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1 MANAGING CUSTOMERS

In RealControl you have the ability to securely store card details on the system. Card details
can be stored under individual Customer profiles when adding or editing a customer. To
access this service, click on ‘Customers’ in the navigation menu.

/(:\) ng?nlgé Quick Search:  Choose Criteria

CUSTOMERS

SEARCH FOR CUSTOMERS

Dashboard

Transactions

(]

Terminal Customer Reference First Name Surname Email

Fraud Management

Settled
e © Show More Search (riteria Ex

Reports
CUSTOMERS

o m S . o .
Delayed
Voided Customer Reference: Customer Reference: Customer Reference: Customer Reference:

0001131000000000141 0001131000000000216 0001131000000000240 0001131000000000257
Failed

Email: Email: Email: Email:

jdoe@realexpayments.com sj@realexpayments.com djone@realexpayments.com

Client Settings.

User Management

Alltimes are set to GMT. Change

You can search for Customers within the ‘Search for Customers’ section at the top of the
screen.

1.1 ADDING A NEW CUSTOMER

To add a new Customer, click on ‘Add Customer’ on the Customers screen.

CUSTOMERS

SEARCH FOR CUSTOMERS

Customer Reference First Name Surname Email

Enter Customer Reference Enter First Name Enter Surname Enter Email
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All of the fields marked with an asterisk are mandatory fields which need to be populated
before creating a customer

D realex o
c payments Quicksearch: | Choose Criteria Q P - |
ADD CUSTOMER
Dashboard
Transactions
CUSTOMER DETAILS
]
Terminal Customer Ref * First Name * surname *
Fraud Management
Settled
Reports
CONTACT DETAILS
Pending Email
Delayed
Voided Mobile Home Phone Work Phone
Failed
Client Settings
User Management ADDRESS
Company
Address Line 1 Address Line 2 Address Line 3
City County Country
Select Country n
o comoues

Customer Ref  The Customer Reference is a unique identifier. If
you already have a customer numbering

a-z A-Z 0-9
convention you may wish to use this as the 1-50
Customer Ref in order to reference the =
customer.
First Name The Customer’s First Name. a-z A-Z 0-9
“wn o« 1-100
Surname The Customer’s Surname. a-z A-Z 0-9
“wn o« 1-100
Email The email address of the Customer. [A-Z a-z 0-9 .
_%]+@
[A-Z a-z 0-9 . 550
-[+\.[a-z A-Z]
Mobile The mobile phone number of the Customer. [0-9] 0-50
Home Phone The Home Phone number of the Customer. [0-9] 0-50
Work Phone The Work Phone number of the Customer. [0-9] 0-50
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Company The company name of the Customer. :et—z A-Z0-9" 0-50
Address The address of the Customer. :et—z A-Z0-9" 0-150

City The city the Customer is in :et—z A-Z0-9" 0-50
County The county the Customer is in ‘a—Z A-Z 09" 0-50
Country The billing country of the Customer. Predefined Predefined

1.2 ADDING A PAYMENT METHOD

After the customers details have been submitted, the Customer Profile screen will be
displayed.

CUSTOMER

Customer reference Customer name Phone Email
JSmith John Smith (M) 0879418514 jsmith@realexpayments.com

Company Address

1 ADD PAYMENT METHOD

PAYMENT METHODS

1o payment methiod for this customer yet

To add a credit or debit card to the Customer's profile:

1. Click on the ‘Add Payment Method’ on the Customer Profile screen

2. Give the card a reference so that you can uniquely identify it later. You are only able
to enter card details for card types covered by your Merchant Service Agreement
with your acquiring bank (Visa, MasterCard, etc.). For more information on card types
covered on your account please contact the Realex Payments Support Team.

3. Enter the customer’s card details on this screen and click ‘Save Payment Method’.
Once the card numbers have been added to a customer’s profile, you can no longer
view any of the sensitive card details — however, you can raise payments against
these stored card details at a later date.



ADD PAYMENT METHOD
Customer Reference Customer Name Card reference
Jsmith John Smith
ADD PAYMENT METHOD
2 Card Reference Customer Name
Card Number * Expiry Date *
mm/yy 3
[ avuen uerion

1.3 USER ACTIONS

Depending on your User permissions, you may have some or all of the following actions
available to you at the bottom of the Customer Profile screen.

Edit Click on ‘Edit’ to update the Customer details.

Delete If you wish to delete a Customer payment method, click on ‘Delete’. This will
permanently delete the Customers payment details. Please note once a payer
is deleted they will be completely removed from the application and you will

not be able to call on their details at a later date for reconciliation purposes.

New Schedule This will give you the option of setting up a Scheduled Payment. This is used

to create a schedule of regular payments from a customer’s stored card.

Take Payment By clicking on Take Payment, you will be able to process a payment using the

Customers stored Credit Card detalils.

History You can view the changes to the payment method by clicking on "History"
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2 TAKING PAYMENTS

In order to take payments from stored customers you will need to first go to the ‘Customers’
section within RealControl.

1. Search for the customers profile by entering criteria relating to their details e.g. First
Name: ‘John’, Surname: ‘Smith’.

/(3 realex Quick Search: |~ Choose Criteria

payments

CUSTOMERS

Dashboard
Transactions
SEARCH FOR CUSTOMERS
)
Terminal Customer Reference First Name Surname Email
Fraud Management 1 John Smith
Settled
© Show More Search Criteria
e E=]
List currently refined by First Name John | Surname Smith |
Pending
CUSTOMERS
Delayed
Failed
Customer Reference:
0001131000000000141
Client Settings. Email:

User Management

Realex Payments 2015

2.

Alltimes are set to GMT. Change

2. Choose from the customers returned in the results above.
3. The Customer profile will be displayed along with the payment method which is
saved with the details. Click ‘Take Payment’.

CUSTOMER

Customer reference Customer name Phone Email
JSmith John Smith (M) 0879418514 jsmith@realexpayments.com

Company Address

ADD PAYMENT METHOD
PAYMENT METHODS
J5mith1 John Smith [VIsa | *ih S s3as 4047 0119 3 TAKE PAYMENT |[TGLT

4. After clicking ‘Take Payment’, the below screen will appear allowing you to process
a payment.
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Real Control 2 TEST
/(3 ggjamleené Quick Search: | Choose Criteria l:-
S— € TAKE PAYMENT
TR Customer Reference Customer Name Card reference
Jsmith John Smith Jsmith1
°
Terminal Card reference Cardholder name Card Number Expiry Date
P e Jsmith1 John Smith [wsa e whik 4354 4247 o119
Settled
Reports
ORDER DETAILS SUMMARY
Account” Real Control 2 TEST
Pending select Account rEzREg:;S‘Dn E
Delayed Merchant ID:
Voided
L PAYMENT DETAILS
0.00
Order ID* Auto generate OrderID  Currency” Amount”
04/02/2015 3t 03:2:10
Client Settings 000
User Management
Security Code wrxs s exar 4249
V’ SA John Smith
0119

Automatically Settle to the Bank &

ADDITIONAL INFORMATION

Product ID Comment

Customer Number

Jsmith

Variable Reference

Jsmith1

Note: If you wish to process a delayed transaction, un-tick “Automatically Settle to the
Bank”. More information on Delayed Transactions, please see the RealControl —

Terminal User Guide. (Insert hyperlink here to guide in final versions)



https://resourcecentre.realexpayments.com/pdf/RealControl%20Terminal%20-%20User%20Guide%20v1.0.pdf
https://resourcecentre.realexpayments.com/pdf/RealControl%20Terminal%20-%20User%20Guide%20v1.0.pdf
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VIEWING PAYMENT DETAILS

After the payment has been processed, full details on the transaction can be viewed by
clicking ‘View Payment’. Alternatively, this transaction can be also viewed in the
‘Transactions’ section of RealControl.

/(5 realex " Real Control 2 TEST
ui rch: Choose Criteria
payments Quiekseere
< TRANSACTION DETAILS e [ || S |
Dashboard
L Date: Cardholder Name OrderlD Account Amount
Customers Wed, 4 Feb 2015 07:16:11 John Smith Jsmith1 10pmaib 12.50 EUR
Tl Customer Number Product ID Variable Reference Recurring Flag
Jsmich - Jsmitn1 -
Fraud Management e
Settled -
Reports
RESULT
Pending stats Resuic exenD Transaczion D
PENDING Authorised (00) 206025 48419393 Auth Code
Delayed 123456
Voided = essage
14230773714192378 (00)AUTH CODE: 123456
Failed
PAYMENT METHOD
Client Settings.
T 3 Number Cardholder Name g Bank Payment Methed Country
'ser Managemen visa| 424242+ kRERE, 4242 8 ohn Smith -
FRAUD
P —— Securicy Cose a0 securs AvS Agress P ——.
Not Checked Not 3DSecure Not Checked Not Checked
GEOLOCATION DCC
Customer IP There is no DCC (Dynamic Currency Conversion) setup for this account. For further information
- around DCC, please contact our support team.
Payment Metnod Courtry
HISTORY
©  Wed, 4Feb 2015 07:16:11 Auth 12,50 EUR PRINT RECEIPT
Customer Number Product ID Variable Reference Comment 2
JSmith - Jsmith1 - JohnSmith

The ‘Transaction Details’ screen will give you a full breakdown of the transaction
information. You will also have the option of voiding, settling or rebating a transaction. For
more information on how to void, settle and rebate transactions please see the RealControl
Managing Transactions - User Guide.

2.2 SCHEDULING PAYMENTS

The Schedule payment functionality allows you to set up a payment which will automatically
run daily, weekly, monthly or yearly. To set up a scheduled payment for a customer, you will
need to locate the customer within the ‘Customers’ section. Once you locate the customer,
click into their profile and proceed to the ‘Payment Methods’ section.

You will have the option of adding a ‘New Schedule’ to their Customer Profile.

1. Click on ‘More’ on the right hand side for more options.
2. Choose ‘New Schedule’.


https://resourcecentre.realexpayments.com/pdf/RealControl%20Managing%20Transactions%20-%20User%20Guide%20v1.0.pdf
https://resourcecentre.realexpayments.com/pdf/RealControl%20Managing%20Transactions%20-%20User%20Guide%20v1.0.pdf
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PAYMENT METHODS

Delete

JSmith1 JohnSmith  [esa| sk s wwan 4243 0119 m MORE-

2 New Schedule

Change History

2.2.1 Monthly Schedule
The following options are available when setting up monthly scheduled payments:

1 Monthly

Every two months
Every three months
Every four months
Every five months
Every six months

= =4 -8 - -

The following options are also available:

1 Repeat until manually cancelled

1 Repeat until a defined number of payments have been made, e.g. after 5 payments

the schedule will complete.
1 Repeat until a specific date.

Below, the screen shows a monthly payment set to run every month on the first day of each

month until the schedule payment is cancelled.

SCHEDULE DETAILS

Repeats”

Monthly

Every

1 Month

On the”

®  1stday of the month

First Sunday

Ends

Never

10
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2.2.2 Daily Schedule

The following options are available for running daily scheduled payments:
1 Repeat daily until manually cancelled.
1 Repeat daily until a defined number of payments have been made.
1 Repeat daily until a specific date.

This example shows an on-going daily payment that will repeat every day until cancelled.

SCHEDULE DETAILS

Repeats”
Daily -

Ends

MNever n

2.2.3 Weekly Schedule

The following options are available for scheduling weekly payments:
1 Repeat weekly on a specific day until manually cancelled.
1 Repeat weekly on a specific day until a defined number of payments have been

made.
1 Repeat weekly on a specific day until a specific date.

This example shows a weekly payment which will be taken every Sunday until cancelled.

SCHEDULE DETAILS

Repeats” On

Weekly n Sunday

Ends

V]

11
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2.2.4 Yearly Schedule

The following options are available for running yearly scheduled payments:

1 Repeat yearly on a specified date until manually cancelled.

1 Repeat yearly on a specified date until a defined number of payments have been

made.
1 Repeat yearly on a specified date until a specific end date.

This example shows yearly payment to be taken on the 1st of January of each year ending

until it is cancelled.

SCHEDULE DETAILS

Repeats”

Yearly

On

1st day of ' January '

Ends

MNever n

2.2.5 Repeats - Never

The following option is available for running a single scheduled payment:

1 Select a specified date when you want the schedule payment to run.

This example shows a single payment to be taken on the 8" of January.

SCHEDULE DETAILS

Repeats”

MNever '

Take Payment On

&Jan 2013

12
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MANAGING SCHEDULED PAYMENTS

2.3.1 Finding & Editing Scheduled Payments

Scheduled payments can be amended in the ‘Customers’ section of RealControl.

You will need to locate the specified customer and click into their Customers Profile to edit a

scheduled payment. When you have done this you will need to go to the ‘Payment
Methods’ section of the profile as below:

PAYMENT METHODS

Jsmitht John Smith VIA| £+ 44 v £hE 4242 0119 | Taxe PaYmENT [T
+ i

D 81ADBIDOESAC431FEDIB 15.00 EUR Monthly on the 1st. Ran 0 times Ed Del
it Delete

1. To edit a schedule click on ‘Edit’.
2. The screen below will display allowing you to edit the schedule details.

Choose Criteria

/(3 realex Quick Searen

payments

Real Cantrol 2 TEST

Dashboard
Transactions

°
Terminal
Fraud Management
Settled

Reports

Pending
Delayed
Voided
Failed

Client Settings

User Management

€ EDIT SCHEDULE

Customer Reference
Jsmith

Card reference
Jsmith1

Customer Nam,
John Smith

Jsmith1
Cardholder name Card Number Expiry Date
John Smith visa s s exin 4242 0118

eeeeeeeeeeeee

SCHEDULE DETAILS SUMMARY
Repeats’ s e e sz
. V’sA John Smith
= 0119
SCHEDULE DETAILS
Every
1 Month n John smith will ba charged monthly on day 1 of the month until
cancelled using payment method Jsmith
On the" Upcoming Payments
01 Mar 2015, 01 Apr 2015, 01 May 2015
®  1stdayofthe month n
First Sunday
! - | i - | CANCEL PROCESS >
Ends
Never n

PAYMENT DETAILS

Account” Product ID
10pmaib. B
Currency” Amount” Customer Number

EUR n 15.00

Order ID Stub

Jsmith1-1

Variable Reference

Comment

2.3.2 Cancelling a Scheduled Payment
Having located the relevant Customer Profile and schedule, proceed to the ‘Payment
Methods’ section of the Customer Profile.

1. Click ‘Delete’.

PAYMENT METHODS

JSmith1 John Smith VISA| #5 Rk 3k 4247 0119 m MORE
s
9 B1ADBIDOESACA31FBDOB 15.00 EUR Monthly on the 1st Ran 0 times Edit

13
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2. On the Delete Schedule screen Click ‘Delete’ to remove the schedule, or click

Cancel to return to the Customer Profile without making any changes.

Customer Reference Customer Name Card reference

Jsmith John Smith Jsmith1

Card reference Cardhalder name Card Number Expiry Date
JSmith1 John Smith VISA FHEE Skk wkak 4047 01/19

Are you sure you would like to delete this Schedule?

2

[ovee | I

14



D

GOT ANY QUESTIONS?

LET US KNOW.

SUPPORT

DUBLIN LONDON

+353 (0)1 702 2000 +44 (0)203 026 9659

support@realexpayments.com

www.realexpayment.com
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