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Installing Integrated Payments Manager

Integrated Payments Manager is the re-branded Paylink.
Like the Paylink installer, it includes the Payments Manager & the Links Service.

There is also an additional application called the Links Infegrated Payments Utility. This is for
Links Staff use only.

Please ensure that you are using the correct version of IPM for your version of Links. If unsure,
please check with Links Support.

Pre-Check

If you are already a LinksPay customer and are simply changing from the Paylink module o
the new Integrated Payments Manager module, then please proceed with the following
steps.

If you are a brand new Integrated Payments customer there is some setup required before
reaching this step. That setup will be performed by Links Support on your behalf.

Links IntegratedPaymentsManager Setup

g Links Integrated Payments Manager Setup [_ O] =]

Welcome to the Links Integrated
Payments Manager Setup Wizard

This wizard will guide wou through the installation of Links
Integrated Payments Manager,

It is recommended that you close all other applications
before starting Setup, This will make it possible to update
relewant system Files without having ko reboot vour
compuker,

Click. Mesxt to continue.

LinksPlus

£58\
|‘ﬁ“‘!
Mexk = I Cancel
Click Next.

Just like Paylink, this screen asks if you want to install the Links Service, Integrated Payments
Manager, or both. By default it only auto selects the Integrated Payment Manager.

Integrated Payments Manger Install and User Guide for LinksPay
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O Links Integrated Payments Manager Setup M= B3

Choose Components

';I a -
Choose which features of Links Integrated Payments Manager -_f';‘r Llnksplus

wou want ko inskall,

heck the components wou want to install and uncheck the components vou don't wank ko
install, Click Next to continue,

Select the bype of install; IStandanne j
- — Description
i, select the optional
components you wish ko Integrated Payments

Integrated Payments Mar Manager is the client
application used to
manage all pavments
related processes,

install:

Space required; 18, 3ME

1] | &

Tl soft Install System w2, 48

< Back. I Mext = I Cancel

Select your desired options and click Next.

The following screenshots use the scenario if the Links Service has been selected and is being
installed.

Q Links Integrated Payments Manager Setup [ _ [ ]

Choose Install Location

-;1 - -
“hoose the Folder in which tainstall Links Inkegrated Pavments a_f;: LI“kSPlUS

Manager.

Setup will install Links Integrated Pavments Manager in the Following Folder, To install in a
different folder, click Browse and select another Folder, Click Install bo start the installation.

Destination Folder

_:\Program Files (=863 Links Modular Solutions) Browse, ., |

Space required: 18,.8M6
Space available: 41.5G6

Mullsaft Install System w2 46

< Back I Inskall I Zancel

The Installer will have the default installation destination, keep it and click Install.

Integrated Payments Manger Install and User Guide for LinksPay
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Q. Links Integrated Payments Manager Setup M=l B2

Inztalling sy, - .
e
Please wait while Links Integrated Payments Manager is being *_f,.;? LII'IkSPll.IS
installed.

Execute; CiUsersilinkstapphatallocaliTempiReportyiewer .exe fg fnorestart

I
Shiowe details |

| Installing

Microsoft Report YWiewer 2010

rullsoft Inskall Systenm Wz, 46

< Back | Mexh = | Zancel |

If not already installed, the installer will install the Microsoft Report Viewer 2010 application.

Q. Links Integrated Payments Manager Setup A =]

Inztalling i - .
-
Flease wait whilz Links Integrated Payments Manager is being - ;31 LII'II(SPIUS
installed.

Execute: CiUserstlinksiAppDatalLocalTempiLinks Service.exe 'S [D=C:\Program Files {x8a))

[
Shioww details |

Links Application Service Setup |

. fou will be prompted to configure initial connection settings For the
' Links Service

ullsaft Install Svskem ve 46

= Back | Mexh = | Zancel |

Click Ok.

Integrated Payments Manger Install and User Guide for LinksPay
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Links Service Config [_ ]

DB Connection | Servicel AP Sewicel

— D atabaze Connection

D atabaze Server Mame; I'I?2.1 B1.178

Dratabaze Mame: |KINGSTDN_LI"-.-"E

 Windows Authentication &+ SOL Server Authentication

Ilzermame: Isa

HHHREHN

Paszward: I

T est Connection

— Service Statuz

Status:  Stopped

Start Semvice Hestart Service | Stop Senice

Yerzion: 2015.1.35 5
ave |

Enter the Database Server Name, the name of the Links production Database & the
Connection Authentication (SQL is required).

Click Test Connection.

Connection Successful

. The connection ko the database was successful

501 Server Name: LINKSDE

S0L Server Yersion Details:
Microsoft SOL Server 2012 - 11,0,5058.0 (X64)

May 14 2014 15:34:29

Copwright (o) Microsoft Corporation

Standard Edition {&4-bit) on Windows MT 6.1 <kgd=>
(Build 7a01: Service Pack 1 (Hypervisor)

Database Mame: KIMGSTOM_LIVE

Integrated Payments Manger Install and User Guide for LinksPay
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Hopefully the connection is successful. If not, please click Ok and re-check your information.

Click Save.
L Links Integrated Payments Manager Setup =] BT
Ingtalling i - .
-
Please wait whilz Links Integrated Payments Manager is being *_f;? LII'II(SPIUS
installed,

Cutpuk Falder: CiProgram Files Cx8a)Links Modular SolutionsiLinks, InteqratedPaymentsiana

[ ]
Shiowe details |

Q Links Integrated Payments Manager Setup |

| You will be prompted to configure initial connection setkings For
' Links Integrated Payments Manager

rullsaft Inskall Systen w2, 46

= Back | Mexk = | Zancel |

Click Ok.

Eglntegrated Payments Manager Config M= E3

DB Connection | Service Connection I

— Database Connection

™ Use Links Registy Settings

Databaze Server Mame: I'I 72161178

D atabaze Mame: IKINGSTDN_LIVE

" Windows &uthentication & SOL Server Authentication

| zemamme: Isa

HRERHEH

Paszword: I

Test Connection |

Save |

Integrated Payments Manger Install and User Guide for LinksPay
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Enter the Database Server Name, the name of the Links production Database & the
Connection Authentication.

Click Test Connection.

Connection Successful

! The connection to the database was successful

501 Server Mame: LIMKSDE

S0L Server Yersion Details:
Microsoft 0L Server 2012 - 11.0,5055.0 (X64)

May 14 2014 15:34:29

Copwright () Micrasoft Carporation

Standard Edition (54-bit) on wWindows MT 6.1 <xX64 =
(Build 7601 Service Pack 1) {Hypervisor)

Database Mame: KINGSTOM_LIVE

Hopefully the connection is successful. If not, please click Ok and re-check your information.

Click Save.

Q Links Integrated Payments Manager Setup [_ ]

Completing the Links Integrated
Payments Manager Setup Wizard

us

Links Inkegrated Pavments Manager has been installed on
wour compuker,

Click. Finish o close this wizard,

LinksPI

A
“.ﬂ
ey

#

o

= Bach I Finish I Zance|
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Using Integrated Payments Manager

The Integrated Payments Manager (IPM) module is comprised of the following screens and
opfions.

Integrated Payments Manager I;li-

Logout from Integrated

View Payments
Payments Manager

Reports

Rejections

Other Purchases

w201E6.1.18

This is the main screen that you see when you first log into IPM.
It is comprised of the following sections:

View Payments: provides a breakdown of past runs processed, as well as a listing of the
individual customers within that run.

Reports: various reporting options in order to display collated data regarding your debits.
Rejections: view and manage Rejected debits.

Other Purchases: control the debiting of the Links Customer Accounts feature.

Seftings: the various options for IPM and the debiting process.

Logout: close IPM.

Each section is covered in detail below.

Integrated Payments Manger Install and User Guide for LinksPay
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View Payments

This section of the module provides a breakdown of past runs processed, as well as a listing of
the individual customers within that run. Colour coding assists with the display of run or
customer status and numerous breakdown columns display amounts sent (pending),
cleared, rejected and settled. Some of the options available in this section of the Direct
Debit Module are confrolled by security seftings in Admin.

Fartially sent - will retry

The top row has a number of opftions:
Menu: click this to return to the main screen.

Run Type:conftrols what is displayed on this screen. Default is All. The other options are the
different Run Types, Classes, Memberships, Other Purchases etc.

Approval: controls what is displayed on this screen. Default is All. The other opfion is 'Requires
Approval'.

Run Date From: date control for what is displayed on this screen.
Run Date To: date control for what is displayed on this screen.
Refresh: refresh the screen image.

Search:

This button opens up the new Search feature.

People ID number matching 102805

Clear [] Cunent Location Only
Credit card'bank account numbers ending in 102805

Debit Run ID matching 102805 Description
Token ing 102505

Transaction Custamer

Reference Fieference Token Cor

LastUpdated Location

=T e 12/02/20169:43 . DEMO SITE T2278 1/2BB/2279/4B A

When a number is entered into the search field, it uses a dynamic search tool that supplies
multiple search parameters to choose from.

Integrated Payments Manger Install and User Guide for LinksPay



MODULAR SOLUTIONS

DD Run Color Codes:

Being Sent The transactions have commenced sending.

Manual Send & Receive:This is used fo force the Links Service to Poll immediately. It should
only be used under the advice of a Links Staff Member, but will not damage your system if
used by a user.

The next row displays your debit runsthemselves, in an easy to read 'snapshoft'.

Run Type: This displays the type of debit run it was, Classes, Memberships, Other Purchases
etc.

Approved: ticking this box lets IPM know that it is ok to send to send to your financial
institution. By default this is auto ficked. Options for this setting are found in Settings.

Release: the release Date and Time for the run. Even if the run is Approved, IPM won't send it
until the Date/Time entered here. By default it is set to midnight of the previous day of the first
day of the DD period.

If the run hasn't yet been sent to thefinancial institution, it is possible to change the release
Date/Time by right clicking the date field and selecting 'Alter Release Date/Time.

Integrated Payments Manger Install and User Guide for LinksPay
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T
[ |
View Transactions
v
Alter Release Date/Time
(lasses v 1/02/
Rewverse Members DD
Memberships v 1,024

#Trans: the number of Transactions in this DD run.

Total: the Total debit amount of this DD run. This is not necessarily the amount that will be
returned.

Pending: the Total currently Pending for this DD run. Transactions have been sent to Links Pay
and are awaiting processing, or awaiting response from the customer’s financial institution.

Cleared: the Total Cleared for this DD run. This applies to Credit Cards only. The financial
institution has provided a response that funds are available, however these funds have not
been release at this stage.

Settled: the Total amount in $ that was Settled for this DD run. This is the amount that was
returned.

Rejected: the total amount in $ that was Rejected for this DD run. Rejected means that the
customer’s account cannot be debited. The reason is supplied by the financial institution.

Pending: the % still Pending for this DD run.

Cleared: the % that was Cleared for this DD run.

Settled: the % that was Settled for this DD run.

Rejected: the % that was Rejected for this DD run.

Status: the last Date/Time that the Links Service updated this DD run.

To view the individual transactions double click or right click on the run you wish to view.

5 o x o
5 = = = 5 = _‘_E F £ &
e s & F 5 g 3 g F g K 5
£5 g & £ g 8 & 3 & s & F &
[TI—— 1 86| £1950.84  £1550.84 - 0(00% 0(0.0%| 0(0.0%) 88(100..
View Transactions
Alter Release Date/Time

Integrated Payments Manger Install and User Guide for LinksPay 12
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The following will be displayed:

Peaple 1D MNarme Amaunt Payment Type Status Diescription RejFes Last Updated

e GOLD ADULT DD | 23/02/201012:45 P

The top row includes a summary of the information that was on the previous screen.
The next row displays the details of the DD run.

People ID: the PeoplelD of the Customer. In the case of a Classes DD run, it is also the
ResponsiblePerson ID.

Name: the name of the Customer.
Amount: the amount the Customer is expected to be debited.

Payment Type:the nominated payment type of the Customer, as set in their Account screen
in Links.

Status: the current Status of the Customer in this DD run, Pending, Rejected, Settled efc.

Description: if the Customer's debit is rejected, the reason supplied by the financial institution
will be shown here.

Rej Fee: : if the Customer's debit is rejected, and a Rejection Fee has been setup in IPM, the
fee will be shown here.

Last Updated: the Iast Date/Time that the Links Service updated this DD run.
Transaction Reference: For Links Support Use Only.

Customer Reference: For Links Support Use Only.

Combined GUID: For Links Support Use Only.

Group Pay GUID: For Links Support Use Only.

Highlighting a Customer in this view will display further details below:

Integrated Payments Manger Install and User Guide for LinksPay
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In the case of a Classes DD run, this will display the Students.
Polling

In the Payments section of the Direct Debit Module is a prompt bottom right to show you that
your service is polling. If you see ‘Service Polling Disabled’ you must contact Links Support
urgently to rectify, as you will not be able to process payments or rejections within the
module.

Integrated Payments Manger Install and User Guide for LinksPay 14
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Reports

A range of reports are available from the Direct Debit Module. As a LinksPay customer you
are automatically sent a Seftlement Report and Rejections report affer each run is
processed. These reports can also be generated here if required.

The following reports are available for viewing in the Module:

Rejection Report Displays the customers that rejected for a selected
period

Settlements Report Shows the funds settled to your bank account

Run Comparison Report Compares the amount of each debit over a given time

period (Compares category against category)

Repetitive Rejecters Shows customers who meet the set criteria for
consecutive or number of rejections in a given time
frame

Running a report

To run a report you will first need to choose the report you wish to run from the drop down
menu on the left hand side of the screen

Eﬁ“‘i‘ilzlofb M|« © 3|3 EmmE-| |w00% < Find | Mext

Rejections Report
Settlements Report
Run Comparison Report
Repeat Rejecters Report

Once you have selected a report the filter options for that report will appear for example

Integrated Payments Manger Install and User Guide for LinksPay 15
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DDRuns to View:

— DDRunDate DDStatDate DDEndDate DDRunDate DDStartDate DDEndDate

22/07/2008 1/05/2008 31/05/2009 22/07/2009 1/05/2009 31/05/2009

22/07/2009 1/04/2009 20/04/2009 ; 22/07/2009 1/04/2009 30/04/2009

Once you have set the selection criteria click on OK to save the seftings. You will then need
Load Report

to select from the report options screen.

The following will display whilst the report is loading:

C

Report is being generated

Output Options

Printing

To print a report click on the print icon seen below

’..._

EIEKEEEEIE a@léﬁm@l

Export to Excel

Integrated Payments Manger Install and User Guide for LinksPay
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Reports can be exported to excel using the SAVE As function

G = [
| Excel |
Acrobat (PDF) file

The following will display before a selection screen for where you wish to save the export file

Exporting ﬂ

Flease wait...

Export to PDF

Each report generated can be exported to PDF. Once the report is viewed click on the
SAVE as icon and chose the PDF option, where you will be prompted to choose where to
save the PDF.

[A~|| 100% -
Excel
| Acrobat (PDF) file

Integrated Payments Manger Install and User Guide for LinksPay
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Rejections

The rejections window of the Integrated Payments module has two main functions. The
automated SMS and Emails sent to customers can be viewed here, and it is also used for mail
merge and phone lists functions. Any templates used for the rejection process (SMS, Email
and Leftter) are setup in IPM > Settings.

Contact Methods & Filters

When a customer’s payment is rejected the Direct Debit Module can automatically contact
the customer via SMS or Email to notify them of the rejection. Alternatively, their details can
be added to a mailing list ready for quick mailing through a single push button. If you wish to
contact customers by phone individually their details will be available on the phone list.

44 Rejections o o

Wednesday, 22 July 2009 -
Prirt Letters Refresh
Wednesday, 22 July 2009 -

By default when the rejections screen is opened only those requiring further action will display
on the list. These usually are phone and letter customers.

You can change the view of the list using the following features:

Actioned Type
Type
Method
SMS
E-mail
!Letter
: Phore Call
Date [0 Wednesday, 22 July 2009 ~

O] Wednesday, 22 July 2009 -

Contact Status

When a customer has been sent an SMS or Emailed they are automatically marked as
contacted. Once a letter has been mail merged/printed for a customer they too are marked
as contacted. If you are contacting them by phone, then a contacted check box is
available to check once each customer is contacted.

Integrated Payments Manger Install and User Guide for LinksPay
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Printing Letters

Before letters can be printed, this opfion must be furned on and setup in Direct Debit Module
seftings.

After rejections have been received for a run, the lefters can be sent via a few simple steps

1. Select the button from the main rejections screen

The following screen will display

Fedl [0 Wednesday, 22 Juy 2009 -
To [E] Wednesday, 22 July 2009 «

Fee
ch Total Home Phone Mobile Phone

2. You can change the document default if required
3. You can chose to deselect customers if required
4. Once any filters you require have been set click on PRINT LETTERS

Viewing the message

When a customer has been sent a SMS or Email the actual message that was sent is saved
for future reference. To view this text, double click on the customer name to view.

Integrated Payments Manger Install and User Guide for LinksPay
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Other Purchases
Other Purchases is the section that deals with the debiting of Customer Accounts.

Customer accounts can be used in two ways. They can be for other purchases which are
paid by direct debit, or a customer can have a "“running tab” at the centre. They can also
require that a customer places credit on their account and then uses this at a later date. This
is popular for créche parents where they can load up a card with credit and then use it at
the créche each time they visit. It saves them having to have a till and take payments in the
créche.

This is separate Direct Debit run that can be run on the same day as a membership or class
DD and if it is, then it will combine the amounts to be sent to LinksPay, but if it is run on a
separate day, it is its own DD run.

Clicking on other Purchases brings up this screen:

" process Payments Menu ) o s 24 |

You are cumrently logged into location

Manual Run |Sdup I

Manual Run
Manual Addto DD...

Setup

The settings in this fab allow you to choose the limits that will apply to yourOther Purchases
DD. For example, how much debt a customer can accrue, whether they can’t accrue debt
but rather get debited for credit on their account and when the DD will run.

Integrated Payments Manger Install and User Guide for LinksPay
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'_'5 Process Payments Menu ] ;lgl_x.j

You are currently logged into location

'Manual Run Setup |

—Add to DD Frequency
C Off
¢ Align with Membership/Classes DD
" Scheduled

Time to process

Start Date

|_ ~Sqlf'ﬂ d mmue

Every I CE Idays _v_l from the Start Date.

Time To Release Transactions: |12:00:DO AM 3:

— Balances
Recharge Up To s 100
Recharge Point s 0=
Account Minimum Balance $ 0=

A restart of the Links Service is required to activate any changes made in this screen.

Save

Close

Add to DD Frequency
There are 3 options for the direct debit frequency:
Off: switches the Add to DD option off.

Align with Memberships/Classes DD: if it is aligned then on the day that you run a
membership or classes DD, when you try to approve the run in IPM it will warn you that a
Other Purchases run needs to be completed. You can then run it manually, like Membership
& Classes DD runs.

Scheduled: f it is set fo schedule then it runs automatically at the fime it is scheduled for. This
option would be most likely used for those that want to run it daily/weekly but different to
their membership or classes DD.

Integrated Payments Manger Install and User Guide for LinksPay
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Balances
1. If you allow the Customer to go info debf:

1. Set the Account Min Balance to a negative amount.For example, if they can
go into debt of $150 then enter -$150.

2. Set the recharge up to as $0.
2. If your Customer must have credit to spend (which is paid by DD)
1. Set the recharge up to the amount of credit they wish to maintain.

2. Set the recharge point fo when you want to top them up.For example, if the
recharge up to is $50 and they have used $40 of their credit and the recharge
point is $5 then they wont be debited until they spend another $5

Further examples:
» Allowed to go into debt Example
e Recharge up to = $0 = always pays off the debt
e Recharge point = -$15 = it wont debit anyone until they owe $15
e Account min balance = $150 = they can only add things to account up to $150
» Only allowed to use credit Example
e Recharge up to $50 = you want the customers to have $50 credit on account

e Recharge point = $10 = the customer will be topped up to $50 when they get to
$10 or below

e Account Min Balance = $0 = because they can only use pre purchased credit

Integrated Payments Manger Install and User Guide for LinksPay
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Manual Run

This tab is where you run a Manual Other Purchases DD run.

& Process Payments Menu

Clicking on Manual Add to DD will open the Process Payments screen in order to allow you to
run the Other Purchases DD run.

Whether you are aligning the Customer Account charges with a member or class debit or
just running an Other purchase debit run as needed the below steps will walk you through this
process.

Integrated Payments Manger Install and User Guide for LinksPay
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To Run a Manual Other Purchases DD Run

1. Click on Manual Add to DD. This opens the Process Payments screen.

:‘_?;Process Payments i E i -Igl)_c_l

Links Debts | Service Status |
RunTypes— [~ Debit Types
Other Purchases v Integrated Payments 2

Group Description Type End g Period Start Period End Schedule

Other Purchase Other Purchases Integrated Payments Every day

™ Select Al Manual Run
’, Trial mode only [~ = I
Curment Debit Runs
Descripti Period Start Period End Stage Status
2| Other Purchases Scheduled
™ Select Al Remove Run I Complete Bun I
_fovences | oo |

If you have a scheduled Other Purchases run setup, it will show in the bottom half of the
screen.

However, the manual run is performed using the top half of the screen.
2. Tick the option 'Other Purchases' from under 'Available Debit Runs'
3. Click 'Run Now'

4. The details of the run will appear in the 'Current Debit Runs' section.

Integrated Payments Manger Install and User Guide for LinksPay
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‘_‘:‘,_ Process Payments !Ii[ =

Links Deits | Service Status |

RunTypes ——— | [~ Debit Types
(Other Purchases 1™ Integrated Payments 1 ¥

Available Debit Funs

Last Period

Group Description Type End Periad Start Periad End Scheduls
W | Other P

[~ Selectal Manual Fun

Tridl mods only [~ |
nal mode only Fiun Mow

Current Debit Runs

Description Period Start Period End Stage Statuz
- (Other Purchases Scheduled iy
v Other Purchases Diebit Amounts Calculated 7 passed [$121.20), 0 exclusions [$0.00]

™ Selectal Remove Run | Complete Run |

Advansed | Cloze

5. You can click on the link in the Status column to look at the charges in more detail:

Run Details M=l B3
Summary
Tatal ¥alid |$11.99 Tatal Euclusions |$D.DIJ

[ e P —

| Amount

MNo. |1

Total, § [$11.53

— Exceptions [amounts that vam from standard charge)

Mame | 1D | &mount | Comments

Pit | Total [$0.00 No. |0

— Excluzions [accounts will be charged only)

Mame | 1D | Amount | Description

Print | Total, $: {$0.00 Mo. [0
Femove Run Complete Run _’)
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6. If you need to make changes select 'Remove Run'. If you want to proceed select
'‘Complete Run'.

7.Select 'Yes' to proceed

S
@ Complete the selected runis)?
k. ° 4
es | Mo I

8. The screen will show 'Updating Accounts completed'

Process Payments [_[O]x]

Links Debits | Service Status |

FunTypes ———— | [~ Debit Typss
Other Purchases i~ Integrated Payments i~

Available Debit Runs

e Desais T Tipe £ Peied Period Slatt Period End Schedule

™ Select &l Manual Run

Trial mads anly [
nal mode only R

Current Debit Runs
Description Period Start Period End Stage Status
r Other Purchases heduled
r Other Purchases

Updating Accounts Completed 7 accounts updated. Click to add camment.

I Select &l Fiemove Aun | Complete Fun |

Sdvanced | Close

9. You can also click on the hyperlink to add a Comment if you wish
=% Run Results =] &3

[ Results
Time: | Message Detailed Message
Processing 2 outstanding ...

| Description

| I Std. Amount

| Amount

2:2301 ... | Processing £35.00 charge
DAWE, BAGGING 329 $7.93 $7.93 22301 .. | £35.00 charge processed
STILLER. BEN 83 $7.93 $7.93 2:23:00 .. | Processing £35.00 charge
RICE. PENELOPE 14 $8.24 $8.24 2:23:01 ... | £35.00 charge processed
GOETZE, FETER 27 41293 $12.93 2:23:01 Processing £70.00 debit t
SLACK, SAM 2:23:01 £70.00 dehit total added

223m Using credit card debit det.

223m Processing complete

Comments
Debit Run Camment

OF 1un March 15 by Dave|

Cancel Save

A
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10. Select Close to exit.

11. The run will now appear in the View Payments screen where you can approve it (if
required)

Partially sent - will retry

211442016 §740.40
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Settings

To assist with the automation of feature within the IPM module there are a range of settings
that must be first decided upon before using IPM. These seftings control everything from the
Till the tfransactions are completed on, right through to the template for automated SMS’s
and Emails. It also includes our new feature - the Health Check.

General Tab

General ll‘pproval & Release Details | Rejection Fees | Notffications | Log |

You are cumently logged into location Golf and Tennis Centre Change Location |

Integrated Payments requires a till to save transactions against when they have been processed and settled.

Til |RADMIN 4|

Integrated Payments will send an email to a staff member if there is a problem with the intemet communications

Email communication emors to l _I

Links can automatically alert a staff member when Direct Debit runs are due or overdue.
These messages are checked when the first person logs into Links each day.

" before

Calculate the due datetobe | % same dayas | the start of the period
" after

™ Overdue

I” Duetoday

™ Due within the next | 0 days after the due date.

Staff memberto oty | .|

Health Check I Save I Cancel

4

Location: if you run a multi location site, the option to change locations is available here, for
single location sites this simply displays as a label.

To change Location, click on the Change Location button and select the new Location from
the dropdown list.
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Till: you can choose which Till the tfransactions for your Direct Debit are processed through. It
is recommended to have a separate Till for DD income tracking. Tills are setup in Admin > Site
Menu > Setup Locations/Other Site Parameters.

To select an existing Till, click on the dropdown box.

Communication Errors: if continued problems with the infernet connection are seen by the
Direct Debit Module then an email will be sent to the selected staff member informing them
of the possible issues. The email address for the staff member must be set in Links > Admin >
Security Menu > Staff Members.

To select an existing Staff Member, click on the search box.

DD Run Reminders: if you would like to be reminded when a run is due for processing or has
been missed the below parameters can assist this.

First you need to choose what you consider the due date for your run. Most sites will choose
that the due date is the same as the start of the debit period; however others may choose
that this is earlier. For example the Run period is from the 1stthrough to the 31st of the month,
but you process this run on the 25th of the month.

You can also choose which reminders you would like to be sent to the nominated staff
member.

As an example:

"We process our run 4 days before the start of the period and we would like to be reminded
if we forget to process the run”

Links can automatically alert a staff member when Direct Debit uns are due or overdue
These messages are checked when the first person logs into Links each day

@ before
Calculate the due date to be same day as  the start of the perod by 4 days
after
7| Overdue
| Due today
] Due within the next 0 days after the due date.
Staff memberto notify 227 Z77 -
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Approval & Release Details tab

"General  Approval & Release Details | Rejection Fees I Motifications I Log |

When the Direct Debit run iz processed, Links will automatically calculate a date and time
to release the transactions for payment, based on the Start Date for the
Direct Debit period.
" before
Calculate the Release datetobe % same dayas | the start of the period.
" after

Release Time |12:00:00 AM =

— Approval
Check the boxes belaw if vou wart all Direct Debit nuns to be manually ticked off
before the transactions are sent.
Mate that if transactions to be manually approved are nat approved, payments will not be
automatically sent for processing.
Late approvals may mean that the transactions are processed later than expected.

[T Classes Require Approval
Staff member to notify of pending approvals I

[ Memberships Reguire Approval

Staff member to notify of pending approvals I
[ Other Purchases Require Approval

Staff member to notify of pending approvals I

I Muotify for Processed Other Purchases Debit Runs
Staff member to notify of processed debit runs I

Ll L

Health Check | Save Cancel

4

Release Date: When the direct debit run is processed, Links will automatically calculate the
date and time to release the transactions to LinksPay for payment. This setting controls what
should be the default release date. In most cases the release date will be the same day as
the start of the period. Again this could be prior if you wish to collect monies prior to start of a
period.

Approval: By default, once arun is processed through Admin and the release date and time
is met the tfransactions will be sent off to LinksPay for processing. However if you wish to apply
a secondary level of approval this can be applied here. By selecting that approval is
required, this will require that a staff member of relevant authority will log intfo the module
and mark the run as approved for sending. A non approved run will NEVER send to LinksPay,
regardless of when it is due for release.
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Rejection Feestab

General | Approval & Release Detalz  Rejection Fees | Motifications | Log I

Fees can be automatically applied against transactions that are rejected.
Enter a service code to apply the fees against and the standard amount for rejection fees.
Lastly, select the rejection reasons that will attract this fee from the list below.

Service Code  [REJFEE Rejection Fee
Amourt | $10.00
Al A

Rejection Reason Apply Fee fd?:tnﬁcatian =
Insufficient Funds

Invalid Bank Account v [

Invalid Credit Card v |l

Expired Credit Card i -

Technical Failure/Invalid Transaction v -

Transaction Declined v -

Autharity Revoked By Payer v -

Payer Deceased - -

Invalid Bank Account BSB v - | |
Bank Account Closed v -

Invalid Payer Contact Details v I

Direct Debit Claim v |l J

-

Health Checlk | Save Cancel

4

Rejections are automatically added to a customer account through the Direct Debit Module
there is no manual intervention required. For this reason then we need to setup what service
code we wish to collect rejection fee monies to, along with the amount to charge. You can
chose which reasons you wish to apply a fee to the customer account.

The rejection fee service code must be first setup in Admin > Products/Services > Services.

In Links, the rejection fee amount must be entered under the pricing tab in the 'Advertised
Price’ field.

Once the ‘Advertised Price’ has been entered click ‘Save’.
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For more information regarding how fo sefup a new service please see the Admin User
Guide.

Once the rejection fee service code has been setup in Links, in LinksPay the service code
and rejection fee amount must be entered under the Rejection Fees Tab.

You must then select the Rejection Reasons that you wish to charge a rejection fee for.

These reasons are derived from the rejection codes LinksPay receive from your financial
institution.

Notifications tab

General I Approval & Release Details I Rejection Fees  Motifications | Log I

Debit Notfications ~ Rejection Notfications |

When rejections are received. notfications can be sent to customers

Select the methods you wish to use for notifying customers.

For example, f all checkboxes were selected and a rejection was received, Links would

first check f the customer had a cell number and they were flagged to receive SM5. If so

Links would merge the data with the nominated template and send the message.

if the cliert doesnt receive SMS, Links would then try email.

if the client doesnt receive emails, Links would then produce letters from the Rejection Page.

if the cliert doesnt receive any automated messaages., they would appearin a list on the rejections
page and would need to be manualy contacted.

Motify by

¥ by SMS IHejectiu:un j
then

' by Email Ireject email j
then

™ by Letter | =l
then by phone

Setup SMS Templates Setup Letter Templates Setup Email Templates

Health Check | Save Cancel

There are 2 types of Notifications available, Debit & Rejection.
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Debit Notfifications advise the customer that a DD run has occurred. This was added to warn
people that funds would soon be deducted from their accounts.

Rejection Nofifications are used to automatically send an SMS or Email to a customer if their
debit has been rejected by the financial institution.

To allow SMS messages and Emails to be automatically sent out through the Module users
must first setup a template that is going to be used by the automatic process. It is important
to note that SMTP& SMS details must also be entered for emails. These are entered in Admin >
Site > Site Setup. Further information about SMTP & SMS please refer to the Admin User Guide.

You can also chose which methods you wish to ufilise. For example if you only want
customers to be sent a SMS and then you will phone the customer, you would only select the
SMS option.

The process will only send one form of contact and for each customer it will move through
the methods until it finds one it can contact by. For example if all options were selected but
the customer didn't have a mobile number or an email address then they would be placed
on the list fo send a letter to.

Setting up SMS & Email Templates

The setup of SMS and Email tfemplates is almost the same, however the Letter template is a
little different, including the requirement of having Microsoft Word installed, so we will cover
that as well.

To begin select one of the 'Setup' buttons:

Setup SMS Templates Setup Letter Templates Setup Email Templates
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This is the SMS Template screen:

:E Debit Rejection Templates

Description I Rejection j New |

Dear <<Givennames =><<Sumame>>, your direct debit of $<<Amount>> has been reject. Flease contact The Golf and Tennis Centre.

=lolx|

— Merge Fields

Sumame j Add Field Delete | Clear | Save | Close |

1. To create a new template click New

2. Enter a Description
3. Enter the text of the message to be sent. Note: SMS can only have 160 characters.

4. Links can auto insert information for you using Merge Fields. To enter a Merge Field into

your message, select one from the dropdown list down the bottom left and click Add Field.

5. When finished click Save.
To create a Letter Template:

1. click Setup Letter Templates
2. The following screen will appear:
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3. click on the Document Name dropdown fo select 'New Document'
4. Enter the Letter Name & Description

5. click Create Template. This will open Microsoft Word.

6. Create your Template and Save.
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| General | Approval & Feleaze Detalls | Rejection Fees NDtificatiDn&l Log | Swyzterm Secunty

Filter by process |.-'-\II W | Dizplay Log

Filter From date | Monday ., 7 Maich 2016 [« |

Filter To date | Mondsy . 7 Mach 2016 [ |

Health Check Wiew Log Files Cancel

There are 2 parts to this feature - Display Log & View Log Files. View Log Files is only available
to Links Staff.

On the main screen you are able to display 3 types of Logs by selecting from the Filter by
Process dropdown list:

Al v

AddtoDD
FPapLink Semvice
| 2E

Clicking Display Log then displays the appropriate data.
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This can then be further extended by clicking on one of the Log enfries:

=) Log Details = _I_-':'

Settings
General | Approval & Release Details | Rejection Fees | Motifications | Log Spster LoglID: i 562563
Date / Time: FA03/2016 9:34:04 AM
Process |LMS-AU-GOLF12/37-6261-8835-23
ProcessT ypeld Flag FrocezzDateTime Locationt ame Comment
PaylLink Service |2 7/03/2016 934 &M |RGTC
Paylink Service |2 7032016 334 AM | RGTC IFimeeseA]- S Frseset]
PayLink Service |1 7/03/2016 934 &M |RGTC
PayLink Service |1 7/03/2016 934 &M |RGTC
PaylLink Service |1 7/03/2016 334 AM  |RGTC
PaylLink Service |2 7/03/2016 334 &M | ALGC
PayLink Service |2 7/03/2016 334 &M |ALGC
PayLink Service |1 7/03/2016 334 &M | ALGC
PayLink Service |1 7/03/2016 334 &M |ALGC
4 PayLirk Service 1 ALGC
PayLink Service |2 7/03/2006 3054M  |RGTC
PaylLink Service |2 7/03/2016 305 4M |RGTC
PayLink Service |1 /032006304 2M  |RGTC
PayLink Service |1 7/03/2016 %04 &M |RGTC
Paylink Service |1 /032006304 2M  |RGTC
PayLink Service |1 7/03/2016 %04 &M |RGTC
PaylLink Service |2 7/03/2016 304 &M | ALGC
PaylLink Service |2 7/03/2016 304 &M | ALGC
PaylLink Service |1 7/03/2016 304 &M |ALGC
PayLink Service |1 7/03/2016 303 4M | ALGC
PayLink Service |1 7/03/2016 303 4M | ALGC
PayLink Service |1 7/03/2016 303 4M | ALGC
PaylLink Service |2 7/03/2016 834 &M |RGTC
PaylLink Service |2 7/03/2016 834 &M |RGTC
PayLink Service |1 7/03/2016 834 &M |RGTC - |
Filter by process | PayLink Service W |
Filter From date [ Monday . 7 Mach 2016 [+ |
Fiter To date [ Monday . 7 Mach 2016 [+ |
Health Check ‘ ‘ “Wiew Log Files ‘ Save ‘ ‘ Cancel

New Feature - Health Check

IPM has a built in Health Check that displays a list of the appropriate services and their
operational statuses.

It is found in IPM > Settings, in the bottom left hand corner:
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Settings

General | Approval & Release Detais | Rejection Fees | Notfications | Log |

You are curently logged into location Goff and Tennis Centre Change Location |

Integrated Payments requires a till to save transactions against when they have been processed and settled.

Til [RADMIN I=|

Integrated Payments will send an email to a staff member if there is a problem with the intemet communications

Email communication erorsto | | ]

Links can automatically alert a staff member when Direct Debit runs are due or overdue.
These messages are checked when the first person logs into Links each day.

" before
Calculate the due datetobe | /' same dayas | the start of the period
O after
™ Overdue
I Duetoday

I™ Duewihinthenext | 0 days afterthe due date.

Steff memberto notfy | L.l

Its information includes the following:

Location__ Name Status_ StatusMessage Ipbddress DbDetals Sewvicehddiess_ Version
LinksService Connectivity ok | o B ) locahost8000 |
Al LinksService oK 120031 ServerLMS-AU-.. 20152150
Al LinksService Server Disk Space | 0K Diive C:\ has 54531.08MB fres space. 120031 Microsoft Windows Server 2012 Standerd
Al Links Database oK Drive o2\ has 54531.08MB of fee space. 120031 ServerLMS-AU-.. Microsoft SAL Server 2008 R2 (SP2] (10.50.4000.0)
RGTC LinksPay Configurati oK
CONFIGURATION OK
Business:
Deit from bark account ENABLED
RGTC LinksPay Connectivity oK gz‘;ﬂ’“;";f;jf‘;ﬂf;’i’:g:;:nz [Engfg:sw ':;;,]cavd visa) 120031 htps://apiinksp...

Location Registration ID:
Max realtime amount: 2000.00
Max recurring amount: 2000.00

[¥] Current Location Ony

Location: the Location that IPM is logged into. Some information applies to all Locations,
while some is Location specific.

Name:the name of function supplying the data.

Status: the status of the function. Either OK or ERROR. And ERROR status also highlights the line
inred.

Status Message:details supplied by the function. For example. In the image above you can
see that the C:\ Drive of the PC that the Links Service is installed on has 54531MB free space.

IP Address: the IP (Internet Protocol) address of the PC that the function is on.
DbDetails: the Server & Database names.

Service Address: the address the Links Service is using.
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Version: the version of the function/application.

The Health Check can be run for all Locations, or a single Location and is refreshed by
clicking the Run Checks button.
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