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Daily

Process credit cards … through ICVerify

Retrieve each set of receipts upon transmitting each credit card processed.


Staple the voucher from support services or the voucher returned from our customers to the 
front of each set of receipts.

After ALL the credit cards have been processed through ICVerify, print a transmittal report.  Verify this report is accurate.  Correct any errors and reprint a transmittal report.


Perform a settlement through ICVerify.


This process NEEDS to be completed and settled within 18 hours of the first submit to ICVerify


If a credit card does NOT receive approval, pass this immediately back to the staff responsible.

Post credit cards to Billing … Go into Genesis billing and post the credit cards that were approved.  If this was a pay for service call, post the charge, do not post a payment.  If this was for Support & Updates, do not post into billing … we need to call these customers.
Post checks to Billing … Post the appropriate charges and checks into billing.

Print a “Deposit Slip” and balance your cash, credit card, and checks.  If a correction is required, make the correction, shed this deposit slip and print a new deposit slip.

Print a “Dayend Report”.  Make sure this report is accurate.  If NOT, make the corrections, shed this “Dayend Report”, and reprint a new “Dayend Report”.  If any corrections to the “Dayend Report” were required, shed the “Deposit Slip” and reprint a new “Deposit Slip”.
NOTE: The reason for reprinting these reports is to make sure the reference numbers in the upper left corner for both of these reports MATCH.

DAYEND Close … Once both reports are accurate and the reference numbers from both reports match, do a DAYEND Close.

Monthly

