Procedures for Preparing Web Merchant Deposit:

1. Watch for e-mails from Authorize.Net confirming the settlement for prior day (i.e. yesterday)

transactions.

2. Pull Transaction Details by Settlement Date Report as follows:

a. Access Authorize.Net website: https://account.authorize.net/

{= Authorize.Net - Windows Internet Explorer

@ &, - |§, https authaorize. net

MENEIRENR: |[2

File Edit Wiew Favorites Tools  Help

g;‘f Favarites {:‘5 £ | Free Hotmail

'_r,é Authorize, Net

x %Convert - Select

- B | 0 v Page - Safety~ Tooks -~ @~

Authorize.Net

Customer Information Manager
Store sensitive payment data on our
secure servers, not your own systems.

v~ Simplify PCI DSS compliance

v Easter checkouts for repeat sales

v | Web-based interface

Click to learn more.

Leg in now to sign up!

b. Enter Login ID and Password. Then click “Log In”.

Please Log In!
Login ID: /
| - ‘ Forgot Your Login ID?
FPassword:
Forgot Your Password?

c. Choose Transaction Detail under Reports. This will bring up the Transaction Detail

Reports page.
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https://account.authorize.net/
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File Edit Wiew Favorites Tools  Help ‘x @Cunvert = [ Select

¢ Faworites | 5 £ Free Hatmail
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Authorize.Net Wokcome ison uro
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HOME TOOLS REPORTS SEARCH ACCOUNT

Virtual Terminal | Unsettled Transactions Apple Pay

Apple Pay allows you to use your Authorize.Net account to process in-app payments from customers
with the new iPhone & and iPhone & Plus. Using the Visa Token Service and similar tokenization
solutions developed by MasterCard and American Express, Apple Pay provides a solution that can
simplify the checkout process, help reduce your fraud risk, and expand your business and customer
payment options.

ANNOUNCEMENTS
There are no new announcements at this
time.

TOOLS
wirtual Terminal Authorize.Net Verified Merchant Seal™

Upload Transactions @ Wh.en disp\asﬁed an your.website‘ our free Verified Ivlercha!ﬂt Seal incre.ases customer confidence that
their fransactions are being processed according to the highest security standards

Recurring Billing

Fraud Detection Suite
Customer Information Manager
Simple Checkout PRODUCTS & SERVICES
Sync for QuickBooks aCheck Net®

REPORTS /' Offer your customers an additional payment option. eCheck.MNet enables youto accept and process
Transaction Detai electronic check payments directly from your website, Virtual Terminal or Batch Upload

8

Transaction Statistics
Returns

d. Click the Date dropdown list and choose the date. Then click “Run Report”.

&gﬂ - |g, https: | account. authorize, net/ V| % |E| |§| |g| |ai Live Search

File Edit ‘Wiew Favorites Tools  Help |x %gCDnvert -

Select:

77 Favarites | 9% €| Free Hotmail
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| @ Authorize,Met |

A\ FEEDBACK a4 contacTus 6% LveneLe @ el S
. o
Authorlze Net Welcome: Allison Murao
.

HOME TOOLS REPORTS SEARCH ACCOUNT

T

Transaction Detail Transaction Detail Reports Helo

Transaction Statistics
Returns f f f :

This report lists all settled or declined transactions for the settlement date you select.
Motice of Change

QuickBooks Download

Report Criteria

Toview details for transactions by settlement date, select an item type and a Settlement Date. Click "Run Report.”

Item Type: | Settled Transactions  » |

Date: | 25-3ep-2014 00:19:36 (eCommerce) w

Run Report
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= Authorize.Net - Windows Internet Explorer

5@.’ L 4 |g, https://account, autharize, net/

File Edit Wiew Favorites Tools |x @Convert

Help

25-5ep-2014 00 (eCommerce)
24-5ep-2014 00:19:29 (eCommerce)

57 Favorites | 95 €| Free Hotmail

(& Authorize. et | |

23-3ep-2014 00:20:42 (eCommerce)
20-5ep-2014 00:19:42 (eCommerce)
19-Sep-2014 00:19:38 (eCommerce)
18-5ep-2014 00:20:07 (eCommerce)

Authorize.Net

HOME TOOLS

16-Sep-2014 00:21:04 {eCommerce)
14-Sep-2014 00:18:37 (eCommerce)
10-Sep-2014 00:18:52 (eCommerce)
06-Sep-2014 00:21:13 (eCommerce)
16-Aug-2014 00:18:26 (eCommerce)
12-Aug-2014 00:18:27 (eCommerce)
06-Aug-2014 00:18:07 (eCommerce)
05-Aug-2014 00:21:48 (eCommerce)

Transaction Detail

Transaction Detail Repo
Transaction Statistics

Returns This report lists all settled or declined tra

Motice of Change

02-AUg-2014 00:20:15 (eCommerce)
01-Aug-2014 00:19:18 (eCommerce)
31-Jul-2014 00:18:54 (e Commerce)
26-Jul-2014 00:18:520 (eCommerce)
25-Jul-2014 00:19:54 (e Commerce)
24-Jul-2014 00:19:35 (eCommerce)
14-Jul-2014 00:18:37 (eCommerce)

QuickBooks Download Report Criteria

Toview details for transactions by settle

Item Type:

13-Jul-2014 00:18:41 (eCommerce)
03-Jul-2014 00:20:12 (eCommerce)
01-Jul-2014 00:20:31 (eCommerce)
25-Jun-2014 00:19:31 (eCommerce)
24-Jun-2014 00:20:06 (eCommerce)
21-May-2014 00:19:44 (eCommerce)

*5 | X |ai Live Search

~ B [ = - Page - Safety - Tools -

s % LIVEHELP O rewr
Welcome: Allison Mura
ARCH ACCOUNT
Helg
it

ment Date. Click "Run Report.”

Cate:

25-Sep-2014 00:19:36 (eCommerce)

]

e. Click “Print” to print report.

{= Authorize.Net - Windows Internet Explorer
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Authorize.Net

HOME TOOLS

A\ FEEDBACK

REPORTS

S CONTACTUS

SEARCH

i QU - LOG OUT

Welcome: Allison Murao

%% LIVE HELP

ACCOUNT

Reports = Tranzaction Detaile Reports = Tranzaction Detailz by Settlement Date Report

Transaction Details by Settlement Date Report

Transaction Details by Settlement Date: Settled Transactions for 25-Sep-2014 00:19:36 (eCommerce)

Click on atransaction ID below to view transaction details. Click on any column heading to sort.

Download To File || Print
1-2 of 2 results
Trans ID (TUTEE Trans Status Submit Date'V Customer Card — — Settlement Date e
Number Method Amount Amount
Seffled 24-3ep-2014 Gutierrez, 25-3ep-Z014 usD 250.00
£ E = 1 £, = "~ =
B524185245 Successfully 153142 Roman A HOOCK3008 UusD 250.00 001935
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f. Total the Settlement Amount for each transaction with Trans Status “Settled

Successfully” and “Refunds” on the report. Do not include any transactions with
transaction status “Declined” or “General Error”. This report total should tie back to
the amount on the Authorize.Net settlement confirmation via e-mail (referring to Step

1).

g. Fill out the Oracle Cashier Web Deposit Form. Treasury Services will provide the form.

DATE:

Requestor:
Department:

Extension:
Description:

Authorize Net
Login ID:

Project:

Task:

Asward:

MasterCardVisa

CALIFORNIA INSTITUIE OF TECHNOLOGY
Oracle Cashier Web Deposit Form

This form is used to record Authorize.Net web merchant deposits

9/25/2014 TOTAL DEPOSIT AMOUNT:

—l

Expenditure Type -«Please mar

Auxiliary Revenue: l:l
Reymbugzement: l:l
Rayefilic: l:l

American Express

Total Charges: 50.00

Please 1wirn in a depasit for each day's acrtivity and attach the following
required back up 1o the pertaining web deposit form.

1. AutharizeMNet settled transaction report.
2 AuthorizeNet successful credit card settlement report email

h. Send copies of Authorize.Net email confirming the settlement transactions, Oracle
Cashier Web Deposit Form, and the Authorize.Net Transaction Details Report via email
to treasuryservicesnotification@caltech.edu

3. Send the Web Merchant Deposit to Treasury Services daily unless there are no deposits for the

day.

4. If any questions, contact Anthony Cabanillas at Treasury Services.
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