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RevTrak® Portal Browser & System Requirements

Internet Explorer* Safari
e Version 10 e Versions6,7,8
e PC-WindowsXP, Windows Vista, e Mac—-0SX10.8, 10.9, 10.10

Windows 7 or Windows 8

Firefox Google Chrome
e Versions42+ e Versions46+
e PC—Windows7or Windows 8 e PC—Windows7or Windows 8
e Mac-0SX10.8, 10.9, 10.10 e Mac—0S X 10.8. 10.9, 10.10

Dashboard Navigation

The RevTrak® Portal navigation barisfound on the left side of the screen.
You will use thisto navigate through the Portal.

Wheneveryou need to access the Portal home page, or Dashboard, select
“Dashboard.”

DASHBOARD

ORDER ENTRY
To processin-person payments, selectthe “Order Entry” module.
“Payment History” may be usedtoreview item history and order history.

 PAYMENT HISTORY

REPORTS

Depositreports and transaction details may be reviewed under “Reports.”
You can also use the “Contacts” tab to access orderdetails fora specfic
SETTINGS customer, as well as review and edit theiraccountinformation.

CONTACTS

INVENTORY Anythingregarding the general set-up of the Web Store can be found under

“Settings.” Here, you will be able toreview your global settings, update any
importlists, modify reciept notes, review sales tax, edit pages, and assign
User permissions.

WEB STORE

E-Z HELP “Inventory” iswhere your Web Store’s current offerings are managed. Please

contact your Client Service Representative if you would like to add or edit

PARTNERS .
Web Store items.

Under the heading “Other Links” are a few helpful links. You canview the “Web Store.” There is
alsoa linkto “E-Z Help,” whichis where service requests can be entered and tracked. Knowledge
Books and FAQs about the Web Store and Portal may also be accessed through E-Z Help.
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Processing an Order Entry Transaction

Order Entry allows youto collectin-person, phone-in, and mail-in payments. You must be loggedin
to the RevTrak® Portal to use OrderEntry. Please note that Internet Exploreristhe required browser

to use a card readerwith OrderEntry.

Once you have clicked “OrderEntry” (the second option on the navigation bar) you are ready to
begin.

Selecting a Customer

Expre

1 CUSTOMER -

=5 Contact

4 CUSTOMER -

= SHOPPING CART (0)

USTOMER -

ct

W SHOPPING CART (0)

% Cancel © Express

Q

Abrunzo , Georgia
‘999 Mockingbird Lane, Jffififif]

Akkerman ., Juan
1679 Summerset Lane, Cedarville

Andrews , Georgia

% Cancel © Express

N

To take an in-person payment, youfirst need to
indicate from whomyou are receiving the payment.
The defaultsettingwillindicatean “Express
Contact.” If you continue using an Express Contact
for your Order Entry transaction, the customer will
not be emailed theirreceiptatthe end of the
transaction.

OrderEntry integrates with existing accounts within
your Web Store. To look up an existing customer,
click “Change.” Amenuwill slide out.

You will be able tosearch for the customer using the
searchfield labeled “Filter.” Once you have located
the customer, click on theirname. Once you have
selected the name the customer, you caneither

Doe.j_ohn . R R i .
R S T view oredittheircard information, oryou may
G beginaddingitems to the shoppingcart.
T — 2 Change Current customers with valid email addresses will
. = Credit Cards receive atransaction confirmation viaemail.
john Doe
John Doe

'™ SHOPPING CART (0)

#19513
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Adding Items to the Shopping Cart

You can easily locate items by choosing an
may scroll through allitems or search forthe item

by the item name in the “Filter” field. Click on the
itemto add it to the Shopping Cart.

2 CUSTOMER - Art Supplies =
#artsupplies Enter anyrequiredinformation fortheitemand

click “Save.” This will add the itemto the

“Shopping Cart.” The itemwill notallow you to

Quantity saveifthereisrequiredinformation that has been
' < leftincomplete.

John Doe Cost

$10.00

<>

'™ SHOPPING CART (1)

® 1 ArtSupplies $0.00

Enter Students Last Name and ID

T The “Shopping Cart” will display all items selected

boe, 1234 for purchase. You may editany one of the items
by clickingontheitemname. Todelete anitem
fromthe “ShoppingCart,” selectthe itemandan
“x” will appear. Click the “x” and the item will be
removed.

% Cancel -

Confirmthe itemsinthe cart with the customer
Checking Out and then proceedto Checkout.

If the customeris currently a Web Store

i | " .
e ety | cost  Tembe customer, you will have the option to have
1 $10.00 $10.00 . .
Hote: Dos, 1234 them pay with a previously saved card
Athletics AP Art History Exam 4 $70.00 £70.00
‘ : account. You may also entera new card
Chess Club
1 $45.00 $45.00 1 1
notes Do, 1258 account at thistime.
Total: $125.00
Service Fee: $4.36
Order Total: $129.36 If the customerrequests that the card
Fav wth eCheck account not be savedin OrderEntry orin
Credit Card Payment Info “ .
Credic Card tumber: Cardholder Name: — the Web Store, you may uncheck “Save this
CTTTTITTTITITITITIT Y John D a7 v 2017+ . re
Nickname (Gptional): e card.” Once you have verified the

information on the checkout screen, click

“Complete Order” to process the
[V save this card

transaction.
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Receiving Payment Confirmation

School Name

1234 East Bloomington Freeway Order #1

9056078

11/20/2015 1:40:59 PM

Bloomington, MN 55406

John Smith
10700 Lyndale Ave
Minneapolis, MN 55406

SKU PRODUCT DESCRIPTION PRICE QTy

Boys Hockey 20

15 Boys Hockey $450.00 1

Name: John Smith (21255)

Address: 10700 Lyndale Ave Minneapolis, MN 55406
Email: John Smith@RevTrak com

Phone: 555-885-9999

Comment: Tuesdays

Thank you for shopping with us. We hope to see you again! Thank you for shopping!

TOTAL

$450.00

$450.00
$0.00
$0.00
$0.00
$15.71

$465.71

Once the transaction has processed,
areceiptwill display and can be
printed for Card Present
transactions. Customerswho have a
valid email address onfile will also
be emailed areceiptfortheir
transaction.

Ifissues occuringeneratingthe
receipt, you may click “Print
Friendly Receipt” (onthe upper
right of the screen) to display the
receipt.

To change future receiptsto all display with the printer friendly format, see “Adjusting Receipt

Settings” (page 7).

Pre-Authorizing a Card Account

4 CUSTOMER - A Change
John Doe | IR e ‘
John Doe
: 513
W SHOPPING CART (0) #19513
FName
John
Pre-Authorize Credit Card
Authorization Info:
Cradit Card Number: Cardholder Name: Expires:

Month - Year -

Nickname (Optional)

You may pre-authorizea customer’s
card for use with future payments.
This is optional. First you will need
to search for and selectacustomer.
You will then click “Credit Cards.”

Next, click “Add New Card.” The
“Pre-Authorize Credit Card” screen
will then appear. Enterthe
customer’s card accountinformation
and click “Authorize.” You will
receive an approval message stating
the authorization has been
processed. The card account
information will now be saved and
can be usedforfuture purchases.
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Processing an Order Entry Transaction for an Item with Account Linking

Afterselecting acustomer (page 3), add an itemto the
Last Mame * cart (page 4). Anitemthat uses AccountLinking will
have fields to enterthe contact’s lastname and ID
‘ number. After completing the fields, click the “Save”
button. The itemwill be placed intothe cart. You may
process the paymentas usual.

‘ Smith

Account found successfully.

ID Number *
The importlist contact will be linked with the payor
21255 .
account forfuture transactions.
o | D
Account
| + |
Last Name *
ID Number *
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Receipt Preferences and Masking Account Numbers for Order Entry

There are a number of features for Order Entry that can be accessed through “Global Settings.”
Note: Only Users with access to “Global Settings” will be able to view or edit these settings.

To access “Global Settings”, first click “Settings” in your navigation bar. “Global Settings” willbe
the first optionin the drop-down menu. Scroll down to the bottom of the Global Settings page and
you will find the Order Entry options underthe “Web Store Color Options” header.

N

Always

Wide hd

Masking card account numbers while processingin-person Order Entry paymentsisanimportant
security feature that will putyour customers more at ease - you may mask the account numbers by
checking the box.

For “Receipt Presentation,” you may choose to select “Always,” which will always generate a
receipt afteranorder is processed, “Never,” which willnever generate areceiptforanorder, or
“On Card Present,” which will generate areceipt forthose transactionsin whichthe card
informationisswiped usingacard reader.

“DefaultReceipt Format” refersto the type of receipt printeryou are utilizing. The default setting
will be “Wide,” which generates astandard papersized receipt (8.5” x 11”). Select “Narrow” for
the bestoptionforribbonstyle receipt printers.
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Payment History

$ PAYMENT HISTORY

™ ORDERS

W ITEMS

Order History

You can use “Payment History” to review both Orderand Item History for
purchases made through your Web Store and Order Entry.

When reviewing both Item and Order History, you are able tofilter orders
by a number of qualifiers such as Order ID or Order Date. These filters are
found at the top of the screen. You may eitherdouble clickonan entry,
OrderID or “More Details” toreview a particular Order or Item Detail.

Forral

§i] EXPORT TO EXCEL

ORDER 1D

RevTra Order History

ORDER DATE TOTAL PURCHASER
Start 10/13/2015 m
-
i 4
s
End 11132015 )

Item History

“Order History” isthe first option of the Payment History module. Here is
where you can review the complete orders made by customers. You may
alsouse thisto look up an orderso that you may refund or void it.

@ EXPORT TO EXCEL

PURCHASE ID ORDER DATE v

Start: 10/13/2015

<>

End: 11/13/2015

RevTrak Item History
Fortal

Drag a column header and drop it here to group by that column

ORDER NUMBER QUANTITY cosT TOTAL DEPARTMENT DEPOSIT ACCOUNT SKU

~
v

Y hd A

<>
<
<>
<4
<>
_‘

“Item History” is the second option and shows the individual items
purchased by customers. Here you can review the purchasingtrendsfor
individualitems, departments and deposit accounts.
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Reporting

Reportingisan importantfeature in yourRevTrak Portal functionality. All Users can access reports,
and with the “Job Title” feature you, as a Super User, can indicate which ones.

To generate reports, click “Reports” in your Navigation bar. Itis the fourth option. The reports
available toyouraccess level willthen generate. You may also narrow the results shown by typing
a search intothe filter barsuch as “item” or “deposit.”

Exporting Reports as a CSV File

areport fromthe list. Make your
reportselections, such as department
TS m or date range and select “Run.” After
1n2ans ol the report has generated, you will
have the option to save the report.
I8 | Click “Save” and select “Data File”
fromthe drop down menu —the

L1 o

Save -| @ [7] | 14 4 .
\H—‘ 2 report will generate and save asa CSV
[Z) Adobe PDF File.. .
file.
(5} HTMLFile..

% Microsoft Word File...
[ Microsoft Excel File...

[ Image File..
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Contacts

In the “Contacts” module you can review customeraccounts and create new ones, if necessary.
You are able tolook up a contact usingfirstname, last name, phone, email, company name or

importlist.

View/Edit Contacts

Once you have located and selected the contact you would like to view, double click on their
name. A screen will pop up where you canreview their contactinformation, reset their Web Store
password, look attheirorder history, or review the credit card information thatis onfile.

Edit
Contact
John
Smich
John.Smicth@RevTrak.com
(555) BEE-0999
oHDER D GRDER DATE
Thu Mow 12 2015 11:43:27 GMT-0600 (Central Standard Time)
15:13:44 GMT-0500 | Daylight Time)
5 14:28:14 GMT. 3l Daylight Time)
2015 16:04:33 GM entral Daylight Time)
i jum central Daylight Time)
Fri jun 12 2015 00 (Central Daylight Time)
ri Mar 06 2015 13; 800 [Central Standard Time)

Webstore

Ord

AMOUNT
$50,00
$65.00
$10,00
$35.00
$35.00
$35.00

$45.00

SHIPPING
$0.00
30.00
$0.00
30.00
$0.00
$0.00

$0.00

Address

10700 Lyndale Ave

Minneapaiis

MN

55406

HAMDLING T SERVICE FEE
$0.00 $1.75
§$0.00 $0.00
0.0 $0.00
$0.00 $0.00

50,0 $0.00
SO0 0,00 $0.00
0.0 $0.00 $1.00

TOTAL

$51.75
$65.00
$10.00
$35.00
$35.00
$35.00

$46.00
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Voids and Refunds

Void: To stop a transaction from settling with a cardholder’s bank. A void must be processed prior
to 7:00 PM Central Time on the same day as the transaction. Pending transactions may remain on
card holderaccounts for approximately 3to 5 business days.

Refund: To return fundsfora given transaction back to the original cardholder’s account. There are
no time restrictions on refund requests. Both the debit and credit will be listed on the cardholder’s
card statement. Refunds are credited back to the original cardholder’s accountin approximately 3
to 5 business days.

Locate the Transaction

Opening “Order History” (the first option under “Payment History” on your navigation bar), you will
be able to look up the transaction or order using eitherthe customer’s name orthe orderID. Click
“View Details” to view the transaction andissue avoid or refund.

19056077

111272015 $51.75 ohin Smith WIEW DETAILS

Partially Refund a Transaction

In the transaction detail, you will note
“View/Refund” displayed next to each

T NE $ 2500

— . $0.00 item purchased. Click the appropriate

m Refurd $26.75 “Refund” button. Once you are

broughtintothe refundscreen, you
may enterthe refund amount. Review
the amountdisplayed onthe partial
refund button. Select the appropriate
buttonto complete yourrefund.

Refund or Void the Transaction

Select “Void/Refund Order.” The software will automatically complete the appropriateaction. The
screen will refresh and youwill be able to view the void orrefund.

Please notethat refunds and voids may not post back to integration software. Accounts may need
to be manually adjusted for refunds and voids. Your Client Service Representative can answer
questions related to the posting of refunds orvoids to yourintegration software.
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User Accounts

RevTrak® Portal User Accounts

Edit

" UPDATE () CANCEL

Select & job citle.. o

Accessthe RevTrak® Portal User feature toadd
or edita user’saccount (username, password,
etc.) and user’s privileges. “Users” may be found
underthe “Settings” option, which is the sixth
selection onyour navigation bar.

Add a New RevTrak Portal User

o Clickthe “Settings” button and selectthe
“Users” option.

o Click “New User” at the top left of the screen.
A blank “Edit User” prompt will display. Enter
a username, password and contact
information forthe new user.

e Usingthe “JobTitle” editor, selectthe
privileges forthe new user. Click “Update.”

Usernamesand passwords will notautomatically be sent to the new user. Please providethe new
userwith a RevTrak® Portal link as well theirlogin credentials.

Edit a Current RevTrak® Portal User

e Clickthe “Settings” option and select “Users.”

e Clickon the usernameinthe “UserList” (use “Filter” to search the “User List” for a user).

e You may eitherdouble click onthe user’s name or click on the “Edit” button to display the “Edit
User” prompt screen. The user’s existing information willdisplay. Please note thatitis not
possible toview a user’s password, but the “Edit User” screen can be used to resetthe

password.

e Editthe user’saccountinformationor “User Privileges” and click “Update.”
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Portal Access

Portal Users

Add new users

Global Control

Super User

2

Supervisors

Power User

Product Builders

Standard User

Order Takers

Basic User

Edit Login & password

,\/
Order Entry (OE) Process OE Payments N N N N
View v v v v
Order Management View Transaction History \/ \/ \/ \/
Refund/Void N
Legacy Reports View & Drill Down \/ \/ \/ \/
Reports View & Drill Down N N + N}
Edit ContactInformation + +
Edit Login & password + +
Edit Import Type \/ \/
etk T v v
View past orders N N
Refund/Void \
Create Newcontact < <
View User List \/ \/
View / Edit Portal Users
Add / Edit User Account N
Changes Edit /Mass Inventory Update \/ \/ \/
Inventory Edit /Add N N N
Account Codes Edit / Add N N N
Departments Edit /Add N N N
Groups Categories \/ \/ \/
Modifiers Edit + + +
Units Edit / Add N N N
Receipt Comments Edit / Add \/
Pages Edit /Add N N N
Sales Tax Edit / Add N N
Import List Edit / Add \/
Globals Edit N
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