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Adding a Customer Credit Card
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This guide explains adding a customer credit card to aACE without charging it. It is
intended for advanced users.

aACE allows you to manually input a credit card for verification without charging the card.
The secure payment processing services store all sensitive account data and provides a
randomly generated alias, known as a token, for use in future aACE transactions.

You can do this in the following modules:

Sales and production orders

Receipts

Recurring Transactions

Projects

Companies

The process for the Orders, Receipts, Recurring Transactions, and Projects modules is the
same.
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Adding and Verifying a Credit Card from Orders,
Receipts, and Recurring Transactions

The following workflow uses the Orders module as an example. To add and verify a credit
card from an order, receipt, recurring transaction, or project record:

1. From the Main Menu, go to Order Management > Orders.
2. Use the Quick Search bar to locate the order you're working with, then select the Go-
Toicon( - ).
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3. Select Edit, then select the Add icon ( (4] ) for the Payment Account field.
If your aACE system has ACH payments enabled, aACE asks if you want to enter a

credit card or bank account. Select bank account.

& = % Record: 10f1

Orders

Newdp Edit#

Delete 3¢  Print/2  Actions AV

. . f . .
Order: 60357 King's Rock School District 10/22/26  © penbinG O
Sales Order ‘ Notices Tasks (% Emails Mg Docs @
Bill To * Ship To End C C & Next Steps Signed
Bill To > lf] Q  Customer PO # Ship To > Blind lfl Q Ship Type Ship Date
King's Rock School District King's Rock School District Complete  10/26/26
Angela Huang N Angela Huang
1 Infinite Loop Rate Card > Disc % 1 Infinite Loop Inventory Bin
Cupertino, CA 95014 Q 5% Cupertino, CA 95014
Billing Terms Shipping Terms
Credit Card
Description Additional Info Next Step Next Step Date
Ve e=]
Order Items
a Code Description Invtry Alts Upgs Opts Quantity BO DS SO Unit Cost Markup Unit Price Total Margin R
Q ~
Subtotal 0.00 0%
Adjustment 0.00
ol sl it " Total 0.00 0%
ales illin ulfiimeg
9 Shipping 0.00 000 R
Order Type 3 Payfent Account Recurring Transaction > Currency Exchange Rate Tax out 0.00 A
Sales usb 1) Grand Total 0.00 0%
 Dept AI Q| AsgnBy AH Q| Asgn To MH Q| Tracking Status Cancel Save

4. Inthe Process Payment dialog, enter the card number, expiration, and CVV number.

Orders
& Record: 1 of 1 Newsp Edit#» Deleted¢ Print/&  Actions 3
. . ' . o
Order: 60357 King's Rock School District 10/22/26 = penbinG O
Sales Order ‘ Notices Tasks [% Emails N4 Docs @
[ ] [ ] Process Payment
Bill To [¢ & Next Steps Signed
Bill To > @ Q customer
fr:\g's Rock School District VISA mﬂ @
gela Huang
1 Infinite Loop RacC ) X
Cupertino, CA 95014 _ P PiTechnologies
Billing Te_l
Credit C
L B Card number
Description Next Step Next Step Date
e
| MM/ YY
Order Items a cVve
E Code Descriptig Markup Unit Price Total Margin R\
Q ~
PROCESS SAVE CARD $0.00 L
ﬂ Safe and Secure SSL Encrypted
| Subtotal 0.00 @ 0%
Cancel m Adjustment 0.00
Total 0.00 0%
Sales Billing Fulfillment
Shipping 0.00 0.00 x
Order Type Payment Account Recurring Transaction > Currency Exchange Rate Tax ouT 0.00 A
Sales usb 1 Grand Total 0.00 0%
# Dept AT Q| Asgn By AH Q| AsgnTo MH Q| Tracking Status Cancel Save

5. Select Process Save Card $0.00.
The payment processor uses a transaction of $0.00 to verify the credit card. Once the

card is verified, the Process Payment dialog shows Process Complete.
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6. Select OK.

Order:

o

Newsds Edit# Delete3 Print/& Actions N\

Order: 60357 King's Rock School District 10/22/26  © penbinG O
W ‘ Notices Tasks (% Emails Mg Docs @

[ XN ] Process Payment
Bill To | C & Next Steps Signed
Bill To > @ Q customet
King's Rock School District Process Complete
Angela Huang
1 Infinite Loop Rat= G
Cupertino, CA 95014
Billing Tq
Credit C
Description Next Step Next Step Date
=]
Order Items
m Code DescripﬁE 7arkup Unit Price Total Margin R
Q ~
Subtotal 0.00 0%
cnce (D Adjustment 0.00
- - . . Total 0.00 0%
Sales Billing Fulfillment —
Shipping 0.00 0.00 X
Order Type n Payment Account Recurring Transaction > Currency Exchange Rate Tax out 0.00 A
Sales usb 1 Grand Total 0.00 0%
 Dept AI Q| AsgnBy AH Q| Asgn To MH Q| Tracking Status Cancel Save
[ >
After the payment method is stored in aACE, you can use the card in transactions by
selecting the credit card.
( XN ) Orders a8

: Record: 1 of 1 Newdp Edit# Deleted Print/d Actions R

Order: 60357 King's Rock School District 10/22/26 = penoing O
_,W‘ ‘ Notices Tasks [% Emails g Docs @

Bill To * Ship To End Ci r * C & Next Steps Signed
Bill To > @ Q Ccustomer PO # Ship To > Bind[ ] ) Q ShipType  Ship Date
King's Rock School District King's Rock School District Complete  10/26/26 [
Angela Huang N Angela Huang i
1 Infinite Loop Rate Card > Disc % 1 Infinite Loop Inventory Bin
Cupertino, CA 95014 Q 5% Cupertino, CA 95014 Q
Billing Terms Shipping Terms
Credit Card
Description Additional Info Next Step Next Step Date
" " B
Order Items
E Code Description Invtry Alts Upgs Opts Quantity BO DS SO Unit Cost Markup Unit Price Total Margin R
Q ~

Visa 0002 (12/34) Subtotal 0.00 0%
z Adjustment 0.00
peeey Total 0.00 0%
Billing Fulfil —

Shipping 0.00 0.00 R

Order Type ransaction > Currency Exchange Rate Tax out 0.00
Sales usb 1 Grand Total 0.00 0%

# Dept A Q| AsgnBy AH Q| Asgn To MH Q| Tracking Status Cancel Save
[ 4
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Adding and Verifying a Credit Card from
Companies

To add and verify a credit card from the customer company record:

1. From the Main Menu, go to CRM & Sales > Companies.

2. Use the Quick Search bar to locate the customer company record, then select the Go-
Toicon( - ).

3. Select the Finance & Accounting tab.

4. Inthe Payment Accounts section, select the Add icon ( (+] ).

[ JON ) Companies a
@ = C Record: 1 of 1 News Edit# Deleted Printid Actions N
. v 1 . .
Company: King's Rock School District (50014) ACTIVE @
C Details Sales & Marketing ‘ Customer Details ‘ Vendor Details Finance & i 7 Notices Tasks % Emails N4 Docs @
Record Access Restricted
Tax Details Use Tax 1099 Box C Setup Approved [V| Vendor Setup Approved *
Tax ID W-9 W-9 Exp Date Tax Profile >  Ex Code Billing Terms Shipping Rate Type Rate Value Payment Terms Free Shipping Type Threshold
7845487 @ Net 30 Net 30
Exemption No Cert CertSigned Cert Exp Date Ex State Rate Card > Disc % Default Template for POs
@ 5%
Payment Defaults C Finance Credit Hold Vendor Finance
Payment Method Disbursement Memo (e.g. Account #) Finance Charge Credit Limit ~ A/R Balance  Credit Balance Finance Charge Credit Limit A/P Balance  Credit Balance
CREDIT CARD 0.00 0.00
ACH Setup B ent Accounts
Bank Name e Last 4 Digits  Exp Date Name on Account Office Preferred
Routing Number Account Number
Account Type Class
Finance & A ing Additional Info

* o
5. Inthe Process Payment dialog, enter the card number, expiration, and CVV number.
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@ = : Record: 1 of 1 News Edit# Delete® Printid Actions M

Company: King's Rock School District (50014) ACTIVE @

C Details | Sales & Marketing ‘ C Details | Vendor Details Finance & A i 7 Notices Tasks % Emails N4 Docs @
Record Access Restricted

Tax Details UseTax [ ] 1099 ] ® ® @ Process Payment 8 )¢ setup Approved »

Tax ID W-9 W-9 Exp Date Tax Profile > nt Terms Free Shipping Type Threshold

7845487 @ ]

o oven e E
Exemption No Cert CertSigned  Cert Exp Date - L= s % t Template for POs
¢ i ]
P PiTechnologies

Payment Defaults or Finance

Payment Method Disbursement Memo (e.g. Acc ;Charge Credit Limit A/P Balance  Credit Balance

CREDIT CARD B Card number 0.00

ACH Setup MM/YY

Bank Name Office Preferred

& CVC “
Routing Number Account Number
PROCESS SAVE CARD $0.00
Account Type Class
a Safe and Secure SSL Encrypted
Finance & ing Additional Info
o

—

»
6. Select Process Save Card $0.00.
The payment processor uses a transaction of $0.00 to verify the credit card. Once the
card is verified, the Process Payment dialog shows Process Complete.
7. Select OK.

@ = ¢ Record: 1 of 1 Newsp Edit# Deleted Printis  Actions AU
. . 1 . .
Company: King's Rock School District (50014) ACTIVE @
C Details \ Sales & Marketing ‘ Customer Details ‘ Vendor Details Finance & i 7 Notices Tasks % Emails N4 Docs @
00 Process Payment a Record Access Restricted
Tax Details veTx Il 1 _dor Setup Approved -
Tax ID W-9 W-9 Exp Date Tax Profile 3 ment Terms Free Shipping Type Threshold
e P ] Process Complete E
Exemption No Cert CertSigned  Cert Exp Da{j ault Template for POs
@
Payment Defaults | idor Finance
Payment Method Disbursement Memo (e.g. A nce Charge Credit Limit A/P Balance  Credit Balance
CREDIT CARD } 0.00
ACH Setup
Bank Name E Office Preferred
Routing Number Account Number |
Account Type Class

Finance & A Info

The credit card appears in the Payment Accounts section and can be used on orders,
receipts, recurring transactions, or project records.
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(O N Companies a
& = % Record: 1of1 Newdh Edit# Delete3 Printid Actions A
. 1 . .
Company: King's Rock School District (50014) ACTIVE @
C y Details ‘ Sales & Marketing | Customer Details Vendor Details Finance & Accounting 7 Notices Tasks [% Emails N Docs @
Record Access Restricted
Tax Details Use Tax 1099 Box C Setup Approved V| Vendor Setup Approved *
Tax ID W-9 W-9 Exp Date Tax Profile > Ex Code Billing Terms Shipping Rate Type Rate Value Payment Terms Free Shipping Type Threshold
7845487 @ Net 30 Net 30
Exemption No Cert CertSigned  Cert Exp Date  Ex State Rate Card > Disc % Default Template for POs
¢ 5%
Payment Defaults Ci Finance Credit Hold Vendor Finance

Payment Method Disbursement Memo (e.g. Account #) Finance Charge Credit Limit A/R Balance  Credit Balance Finance Charge Credit Limit A/P Balance  Credit Balance
CREDIT CARD 0.00 0.00
ACH Setup Payment Accounts
Bank Name Last 4 Digits Exp Date Name on Account Office
Visa 0002 12/34 All Offices
Routing Number Account Number

Account Type Class

Finance & A Additional Info

Designating a Preferred Credit Card

-3
Top

At the customer company record, you can designate a preferred credit card that aACE

automatically selects on orders, receipts, recurring transactions, or project records:

1.
2.

From the Main Menu, go to CRM & Sales > Companies.

Use the Quick Search bar to locate the customer company record, then select the Go-

Toicon( - ).

Select the Finance & Accounting tab.

Select the Preferred preference for the credit card.
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Companies

: Record: 1 of 1 Edit# Delete3 Print/s Actions A

Company: King's Rock School District (50014) ACTIVE @

C Details Sales & Marketing ‘ C Details | Vendor Details Finance & A il 7 Notices Tasks (% Emails Nd Docs @
Record Access Restricted
Tax Details Use Tax 1099 Box C Setup Approved [V| Vendor Setup Approved *
Tax ID W-9 W-9 Exp Date Tax Profile >  Ex Code Billing Terms Shipping Rate Type Rate Value Payment Terms Free Shipping Type Threshold
7845487 [ Net 30 Net 30
Exemption No Cert CertSigned  Cert Exp Date  Ex State Rate Card > Disc % Default Template for POs
@ 5%
Payment Defaults Ci Finance Credit Hold Vendor Finance
Payment Method Disbursement Memo (e.g. Account #) Finance Charge Credit Limit A/R Balance  Credit Balance Finance Charge Credit Limit A/P Balance  Credit Balance
CREDIT CARD 0.00 0.00
ACH Setup Payment Accounts
Bank Name Type Last 4 Digits Exp Date Name on Account Office Preferred
Visa 0002 12/34 All Offices v ~
Routing Number Account Number
Account Type Class
Finance & ing Additional Info
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