

Print Reach PayPayment Reports

To generate a report of the Print Reach Pay integrated payments go to the A/R section of Printer’s
Plan and open the Payments Received folder. In this folder right-click on one of the list options
and a menu will appear. On this menu select Add Filter:

For questions, please contact: 888-581-3100 support@printreach.com
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Home lobs Scheduler TimeTracker Services Cue

%

A/R 0O

[ ] Invoices Ready-to-Post
[ 1 Invoices Unpaid

[ ) Inwoices Paid-in-Full

[ ] Payments Expected
= Payments Received

List Mow

----- : I Add Filter...

'''' ® L; Group by...

----- o La Favorites... F4
----- . Otrier wave...

..... umma ay...
5 ry by Day
----- umma eek...
5 ry by Week

----- @ Summary by Month...

The Find window will appear and in this window check-in the Advanced Find option:

Find
I
Customer's Name is exactly like
Customer's Number is not exactly like
Customer's [D
Customer's City ends with
Customer's State contains
Customer's Zip does not contain
Payment Date is between
Payment PostingMo

Payment Group: Q,0,AR
Payment Type: Cash,Check...
Check Number

Applied Inveoice Mumber

In the By this field column highlight payments.PaymentSource, and in the If the field column
highlight = equal. Enter 2 in the Enter Number field -- all Print Reach Pay payments will have a

X

+" Find Now ¥ Close

Advanced Find

For questions, please contact: 888-581-3100 support@printreach.com
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payment source value of 2. Click the Add button to add this criteria to the filter. The Find window

will look like this:

(payments.PaymentSource = 2)

Find Payments By this field
customers.Location A

customers.Memo
customers.Name
customers.ParentNo
customers.Payerio
customers.PaymentDefault
customers.POReq
customers.Pricel evel
customers.PriceRound
customers.Priority
customers.ProplD
customers.ShiptoMNo
customers.ShipVia
customers.5ource
customers.SRepNo
customers.State
customers.Statement
customers, Tax
customers. Terms
customers.\WebAccess
customers.\WebAddress
customers.Zip
paygroups.Name
paygroups.PayGroup
payments.Amount
payments.Appliedto
payments.CusNo
payments.Date
payments.PaidBy
ayments.PayGrou

payments.PayMNo

payments.PostingNo
payments.Reference
paymenttypes.Name

paymenttypes.No

paymenttypes.Sort

paymenttypes. Type -

X Close ' Find Now

If the field
= _equal |

<> not equal

< lessthan

> greaterthan

<= less or equal
»= greater or equal
is  between

+" Find Now ¥ Close

& Advanced Find

¥ Clear

({payment=s . PaynentSource = 2)

Saort by

~IA-Z

?g Options

Add any additional criteria to the filter and click Find Now to display the results. Alternatively, if

you created a default payment type for the integrated payments (as outlined in the Print Reach
Pay Default Payment Type section of this guide) you can generate a payment report filtering by

this payment type:

For questions, please contact: 888-581-3100 support@printreach.com
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(PaymentTypes.Name like "*Print Reach Pay™) *
Customer's Name is exactly like

Customer's Number is not exactly like -

Customer's 1D starts with | Print Reach Pay| |

Customer's City ends with

Customer's State

Customer's Zip does not contain

Payment Date is between

Payment PostingNo
Payment Group: O,0 AR

P +" Find Now ¥ Close
Check Mumber

Applied Invoice Mumber

Advanced Find

To view in-depth details about payment transactions, and to generate a comprehensive list of
Payment Reports, access the Print Reach Pay Merchant Portal as outlined in the following section
of this guide: Accessing the Merchant Track Portal

Accessing the Merchant Track Portal

Merchant Track is an integrated portal that allows you to view transaction details and generate
funding reports. To access the Merchant Track Portal you will need to create a Merchant Track
user account.

A. Creating a Merchant Track User Account

To access Merchant Track you first need to create a Merchant Track user account. To create a
Merchant Track user account go to the Settings tab, open the Print Reach Pay folder and select
Merchant Track Users.

For questions, please contact: 888-581-3100 support@printreach.com
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Settings
- Printer's Plan Main Menu

¥ List Manager “

=

[ Printing

[ Jobs

[ Customers

[ Accounting

[ Employees

[] Vendors

[ Frequently Used Text
% Print Reach Pay

Please note, creating and editing a Merchant Track User requires a top level password
(Settings/General Settings/Passwords).

In the Merchant Track Users window click New to create a new user:

B ' Merchant Track Users

A ONew |19 =
Double click a User to edit

Username FirstName LastName Email Phone Active

[ James James James james@james.com 410-555-9873 Active

This will open the Merchant Track User window:

For questions, please contact: 888-581-3100 support@printreach.com
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Merchant Track User )4

User Properties

Active

Username(must be Unigue) | BestPrint123 |

PaSSli'l.'I]rdz | FERRRERRRRR |
First Mame™ | Alice |
Last Mame®* | Covington |
Phone® |41El-555-6538 |
Email* | alice. covigton @bestprint. com| |

User Permissions
Transaction Search Reporting

Reverse Open Transactions Virtual Terminal

Reverse Settled Transactions

Cancel

In the Merchant Track User window fill in the following fields:
Actve: Check this option to enable the user account.
Username: Enter a unique username.
Password: Enter a password.
First Name: Enter the user account first name.
Last Name: Enter the user account last name.
Phone: Enter the user account phone number.
Email: Enter the user account email address.
User Permissions: Select the enabled options for the Merchant Track user.

B. Opening the Merchant Track Portal

To access the Merchant Track Portal go the A/R section, open the Print Reach Pay folder and
select Merchant Track. This will open the Merchant Track Login window:

For questions, please contact: 888-581-3100 support@printreach.com
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P

A/R 0O
- Printer's Plan Main Menu m m
* Print Reach Pay / Merchant Track (0 listed)

| | Invoices Ready-to-Post
| | Invoices Unpaid

| 1 Inwvoices Paid-in-Full

| | Payments Expected

| | Payments Received

0|

|| Credits
| | Late Fee Mechant Track Login >
[ ] Write Off . f .

|| Send Login Information:

I Print Reach Pa Lisey | pre— - |

. Merchant Track ﬁ"

Passward | senee |

[ son:n | | cancel |

In the Login window select the User, enter the Password and click Sign In. This will open the
Merchant Track Portal Dashboard:

For questions, please contact: 888-581-3100 support@printreach.com
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= PrintReach Pay MerchantTrack © James James

Dashboard

Dashboard

Shortcuts Stats

Total Transaction Count
Recent Funding Activity Recent Transactions 650
Total Transaction Volume

$304,330.78

Last Transaction Date
3M6/2021 10:17:05 AM ET
Last Transaction Merchant

Printreach-PrintersPlan-
Last Transaction Amount
[ Printreach-PrintersPlan-TestMerchant1 $11.00

View Report View Report

580,000
§70,000
$60,000
$50,000
§40,000
$30,000
$20,000
$10,000
50 * EEEEE - *
TP P P o P P P P ST TR S P TP B ®

Last Transaction ID
17210544

Transaction Volume

From this dashboard you can view and search for transactions, generate reports and print
payment receipts.

The Merchant Track Portal can also be used to reverse payment transactions, or process a new
payment using the Merchant Track Virtual Terminal.

Important! Transaction reversals and new payments should only be entered in the Merchant
Track Portal in cases where the transactions failed in Printer’s Plan. Transactions entered using
the Merchant Track Portal will not be captured in the Printer’s Plan database.

This concludes the Printer’s Plan - Print Reach Pay Integration Guide
For any questions please contact the Print Reach Support Department at

support@printreach.com or 888-581-3100

(Revised March 29, 2021)

For questions, please contact: 888-581-3100 support@printreach.com
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