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Computer Analytics is pleased to announce version 8.7 of the ARC/400 Marketing and Distribution System.

Error Corrections and Internal Improvements

ARC/400 has incorporated a variety of corrections and improvements that will increase the stability and reliability of the product.  

Major Changes to Credit Card Processing

Significant changes to credit card processing have been made to make the process much easier and more reliable than every before.  In addition, ARC/400 credit card processing can be linked to supported credit card software so that the computer can perform the authorization for you. 

But, even without the linkage to credit card software, the process has changed considerably and ARC/400 Version 8.7 should not be installed until your Accounts Receivable people and your Credit Card processing people have reviewed and understand the changes.

Note: if your organization has not used the ARC/400 Credit Card processing procedure with the Order Entry Payment screen then you can continue to use your existing procedure.  If you do use the ARC/400 Order Entry Payment screens then this version of ARC/400 will change the way in which you do your credit cards.  In either case, it is suggested that you review the new procedures as they better organize and simplify credit card processing.

Even with the new manual method of processing credit cards, you receive substantial efficiencies to improve accuracy and to eliminate unnecessary human efforts.  In summary, these features are available for all users:

· A credit card entry screen in Order Entry will pre-verify the accuracy of the credit card information.  ARC/400 verifies credit card number length, the check digit, and the card type.  Mostly, this eliminates simple entry errors.

· Pre-payment discounts are easily entered when the credit card is entered.  These discounts are entered into the system as an AR Discount Adjustment with a adjustment reason code of PREPAY.  You set the GL account for each adjustment code in the adjustment code table.  

· Supports CVV2 and CVS2.  These are the extra numbers provided by American Express, Visa and Master Card on the back of the card.  This is an additional security procedure for those who take orders over the phone, mail or Internet.

· Supports AVS Address Verification.  The name, address and zip/post code are stored for usage in the credit card authorization process.

· MOTO
 Mail Order and Telephone Order support refers to all situations where the card is not physically present at the time the order is taken.  This support allows the transaction to be Authorized when the order is taken and triggers the Post Authorization during shipment/invoicing to perform a Capture of funds.  

This procedure is the “legal” method of taking credit card payments when the cardholder does not receive the goods when the card is presented.

· Credit Card cash entry step has been eliminated.  Nothing needs to be entered into Accounts Receivable as ARC/400 will complete this step automatically during the Capture process.

· A special AR Batch is created for credit card payments.  There is one batch per day with an AR batch type of T.  The AR Batch report will list all credit card transactions for the day and will balance against your daily settlement.

· Easy manual authorization of credit cards.  A Credit Card Transactions screen will list credit card requests yet to be Authorized.  The user simply needs to view the request, obtain manual authorization and enter the authorization number.  

Note: if credit card software is used, this step is completed by the software, although the user is notified of any errors, denials, etc.

· Transactions supported are:  Sale and Deposit, Authorization Only, Credit/Return, Void and Post Authorization.  

· In Accounts Receivable, there is superb matching of a credit card payment to its underlying invoice.  Extra and unnecessary adjusting entries are eliminated.

· There is an option to e-mail a central person with all credit card errors and, optionally, all manual requests.  This provides immediate notification and information regarding manual credit card requests.  

· Pre-payments applied to an invoice are displayed in Invoice Inquiry on the Totals screen.  This is the same pre-payment amount printed on the invoice as provided to your customer.

· Credit cards can be applied either before or after the order is shipped.  If before the order is shipped, the invoice will print the pre-payment for the customer.  If after shipment, the credit card is applied to the invoice immediately after Authorization.  Again, no manual cash entry procedure is necessary.

· Pre-Pay hold is eliminated.  Packing lists will not be created for any order with pending Authorizations to assure a credit card acceptance.  This was accomplished in the past by putting the order on Pre-Pay hold.  Now, no action is required by the user to affect any changes (other than to authorize any pending authorization requests).

See the documentation at the end of this summary for full information.

Automatic Creation of Diary Notes for Most E-Mail Requests

Many users are using the e-mail features of ARC/400 to send invoice copies, purchase orders, AR statements, pro forma invoices, and order confirmations.  When this occurs with Version 8.7, a diary note is automatically placed into the customer’s diary to document the transaction.  For example:

  Up    Dn                    Diary Notes Display            17:29:59   7/02/03 

     Location:   22291 Ace Hardware                          Dept: SALES        

     Contact.:       3 Becky Wilson                                          

 M=Change-Diary_________________________________________________________________                                                                 

   07/01/03 TU Becky Wilson               Entry: ADMIN      COSENTINO  Rsn: DOC 

          E-Mail Documents to Customer                                          

          ARCDIST ARCPRICE ARCWHY BIRD and V5R1T                                

   07/01/03 TU Becky Wilson               Entry: ADMIN      COSENTINO  Rsn: AR  

          E-Mail AR Statement to Customer                                       

   07/01/03 TU Becky Wilson               Entry: ADMIN      COSENTINO  Rsn: INVC

          E-Mail Invoices to Customer                                           

          1467 1466 1465 1464 1463 1462 1457 1456 1455 1454 1449 1448 1447      

          and 1441                                                              
    LocationDiary    EnterNewNote    Exit    Cancel    AllDepartments     FKey  

The above shows the three entries created by a) e-mailing sell sheets, b) e-mailing an AR Statement, and c) e-mailing a set of invoices.  Note that diary notes were already being created for a) product information e-mails to a customer and b) broadcast e-mail to a group of customers.

AR Cash Entry Improvements with new Balancing of Credits to Debits

One often needs to apply a credit balance from an invoice or on-account entry to an invoice with a debit balance.  In the past, one would need to create adjustment entries in order to match a credit to a debit.  

Now, the entry person will use the B=Balance feature (AR Entry Item Selection screen) to mark the credit items and the debit items.  Then, ARC/400 will automatically apply the credits to the debits.  

One can mark one or more debits and one or more credits.  For each credit, the balance is transferred to the first available debit selected for balancing.  The credits and debits do not need to be equal; if there are more credits than debits, the process will stop once all debits are completed.  Similarly, if there are more debits than credits then the process will stop after all credits are completed.

For example, mark a group of invoices and on-account items with a B=Balance.  Then, press Balance to complete the process.  A message will display with the amount of items transferred.  The screen will be updated with the new balances for more processing by you.  Note: this procedure will apply money within an account and will not change the account’s AR Balance. 

Producer/Vendor Direct Billing

Producer/Vendor Direct Billing applies to those Drop Ship producers or vendors who will be billing your customer directly.  You do not want to bill the customer, but you will want to bill the producer/vendor for the difference between the customer price and the cost of goods.  

This feature is invisible to the sales person and the order entry clerks.  All orders are entered normally without any consideration for Direct Billing.  ARC/400 properly sorts things out.  Customers are billed where Direct Billing does not apply; the producer/vendor is billed where Direct Billing applies.  

a)  The warehouse, drop ship controls screen has a Direct Billing question.  One simply marks those warehouse codes to do Direct Billing by setting the Direct Billing question to YES.  

b)  All invoices for the "marked" drop ship warehouses will be automatically billed to the producer/vendor (instead of the Bill-To customer on the order).  These invoices will show the Cost of Goods as a credit making the total invoice amount to be the net of:  customer billing  less cost of goods equal your expected cash value.  The expected cash value is added to AR.

c)  You will check on and display invoices as you would any other invoice.  The totals will have the Cost of Goods adjusted out.  All of these invoices will have an invoice type of PD for easier searching.

e)  You can use the Credit Memo procedure normally.  This will effectively back out the billing in cases where one needs to bill the actual customer.

f)  The GL is properly creating journal entries for appropriate accounts including the sales account, the cost of goods account, the AR account, the inventory account and the payables account.

g)  Pre-payments cause some confusion with Direct Billing.  Therefore, any OPEN credit card payment for the order will cause this feature to be turned off.  This is because it is expected that the pre-payment is taking the place of the producer/vendor Direct Billing.

h)  All Direct Bill invoices will be marked as Not Taxable regardless of the tax status of the producer/vendor.

 

Restrictions:  

· the vendor invoice will use the same Currency as the order ... this will only affect orders taken in something other than the home currency (US dollars for USA organizations).
· Direct Billing does not apply to any Monetary Plan or other Contract order types.
Additional Report Output Support for Excel

This feature was first introduced in Version 8.6, but has been expanded to additional reports.  If the report has activated this feature then the report prompt window will display a “File: ______” entry on the screen.  If this is not displayed then the report will not be able to be downloaded directly to Excel.  

Most but not all reports allow the user to select data file output as an alternative to printed output.  This feature is available by simply entering a file name in the report request window.  The output would be placed into a file in library ARC400USER or other designated user library.  

In addition to the file output, ARC/400 will automatically initiate the download to Excel using the ArcPcServer software.  Once the report is completed, the download occurs immediately.

ArcPcServer is the ARC/400 software for serving Word Mail Merges, Product Information Web Pages and now Excel report output.  With ArcPcServer running in background on the PC, all happens automatically once the user requests the service within ARC/400.

Programmer Notes:  This feature applies only to reports created by the Query/400 report writer.  This feature does not apply to other reports and report writers.  Most reports in ARC/400 use the Query/400 report writer.

If the menu option is simply a Query/400 Report using the RUNQRY command (see menu file maintenance), this feature is automatically enabled for that report.  

If the menu item is a CALL command then extra programming is required.  But, in all cases, the final report must be accomplished with Query/400; otherwise, a significant amount of programming will be required.  To accomplish, see the example program PDCRSALCL and menu 41, option  66.  This specific coding will inform ARC/400 of the programmer’s intention and will then create the necessary download file used by Excel.

Order Clone Enhancement to Allow Order Type Changes

When cloning an order, it is sometimes useful to change the order type from Regular to Bill Only, or vise versa.  This could not be done in the past, but can now be done with Version 8.7.

Order types may be changed among the following order types:

· Regular Order (RG)

· Bill Only Order (BO)

· Quotation Order (QT)

Field Level Security for certain Customer, Contact and Product Information

You may want some data fields associated with customers and products to be protected so that only authorized personnel can change the data.  This can now be accomplished using the Display File Definition Maintenance screen on the Systems Administrator menu.

Display File Definitions is a way for you to select what fields should be displayed on customer and product screens.  In addition, you can change the descriptive title text, change the validation tables, and more.  This is a feature that has been available in ARC/400 since Version 7.7 (November 2001).  

 To implement security on a specific field, specify a Y for the Protect Field question on the Display File Definition Detail screen.

                  Display File Definition  - Detail          10:59:34   7/02/03 

                             Change Mode                                        

                  Display. . .      CMCUST____                                      

                  Field. . . .      CLOTYP____                                      

                  Position . .      __4                                         

                  Use on Display    Y                                           

                  Protect Field     Y                                           

                  Display Label     Organization Type                           

                  Required Entry    N                                           

                  Data Type         CHAR                                        

                  Data Length       __4                                         

                  Decimals          ___                                            

                  Validation Table  021                                         

                  Error Message     CM_0131                                     

                  Initial Value     __________                                            

                  Short Label       __________                                            

         Last Maint Date:              Last Maint User ID:                      

    List Mode    Display Mode    Delete                       Previous    Next  

                               Exit    Search Screen    Make Change       FKey  

This action will protect the field against any unauthorized access.  To allow access to users and to user groups, change the Security Class on the User File Maintenance screen.

· If the security class is ALL then the user will have access to the field.

· If the user’s assigned security class is set to “allow change of protected fields” then the user will have access to the field.

· It is best to group people according to common security requirements; sometimes this is loosely associated with a department or job type.  So, if 10 people have the same security class, change the one, common security class to either Allow Change or to Not Allow Change.

· To change a security class, either use Table File Maintenance for table 011 or simply put an @ symbol in the security class field (and press ENTER) on the User File Maintenance screen.  

“Call Flag” to Selectively Exclude Contact from Call Queue Builds

A Call Flag is added to the Contact Maintenance screen to act in a similar manner as the Mail Flag, the Fax Flag, and the E-mail Flag.  The functionality of the Call Flag had been  previously implemented by changing the contact’s status to MAILONLY, but using the status code for this purpose was inconsistent with other features.  The Call Flag will make its usage more intuitive and easier to use.

See the Call Flag on the Contact Maintenance screen.  The default is Yes to allow the Call Queue Build process to select the contact.  Set to No to cause the contact to be ineligible for all Call Queue Builds except for AR Collection Calling using file name COLLECTION.

The Call Flag can also be selectively used or not used when creating Direct Mail lists.  Since the usage of the list varies from time to time, the Direct Mail Selection screen allows the selective usage of the Fax Flag, the Mail Flag, the E-mail Flag, the Call Flag, and the AR status.

Recency, Frequency and Monetary (RFM) Report Improvements

Using RFM for marketing analysis has been included in the ARC/400 system for quite some time.  Now, the usage of RFM is made easier.  There is a new RFM Menu which is now a part of the ARC/400 Main Menu.  Use the options on the menu to run the reports which are a part of the current RFM system.  Other reports, created by you, can be added to the menu as they are developed.

COSENTINO  Mnu: 48     RFM Data Base Marketing Menu       7/03/03 12:43:38  CAC

                  01 Re-Print Daily RFM Reports                                 

                  02 RFM Summary by Industry Code                               

                  03 RFM Summary by Country and State                           

                  11 Re-print Daily Customer Profile                            

                  12 Re-print RFM Daily Sales Report                            

                  13 Re-print RFM Recency Reconciliation                        

                                                                         Bottom 

 Select Option: __     CodeTables                                My Main Menu   

The daily RFM Reports include the Daily Customer Profile, the RFM Daily Sales Report, and the RFM Recency Reconciliation report.

Attached is a full explanation of the RFM capabilities in ARC/400; see ARC/400 Data Base Marketing.

Alternate “Insurance Charges” Text

Pricing on ARC/400 invoices consist of a) line items, b) freight or shipping charges, c) tax charges, and d) insurance charges.  This last item, insurance charges, is not used by most ARC/400 users.  In some cases, the meaning of this has been changed to “Standard Shipping” or “Income Tax Adjustment”.  It could be used for any variety of purposes.

This version of ARC/400 will allow the user to change the text associated with this field so its meaning will be more clear.  Text is changed on a variety of screens (order processing, credit memo, pro forma invoicing, invoice inquiry, and more).  Text is also changed on printed invoices and printed pro forma invoices.

To change the Insurance Charges text, use the Company Control File, order parameters screen.

As a default, all insurance charges have been associated with the same GL# index as shipping charges.  Now, this is changed.  A separate GL# index can be established in either the Company Control File, GL Account Number screen or the GL Overrides by Sales Division screen (see Table Maintenance).  

Change to the CANC backorder option for Fill or Kill support

An order can be given the following backorder options:

· BKOR to allow backorders and to ship partial

· CMPL to allow backorders, but to ship complete only when all items can be shipped.

· CANC to not allow any backorders on the order.

The usage of CANC has always been to provide the user with a warning message, but to otherwise allow the backorders with the user’s concurrence.  Now, the user is warned and the quantity on backorder will be cancelled.  

ARC/400 Data Base Marketing

Your most valuable sales asset is your data base.  It contains the key to future sales and staff productivity.  If you know how to use your data base for marketing, you will have increased sales performance with only a little effort and few additional expenses.

The concept behind data base marketing is simple.  You use past results for each of your customer lists to predict future results.  With this prediction, you devote your sales resources (people, direct mail, broadcast fax, etc.) to those segments which have the greatest profit potential.  You give the least attention to segments which will most likely produce very few sales.  Very simple indeed!

Data base marketing is a statistical game.  Even your best customer segments will not buy all the time.  And your least productive segments will result in some sales.  Therefore, you need to continually measure your marketing approaches and test the results.  Over time, you will learn what to expect from each of your customer segments for better utilization of resources and improved marketing results.

ARC/400 allows you to do data base marketing by using recency, frequency, monetary (RFM) analysis.  Recency is the time since the customer’s last order.  Frequency is the number of orders for the customer.  Monetary is the money amount of the orders.  

The remainder of this paper discusses the following topics:

· ARC/400 Marketing Statistics

· Using Statistics and RFM in Marketing Campaigns

· Recency, Frequency and Monetary Reports

· General RFM Definitions

ARC/400 Marketing Statistics

The following statistics are maintained by ARC/400 automatically for your use.  These can be used in your reports and in your marketing selections.  The table shows the file name and the description of the statistical field.  These statistics give you powerful information for knowing the identity and the behavior of your customers.  

There is nothing to do to start collecting statistics.  However, Recency, Frequency and Monetary statistics are collected only if the RFM flag is set to Yes in the Company Control File, Marketing Parameters screen.  Additionally, AR Statistics are collected only if the Auto Run AR Stats is set to Yes in the Company Control File, Accounting System Parameters Two screen.

	Statistics for each Customer Location (custloc)
	The following information applies to the location number as a whole and can apply to any contact at the location

	
	First Order Date

	
	Last Order Date

	
	Last Payment Date

	
	Last Payment Amount

	
	Last Invoice Date

	
	Last Ship Date

	
	Last Sales Call Date

	
	Sales Ranking Percentile (percentile ranking of customers using only the most recent 12 months of purchases)

	
	Open AR Balance (used as a Bill To customer)

	
	Open Order Balance (used as a Sold To customer)

	
	Open Order Balance (used as a Bill To customer)

	
	Life Time Sales (used as a Sold To customer)

	
	Life Time Sales (used as a Ship To customer)

	Statistics for each Contact (contact)
	The following information applies to each contact individually.

	
	Last Order Date

	
	Last Sales Call Date

	
	Open AR Balance (used as a Bill To contact)

	
	Life Time Sales (used as a Sold To contact)

	
	Life Time Sales (used as a Ship To contact)

	Recency, Frequency and Monetary Statistics for each Customer Location (dmrfm)
	The following information applies to both the location number as a whole and to each contact at the location.  Statistics are maintained only for invoiced line items with an amount zero or greater.  

	
	Recency Band is a value of 0 or greater.  0 for never purchased, 1 for a purchase in the most recent band (default is one year), 2 for a purchase in the next band ( 1 to 2 years ago), etc.  Length of a recency band period is user selectable.  Following are checkpoints for recency band:

Current recency band 

Yesterday’s recency band

Recency band at Beginning of Fiscal Month

Recency band at Beginning of Fiscal Quarter

Recency band at Beginning of Fiscal Year

Recency band at One Year Ago

	
	Frequency Band is a value of 0 or greater for the number of orders.  An order is a grouping of 1 or more daily shipments/billings for a distinct order number.

Current number of orders in past one month (about 30 days)

Lifetime number of orders at Beginning of Fiscal Month

Lifetime number of orders at Beginning of Fiscal Quarter

Lifetime number of orders at Beginning of Fiscal Year

Lifetime number of orders as of One Year Ago

Lifetime number of orders

	
	Monetary Band is the total monetary amount for the period.  Credits are excluded.

Current monetary amount in past one month (about 30 days)

Lifetime monetary amount at Beginning of Fiscal Month

Lifetime monetary amount at Beginning of Fiscal Quarter

Lifetime monetary amount Beginning of Fiscal Year

Lifetime monetary amount as of One Year Ago

Lifetime monetary amount

Last order amount

	
	Recency Cell – 0 for never purchased; 1 through 5 (or otherwise selectable) which divides all customers into 20% groupings based upon the most recent purchase date.  1 for the top 20% of purchasers; 5 for the bottom 20%; etc.

	
	Frequency Cell – 0 for never purchased; 1 through 5 (or otherwise selectable) which divides all customers into 20% groupings based upon the most number of orders.  1 for the top 20% of purchasers; 5 for the bottom 20%; etc.

	
	Monetary Cell – 0 for never purchased; 1 through 5 (or otherwise selectable) which divides all customers into 20% groupings based upon the highest invoiced amounts.  1 for the top 20% of purchasers; 5 for the bottom 20%; etc.

	
	

	
	Last Purchase Date (same as last invoice date but does not include any credits)

	
	

	
	Lifetime number of Units of product shipped and/or invoiced

	
	

	
	Lifetime number of Preview orders.  Multiple preview units on a single order are counted as one.

	
	Number of Preview orders in past 12 months.  Multiple preview units on a single order are counted as one.

	AR Statistics for Customer Locations and Contacts (arcrdt)
	The following information applies to both the location number as a whole and to each contact at the location.  This information is only collected for the Bill To customer and contact.  Statistics apply to the most recent 12 months only

	
	Fastest first payment Pay Days

	
	Slowest first payment Pay Days

	
	Average first payment Pay Days

	
	% of invoices paid in 30 days or less *

	
	% of invoices paid in 60 days or less *

	
	% of invoices paid in 90 days or less *

	
	Average Payment Days *

	
	Number Invoices with total greater than zero

	
	Monetary Amount of Invoices with total greater than zero

	
	Number Invoices with total less than zero (typically credits)

	
	Monetary Amount of Invoices with total less than zero (typically credits)

	
	Number Invoices with total equal to zero (typically a no-charge shipment)

	
	Number of payments

	
	Total amount of all payments

	
	Number of AR Adjustments

	
	Total amount of all AR Adjustments

	
	Number of Credit Memos

	
	Total amount of all credit memos

	
	AR Aging amounts: current, 0-30 days, 31 to 60 days, 61 to 90 days, 91 to 120 days, over 120 days

	Notes
	* an invoice is considered paid for this statistic when 95% of an invoice amount is paid.


Using Statistics and RFM in Marketing Campaigns

All of the above statistics can be used to define marketing campaigns such as calling campaigns, direct mail campaigns, fax campaigns and e-mail campaigns.  Usually, a combination of these types of campaigns is used.

ARC/400 uses relational data base technology which means that the data base is divided into lots of small segment.  One creates reports and marketing campaigns by joining these segments together.  This is sometimes confusing for those who do not completely understand the ARC/400 data base.  Therefore, a set of pre-defined join logical files have been created to make selections and campaigns easier.  These are the ARC/400 TMBUILD set of files.  All of these will join the customer information and the RFM statistics for simple usage by the user.  See the field definitions for the various TMBUILD file with Codes and Help on the marketing selection screens.

Recency, Frequency and Monetary Reports

With statistical information about your customers and sales activities, you can do important comparisons and analyses.  For example, you expect your best customers to be in recency band one (who have all done business within the past one year).  On a quarter by quarter basis, you can determine how many of these “best customers” are reverting to band two.  You can also determine how many customers in other bands (including the prospect band) are moving into band one.  Your job is to determine why customers might be leaving band one (no longer doing business) and what is making others (who have not been a “best” customer) join band one.  

These reports are merely meant to get one in touch with who you customers are.  If you know your customers, then you have a leg up on your competition in terms of being able to target your marketing efforts for the best results.

Customer RFM Profile Report

The profile report is meant to characterize your customers into Recency Bands and show the customers move from band to band on a daily basis.  With this report, you will be able to determine where new sales are coming from and whether the highest potential customers are being sufficiently covered.

   5/06/03                              Customer RFM Profile                                              

                       # of     Avg Life     Avg 12 mth         Avg Life       Avg 12 mth              Avg

    Band          Customers    Frequency      Frequency         Monetary         Monetary      Order Value

      1               3,034         7.97           2.87        $4,278.83        $1,221.93          $536.86

      2               3,517         3.12                       $2,242.91             $.00          $718.88

      3              11,116         4.23                       $2,404.06             $.00          $568.33

      4              16,095         2.88                       $1,433.36             $.00          $497.69

      5               9,589         2.14                       $1,128.24             $.00          $527.21

greater than 5        9,020          .53                       $1,198.03             $.00        $2,260.43

Active Prospects     25,630                                         $.00             $.00             $.00

Prospects            59,190                                         $.00             $.00             $.00

Distributors            472       102.00          14.29       $43,548.35        $4,835.42          $426.94

Band numbers are determined by the date of the most recent RFM order.  Band 1 is the most recent and is typically one year or less.  The length of a recency period is user selectable.  

Active prospect is an organization that has previously ordered from the company, but has a lifetime monetary amount of zero.

A prospect is an organization that has not previously ordered from the company.

A distributor is an organization with an Organization Type code of DIST or as otherwise defined in the Company Control File.  Typically, a distributor is selling your product on a commission or consignment basis.

Daily RFM Sales Report

The daily sales report shows the daily activity by Recency Band.  This report shows various statistics regarding the daily sales such as how many customers are buying from each band, including the number of purchases and the average amounts.

   5/06/03                                      Daily RFM Sales Report                                                            

                                                   For: 2003-05-05                                                                

                                                                                --------------- Qualified --------------------------

                       # of     Monetary            Total          Avg $$$      Monetary     Total            Total          Avg $$$

    Band          Customers       Orders              $$$        per Order        Orders     Units              $$$         per Unit

      1                   4            2        $1,913.00          $956.50             1         3         $1,721.00         $573.66

      2                   1                          $.00             $.00                                      $.00            $.00

      3                                              $.00             $.00                                      $.00            $.00

      4                                              $.00             $.00                                      $.00            $.00

      5                   2                          $.00             $.00                                      $.00            $.00

greater than 5            1            1          $472.50          $472.50             1         1           $472.50         $472.50

Active Prospects          2                          $.00             $.00                                      $.00            $.00

Prospects                 6            1          $625.50          $625.50             1         1           $625.50         $625.50

Distributors             15           20       $11,198.40          $559.92            12       128        $10,585.40          $82.69

                   ========     ========     ============     ============      ========  ========     ============     ============

Grand Totals             31           24       $14,209.40          $592.05            15       133        $13,404.40         $100.78
Monetary orders are the number of RFM orders where the invoiced amount is greater than zero.  

The qualified statistics are meant to focus on “feature products” and exclude ancillary items even if such items are invoiced to the customer.  See the definition of “qualified” in the RFM Definitions section of this document.

Daily Recency Reconciliation Report

The reconciliation report uses Recency Bands to show how customers move from band to band on a daily basis.  With this report, you will be able to determine where new sales are coming from and whether the highest potential customers are being sufficiently covered.

   5/06/03               Daily Recency Reconciliation Report            

                                    For:  2003-05-05                    

                     # of customers       Moved to          Moved from  

   Recency Band        at beginning         Band 1       Previous Band  

                             of day                                     

      1                        3042                                     

      2                        3506              1                  13  

      3                       11118                                  1  

      4                       16169                                  3  

      5                        9526              2                  77  

greater than 5                 9009              1                  12  

Active Prospects              25624                                     

Prospects                     59197              1                      

Distributors                    472                                     

                           ========       ========                      

                             137663              5                      
As time proceeds, customer who purchase will be moved from their existing Recency Band to Band 1.  In addition, customer who do not purchase will eventually be moved from their existing band to the next higher band.  

One would expect that most sales will be for customers already in Band 1, but proper prospecting will show customers in other bands moving to Band 1.

Hopefully, there will be few customers moving from a lower band to a higher band; these customers may be doing so because they are being ignored or otherwise not properly serviced.

General RFM Definitions

	Recency Bands
	Bands of customers based upon how recent the last order has been.  

	Frequency
	The number of RFM orders taken for the customer.

	Monetary
	The invoiced monetary amount.  Excludes all credits.

	RFM Order
	An order is a grouping of 1 or more daily shipments/billings for a distinct order number.

	An RFM Cell
	A cell is used for recency, frequency and monetary independently.  The cells simply divide the customer base into groupings of typically 20%.  The number of cells is user selectable.

	Qualified Order
	Qualified statistics simply limit the values to certain “feature” products.  To be included in a Qualified Order, the line item must have a positive invoiced amount, must be a purchase (i.e. excludes previews and rentals), and must be of a “feature type”.  A feature type is any item except where the extension code’s product type is Mfg Compnt, Packaging, Publicity, Rarelyused, and Support. 

	Distributors
	A distributor is an organization with the Organization Type of DIST or as otherwise defined in the Company Control File.  All distributors will be statistically separate; they are not assigned a band in the RFM Reports.

	Prospect
	An organization that has never ordered from the company.

	Active Prospect
	An organization that has ordered from the company, but total lifetime sales amount is zero..


ARC/400 Credit Card Processing

Version 8.7

Credit Card Processing Overview

Credit cards are issues by banks to give instant credit to their customers.  A bank will use a credit card processing network to pre-process and route transactions.  A merchant will use the network as required by the bank.  
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You, as a merchant, will process your transactions by using hardware, software, or procedures as set up and approved by the processing network and bank.  For example, you may swipe a credit card with POS hardware which initiates a telephone call to a processing network to obtain the authorization.

At the end of a day, each merchant will “settle” transactions for the day.  This settlement process gives the merchant one last chance to change a transaction before it creates the changes to the customer’s account and the merchant’s account.

Each credit card transaction goes through three stages before money is actually transferred:  These are:

· Authorization
Approval by, or on behalf of, the card issuer to validate a transaction for a merchant or another affiliate bank.  An authorization indicates only the availability of the card member’s credit limit at the time the authorization is requested.

· Capture
An action in which an electronic credit card sale transaction is submitted for financial settlement.  Authorized credit card sales must be captured and settled in order for a Merchant to receive credit for their sales and a cardholder’s account to be debited/credited. 

· Settlement
The process by which members exchange financial data and value resulting from sales transactions, cash disbursements, or merchandise credits, which are ultimately billed to the cardholder's account.

A sale and deposit is the type of transaction that occurs when one uses a credit card at a retail store.  The one act of authorization and the assignment of an authorization number consists of both the Authorization and the Capture steps.  

For mail orders and other transactions where the customer is not physically given the goods at the time of purchase, the merchant would issue an AO (Authorize Only) when the order is taken.  This does not create any liability for the customer.  It merely validates the card and the account balance.  When processed through the network, an authorization number is assigned.  Later, when the ordered items are eventually shipped (could be multiple shipments over several days), the PA (Post Authorization) is processed for each shipment to “capture” the funds.

There are only a few basic transaction types.  The valid types in credit card processing are:

· AO 
Authorize Only.  This is used for Mail Order/Telephone Order situations where the initial request merely authorizes the card and verifies sufficient available credit.  It is typically followed up with one or more PA Post Authorization transactions during invoicing.

· NA
Sale and Deposit (also called Normal Authorization).  This is used when the card needs to be settled immediately such as when the items have already been delivered or invoiced to the customer.

· VD 
Void.  Any credit card transaction can be voided if either a) it has not been captured, or b) the capture has taken place today.  To void an older, captured transaction, use a CR credit request.

· CR 
Credit/Return.  This is used if it is too late to void a transaction or if the account needs to be otherwise credited.  Simply enter a negative number in the amount field to create the CR entry.  

· PA
Post Authorization.  Use this transaction if you received an authorization number from your bank over the telephone.  ARC/400 will also use a PA transaction during invoicing to match against a previous AO request.

Components of ARC/400 Credit Card Processing

ARC/400 manages credit card transactions so it can be very easy for you to process credit cards for your business.  To enter a credit card transaction, all you really need to know is the credit card number and the expiration date.  No special training is necessary because ARC/400 does much behind the scenes to make it easy.

First, you need to initiate a credit card relationship with a bank that supports your type of business.  Your selection of a bank may be limited by the degree of automation that you wish to achieve and the processing networks supported by your bank.  Some banks and processing networks will support certain credit card software; others may not.  

ARC/400 can optionally work with external credit card software; examples of supported software are presented later.  With credit card software, there is no need to obtain authorizations or other manual steps to complete the credit card transaction.  

If you do not use credit card software, processing credit cards with ARC/400 is still very easy.  You will need to obtain the credit card authorization using a POS device or as otherwise directed by your bank and processing network.  Please note that any feature described in this document which refers to “credit card software” is only available to you if you are using supported credit card software.

ARC/400 Processes Credit Cards in One of Three Ways

· Manual
This method requires the user to obtain authorization via phone or other means outside of ARC/400.

· For manual processing, someone needs to use a POS device or call the credit card company to obtain the authorization number.  This may be done by a central accounting person at the end of the day or otherwise as determined by you.  

· Immediate
This method requires supported credit card software.  The authorization is performed by ARC/400 with an authorization (or denial) provided just seconds after the request.

· For immediate processing, the transaction is communicated to the credit card network at once.  Depending upon the selected software, this may take from 2 to 15 seconds to complete.  This method requires no human effort beyond the initial entry to complete the transaction.  

· Batch
This method requires supported credit card software.  Multiple requests are batched together by ARC/400 and submitted for processing periodically throughout the day (such as hourly).  

· For batch processing, requests are grouped; the group is communicated to the credit card network at certain intervals during the day, such as hourly.  This method also requires no human effort beyond the initial entry to complete the transaction.  

The major differences among these three methods are a) the timing of the authorization, and b) who does the authorization.  Otherwise, all are processed identically.

ARC/400 Features Available with all Three Processing Methods

Even the manual method of processing credit cards will provide you with substantial efficiencies to improve accuracy and to eliminate unnecessary human efforts.  In summary, these features are available for all users:

· A credit card entry screen in Order Entry will pre-verify the accuracy of the credit card information.  ARC/400 verifies credit card number length, the check digit, and the card type.  Mostly, this eliminates simple entry errors.

· Credit Card Information is saved for each customer so the same information can be used again and again without additional entry.  The user can add, change and remove credit card information.

· Pre-payment discounts are easily entered when the credit card is entered.  These discounts are entered into the system as an AR Discount Adjustment with a adjustment reason code of PREPAY.  You set the GL account for each adjustment code in the adjustment code table.  

· Supports CVV2 and CVS2.  These are the extra numbers provided by American Express, Visa and Master Card on the back of the card.  This is an additional security procedure for those who take orders over the phone, mail or Internet.

· Supports AVS Address Verification.  The name, address and zip/post code are stored for usage in the credit card authorization process.

· MOTO
 Mail Order and Telephone Order support refers to all situations where the card is not physically present at the time the order is taken.  This support allows the transaction to be Authorized when the order is taken and triggers the Post Authorization during shipment/invoicing to perform a Capture of funds.  

This procedure is the “legal” method of taking credit card payments when the cardholder does not receive the goods when the card is presented.

· Credit Card cash entry step has been eliminated.  Nothing needs to be entered into Accounts Receivable as ARC/400 will complete this step automatically during the Capture process.

· A special AR Batch is created for credit card payments.  There is one batch per day with an AR batch type of T.  The AR Batch report will list all credit card transactions for the day and will balance against your daily settlement.

· Easy manual authorization of credit cards.  A Credit Card Transactions screen will list credit card requests yet to be Authorized.  The user simply needs to view the request, obtain manual authorization and enter the authorization number.  

Note: if credit card software is used, this step is completed by the software, although the user is notified of any errors, denials, etc.

· Transactions supported are:  Sale and Deposit, Authorization Only, Credit/Return, Void and Post Authorization.  

· In Accounts Receivable, there is superb matching of a credit card payment to its underlying invoice.  Extra and unnecessary adjusting entries are eliminated.

· There is an option to e-mail a central person with all credit card errors and, optionally, all manual requests.  This provides immediate notification and information regarding manual credit card requests.  

· Pre-payments applied to an invoice are displayed in Invoice Inquiry on the Totals screen.  This is the same pre-payment amount printed on the invoice as provided to your customer.

· Credit cards can be applied either before or after the order is shipped.  If before the order is shipped, the invoice will print the pre-payment for the customer.  If after shipment, the credit card is applied to the invoice immediately after Authorization.  Again, no manual cash entry procedure is necessary.

· Pre-Pay hold is eliminated.  Packing lists will not be created for any order with pending Authorizations to assure a credit card acceptance.  This is done without putting the order on hold, although the result is similar.  No action is required by the user to affect any changes (other than to authorize any pending authorization requests).

User Tasks

All user tasks are performed from the Payment screen in Order Entry.  This screen can be used for all orders regardless of the status (open and closed orders alike).

· Entry of a new credit card payment.  

· Entry of a credit/return.

· Voiding an existing credit card payment.

The above user tasks are performed using the Payment Control screen in Order Entry.  Enter any order and click on Payment.  

                     Payment Control for Order 123456                       

         New Amount: ______425.00 (negative amount for credit)  Type: NA  

           Discount: ____________ or Percentage: ______

            Account: _______________________________ CVV2/CVC2: ____      

          Card Type: ________                                             

         Expiration: ________  (enter mm/yy or mm/yyyy or mm/dd/yy)                                           

      Name of Payee: _____________________                                

   Address of Payee: _____________________ Zip/Post: _________                     

       2=Details    4=Remove/Void                                         

  Sel  Date     Time  Type  Status___________________________Amount___    

  _  06/20/03 04:35 PM NA Authorization Approved                100.00    

    Saved Cards    Post Now    Post in Batch    Post Manually    Return   

You should use this screen at the conclusion of an order after all line items are entered.  ARC/400 will calculate the amount including any shipping and taxes.  The amount will be the summation of any open AR for the order plus any unshipped items.  You can trust the calculation when you quote the full payment amount for the order to your customer.

The discount amount and percentage are used to apply an AR Discount Adjustment to the transaction.  Usage examples are pre-payment or fast payment discounts.  This field is available to Order Entry users if so indicated in the credit card setup screen.  Note:  you can not use this screen to simply add an AR Discount; a credit card payment is required.

The account number is always required.  One can key a question mark into this field or can click on Saved Cards to view previous card numbers used by the Bill To contact.  You can double click on the card number to retrieve all relevant data into the Payment screen.

The card type will be determined by ARC/400 if left blank.  

The expiration date of the card is always required.  Enter in a format of mm/yy or mm/yyyy or mm/dd/yy (dd/mm/yy for UK users).  

Use the CVV2/CVS2, name of payee, address of payee, and zip/post as required by your setup and by your bank.

Use the Post Now or the Post in Batch or the Post Manually to complete the credit card request.  

The Type field determines the type of credit card request.  Under most circumstances, ARC/400 will select the appropriate credit card request type.  The valid types in credit card processing are:

· AO 
Authorize Only.  This is used for Mail Order/Telephone Order situations where the initial request merely authorizes the card.  It is typically followed up with one or more PA Post Authorization transactions during invoicing.

· NA
Sale and Deposit (also called Normal Authorization).  This is used when the card needs to be settled immediately such as when the items have already been delivered or invoiced to the customer.

· VD 
Void.  Any credit card transaction can be voided if either a) it has not been captured, or b) the capture has taken place today.  To void an older, captured transaction, use a CR credit request.

· CR 
Credit/Return.  This is used if it is too late to void a transaction or if the account needs to be otherwise credited.  Simply enter a negative number in the amount field to create the CR entry.  One need not also enter a type of CR as this is implied by the negative amount. 

· PA
Post Authorization.  Use this transaction if you received an authorization number from your bank over the telephone.  ARC/400 will also use a PA transaction during invoicing to match against a previous AO request.

A VD void request can only be selected from the list of transactions at the bottom of the window.  If selected, all non-captured amounts are immediately voided; any captured amount entered on the same day will be eligible for the void transaction.  Older, captured transactions can not be voided; use a Credit/Return instead.

Administrative Tasks

The major administrative task is working with Manual credit card requests.  This is true even if you do most processing using either the Immediate or the Batch methods with credit card software.  Both Immediate and Batch methods will transform any requests with errors (card denials, network down, expiration date problem, etc.) into Manual requests requiring review and determination.

                          Credit Card Transactions           17:33:12   6/23/03 

 Date range: ________ to 06/23/03  Bill-To: _______  Order: _______             

      Scope: MANUAL PD  Pending Manual Credit Card Transactions Only            

 1=View_Details  2=New_Entry  4=Void  6=Manual_Authorization                    

 8=Re-Try_Now  9=Re-Try_in_Batch  O=Order  C=Customer                           

Sel Bill-To Customer         Date     BMI Type Order  CardType   Card Amount    

 _ Compen Rat Inspec Res     06/23/03  M   NA    2614 MSTR CRD         75.00    

   Status: Manual Request Authorized:           .00  Captured:           .00    

 _ Camp Fire Boys & Girls    06/23/03  M   NA    2615 MSTR CRD        200.00    

   Status: Manual Request Authorized:           .00  Captured:           .00    

 _ Backyard Burgers          06/23/03  M   NA    2616 MSTR CRD        250.00    

   Status: Manual Request Authorized:           .00  Captured:           .00    

    Clear                     Fold              Exit    Cancel            FKey  

Use the Credit Card Transaction Search screen on the AR Menu.  This screen operates like all other Search screens in ARC/400.  There is selection criteria for you to find the items of most interest.  

The Scope field allows usage of one of several filters to display the items that need to be reviewed.  The most common scope MANUAL PD will display only the manual items with pending action.  This includes all manual requests and all other requests with errors.

Use the list selection options for a variety of review and action purposes:

· 1=View_Details  
Displays the transaction details, such as:

   Credit Card Transaction Details       

  Card:   5424180148725038               

          06/20/03 11:11 AM              

  Status: Authorization Approved         

  Requested Amount:             25.00    

  Authorized Amount:            25.00    

  Captured Amount:              25.00    

  Discount:                      2.50

  Recent Authorization: Demo27           

  AO Authorization:     Demo27           

  Expiration:           05/31/05         

  CVV2/CVC2:            765              

  Issuer:               MC               

  Trans Type: PA   Proc Type: B          

  Batch No: 24     Trans No: 29          

  Sequence: 2890   Invoice: I1491        

           Return                        

· 2=New_Entry  
Displays the same window as is displayed in Order Entry.  One can use this option to add new entries to an order.

· 4=Void  
Attempts to void the entire transaction.  Note that a captured amount can only be voided on the same day of entry.  Afterwards, a credit/return transaction is required.

             CONFIRM VOID REQUEST             

           Press Confirm to Continue          

               with Void Request              

        Cancel    Confirm                     

· 6=Manual_Authorization         Manual authorization is used to enter the authorization number after obtaining the authorization number outside of ARC/400.  This is typically done via a phone call to the processing network.

     Manual Payment Request for Order 2615        

             Type: Sale and Deposit               

           Amount: 200.00

         Discount: 4.00                         

          Account: 5424180148725038               

       Expiration: 01/31/06                       

        Card Type: MSTR CRD                       

        CVV2/CVC2: 988                            

    Name of Payee: George Smoltz                            

 Address of Payee: 2237 Main Street                          

         Zip/Post: 60532                          

 Enter Authorization and Press Confirm _____           

       Cancel    Confirm                          


Manual Authorization Notes

For PA Post Authorizations, these are transactions that were requested during Invoicing; the Status will display as Manual Authorization.  The displayed authorization number will be the same authorization number as in the corresponding AO transaction.  You need to manually authorize this transaction using the displayed authorization number. 

For Pre-authorized Batch OE transactions, the Status will display as 
External Authorization Done if the external system has already authorized the transaction.  
External Authorization Errors if the external system has already authorized the transaction, but ARC/400 has determined that there are errors.  

All such requests must still be confirmed as an Manual request, but no manual authorization with the credit card network is required.  The pre-established authorization number will display in the authorization field.

For Batch OE transactions with no pre-authorization, the Status will display as 
Manual Authorization if no errors are detected, 
Manual Authorization Errors if errors are detected  

Since the authorization number is blank then there is no pre-authorization so the transaction will need manual authorization.

· 8=Re-Try_Now  9=Re-Try_in_Batch  These are used to re-try a manual entry or a batch entry.  

· O=Order  C=Customer  
These allow the display of the order and the display of the customer location screen.

All items in the Manual Pending list will need to be cleared at least every day if not more often.  Manual entries pending can hold up the shipment of goods until cleared so it is best to clear these periodically throughout the day.

Settlement Tasks

Settlement can take different forms depending upon the credit card software and the rules of your bank.  

In some cases, the bank will automatically settle your account nightly.  In other cases, you can use options in your credit card software to automatically settle your account nightly.  In the remaining cases, ARC/400 can create a settlement transaction to force the settlement of your account nightly.  However done, it is important to settle nightly; ARC/400 assumes that you have determined the proper settlement procedure for your organization and you are completing the procedure regularly.

Working with Bank Batches

Credit card software and your bank will group your transactions into batches and give the batch a bank batch number (not the same as your ARC/400 AR batch number).  Settlement will always occur for an entire batch at a time.  Typically, the merchant will open a bank batch in the morning and close that same batch in the evening.  

To work with the bank batches in your credit card software, use the Credit Card Bank Batches Review on the AR Menu.  This screen works directly with the credit card software without using information collected by ARC/400.  

ARC/400 gives you the option of doing the following:

· Listing the details of the current bank batch.

· List all bank batches which are stored in the credit card software.

· List the details of any past bank batch.

In all of these cases, you are reviewing the information in the credit card software; you are not viewing information in ARC/400; you can not change and bank batch transaction through ARC/400 directly except by a) voiding existing ARC/400 credit card transactions, and/or b) adding new ARC/400 credit card transactions.

Treatment in AR

All credit card processing affects AR automatically; there is no manual entry into any AR screen.  When money is captured, it is automatically added to AR.  When voided, it is automatically subtracted from AR.  

When a new credit card payment is added to AR, ARC/400 will first determine if there are any previously open invoices for the order.  If so, ARC/400 applies the amount to pay those invoices.  Once all open invoices are cleared, any remaining money, if any, is entered into AR as an On-Account item.  An On-Account payment is viewed in AR similar to any invoice except there is no invoice number and the type is OA.  

When ARC/400 creates an invoice, the system will attempt to apply open credits for the order (including all payments) to that invoice.  Once all open credits are applied, ARC/400 will look for any authorized Authorize Only requests.  If found, a Post Authorization request is prepared to pay the invoice.  

All money added to AR will be applied to a special AR batch.  Everyday, a new AR batch is created.  This batch can not be changed by users, but a batch report can be printed.  This AR batch should balance with the settlement amount for the day.  A new batch type of T is used for these special credit card batches.  See the Cash Entry & AR Batch Control on the AR menu.

ARC/400 will never use funds from one order to affect the funds in another order.  Therefore, if the customer is paying invoices spanning multiple orders, one should either a) accept one credit card payment per order, or b) accept one large credit card payment and then use the AR screens to distribute the money to multiple orders using the Balance feature.

AR Discounts

The credit card entry screen allows the user to enter an AR Discount, such as a pre-payment discount, along with a credit card transaction,.  This is treated as an AR Discount, so it does not affect sales figures, commissions and royalties.  It is the same as if a Discount were entered in the AR Cash Entry screen.

When a credit card is entered along with an AR Discount, the discount is added to AR only when the last of or the entire credit card is captured and added to AR.  If the credit card is only partially added to AR (such as if the credit card request was larger than the invoice amount) then the discount will not be applied until the last bit of the credit card is captured and added to AR.

If there is any attempt to VOID a credit card transaction, the discount is always voided, even if the underlying credit card amount could not be voided.  Normally, a void will always remove the amount that has yet to be captured in AR and the amount which is captured on that day.  Older captured amounts typically need a Credit/Return transaction to complete.  But, even in this last case, the attempt to void the transaction will always void the discount amount.

A discount is not allowed for Credit/Return transactions.  An error will be displayed.

This is an option that may not be suitable for all users.  To restrict this option to the Credit Card Transaction screen in AR, see the credit card setup screen for this restriction option.

Taking Credit Cards to Pay Existing Invoices

It is easy to use ARC/400 to take a customer credit card to pay an existing order balance.  Simply find the order using Order Search.  Display the order and click on Payment.  The open order plus the AR balance amount will be displayed.  Enter the appropriate information and post for payment.   

Batch Order Entry

Batch order entry is used for Internet orders and other orders which are entered automatically from a spreadsheet or other means.

All credit card requests will be handled as a manual credit card request.  No validation of information is performed.  

The only two types of transactions supported in Batch Order Entry are AO Authorize Only and NA Sale and Deposit.  Set the p_authonly field to Y for an Authorize Only.  Set to blanks for a Sales and Deposit.  

If the transactions has been pre-authorized then set the p_crda field to the value of the authorization number.  If such a number is entered, it is assumed that the amount has been authorized so it is best to also provide the amount into the p_paya field.  

Foreign Currency

All foreign currency orders do support credit card payments.  All money entered into the Payment screens are denominated in the same currency as the order; the currency is displayed.

It is always assumed that all billing of credit cards will be presented to the bank and the credit card software in the home currency.  Therefore, a CAN$100 order for a US company will be paid with a US$65 credit card payment (depending upon the exchange rate).  Regardless of the user’s credit card bank, all currency fluctuations are calculated by the credit card network and bank.  

Supported Credit Card Software

Currently, the only two credit card software products supported are:  PC Authorize and Web Authorized; both are products of First Data Merchant Services Corporation.  Soon, we expect to support IC Verify in batch mode only.

Internet Generated Orders

All internet generated orders via ARC/400 use the Batch Order Entry (BOE) processing.  You should check with your Bank to determine any special requirements for Internet Credit Card processing.  See the appropriate item above for more details.

Obtaining Best Rates for Credit Card Processing

Where possible, ARC/400 provides the information for you to obtain the best rates for credit card processing.  This is done by providing certain best rate information.  This includes the invoice number, the sales tax, and the shipping charges.  In addition, the CVV2/CVS2 and AVS are also used.

Possible Date Issue with MOTO Support

It is useful to match the dates between ARC/400 AR Payments and your Credit Card Batches.  There can be date differences between ARC/400 and your Credit Card Batches under certain circumstances which may or may not be easily reconciled manually.  For example, ARC/400 may post the payment on the 10th of the month while the credit card software posts the credit card on the 11th of the month.  

The issue is that ARC/400 will update AR when a PA (Post Authorization) is processed during invoicing.  ARC/400 does this processing because a) the transaction has already been pre-authorized using an AO ( Authorize Only), and b) it is useful to match the payments with generated invoices.  ARC/400 will always use the invoicing transaction date for the posting date.

The problem arises when invoices are created late in the day.  This can happen if the 2-Phase invoicing option is selected where invoices are always created late in the day.  It can also happen when a package is shipped after the last credit cards are processed for the day.

The problem is mostly resolved if either Immediate or Batch methods of authorization are used AND ARC/400 is set to perform an early Invoicing Cycle before midnight.  In other cases, you must determine the extent of this issue to your operation; contact Computer Analytics for assistance.

Credit Card Setup Screen

                   Credit Card Interface Control Setup   11:55:23   6/23/03     

      Credit Card Software Interface Active: Y                                  

      Merchant Name (as setup in software):  DEMO______________                               

      Require Address Verification:          N                                  

      Require Zip Verification:              N                                  

      Require Name Verification:             N                                  

      Require CVV2/CVC2 Verification:        Y                                  

      Allow Immediate Authorization:         Y                                  

      Batch Authorization Type:              PC AUTH___                            

      Allow Saving of Credit Card Info:      Y                                  

      Automatic Nightly Settlement:          Y                                  

      Mail Order/Telephone Order:            Y                                  

      Queue Library Name:                    ARC400UTIL                         

      Bank Code for AR Entry:                MAIN                               

      Allow Discounts in Order Entry:        N 

      Send E-Mail for all Manual Requests:   Y                                  

      Send E-Mail Invoice Warning:           Y                                  

      Send Batch Errors to E-Mail: jaycos@cacorp.com___________________________                            

         Last Maint Date: 06/21/03     Last Maint User ID: COSENTINO            

                                              Exit    Cancel    Accept    FKey  

The credit card setup screen is not required if you are only using Manual credit card requests; however, there may still be functions that you will want to use.  If credit card software is used for Immediate or Batch credit card requests then this screen is required.

	Credit Card Software Interface Active:
	Specifies if Credit Card software functionality will be utilized or not.  This must be set to a Yes if Immediate or Batch requests are to be accepted.  

	Merchant Name
	The merchant name as identified in your credit card software

	Require Address Verification
	Causes ARC/400 to require the Billing Address; this may be required for AVS support

	Require Zip Verification
	Causes ARC/400 to require the Billing Zip/Post code; this may be required for AVS support

	Require Name Verification
	Causes ARC/400 to require the Name on Card; this may be required for mail order/telephone orders by your bank.

	Require CVV2/CVC2 Verification
	Causes ARC/400 to require the CVV2 or CVS2 number; this may be required for mail order/telephone orders by your bank.

	Allow Immediate Authorization
	Allows the user to send an immediate request to your credit card software.

	Batch Authorization Type
	Allows the user to send a batch request to your credit card software.  All batch requests are saved with periodic processing during the day.

	Allow Saving of Credit Card Info
	Allows ARC/400 to save all credit card information for the Bill To contact.

	Automatic Nightly Settlement
	If required by your bank, ARC/400 will send a Settlement transaction to your bank nightly.

	Mail Order/Telephone Order
	If yes then MOTO support is active.  When a order is taken, an AO Authorize Only request is made to the credit card software.  No money is exchanged and no money can be settled with the bank.  When the item is shipped and/or invoiced, a PA Post Authorization request is made to the credit card software.  The corresponding AO’s authorization number is used to complete the transaction with the bank.

If no, all credit card requests at order entry time will be considered a NA Sale and Deposit (normal authorization) request.  Money is settled with the bank that day.  Please note that this is not recommended for situations where the shipment may be delayed.

	Queue Library Name
	The library name of the request queue used by the credit card software.

	Bank Code for AR Entry
	The bank code used for all AR batches created with credit card payments.

	Allow Discounts in Order Entry
	When users access the credit card screens in the Order Entry program, should the discounts fields appear?  Set to Y if users can enter AR Discounts.  In all cases, the discounts can be entered from the New Entry option on the Credit Cards Transaction screen (in the AR Menu).

	Send E-Mail for all Manual Requests
	Should an e-mail be sent to a central person with manual e-mail requests?  If the Credit Card Transactions screen is frequently checked then this e-mail may not be necessary. 

	Send E-Mail Invoice Warning
	Should an e-mail be sent to a central person when an invoice with credit card payment is created, but there is insufficient pre-payment to cover the entire invoice?

	Send Batch Errors to E-Mail
	E-mail of a central person where all credit card e-mails will be sent.  In addition to the manual requests and the invoice warnings, from above, all error situations will create an e-mail for some required action.  It is highly recommended that this feature should be used.


Initiating Batch Processing of Credit Card Transactions

With batch processing, you will want the system to attempt to obtain approval in batches throughout the day.  To initiate batch processing, do the following:

· Batch processing is available only with supported credit card software.  Verify that such software is available.

· Be certain that the Credit Card Setup screen is set to use your selected credit card software.  See Batch Authorization Type

· In the Report Control File, you will need to instruct the system how often should the authorization attempts be made.  See exit 06 and sequence BG.  Press Change Mode  and change the day of the week to 7 which is the code to run everyday.  Press F4 or  Cmd ? which is the command prompt.  The default is to start at 4am and to run to the next 4am at 30 minute intervals.  Change accordingly and press the ENTER key and then press Make_Change.

Conversion from ARC/400 Versions before V8.7

When ARC/400 is upgraded to Version 8.7, an attempt is made to convert the prepayment amounts in orders to Pending Manual credit card requests.

Following the upgrade, one should review all Pending Manual requests using option 23 in the AR menu.  All will be listed with a message text of “Conversion During V8.7 Upgrade”.  Any that have already been considered in AR should be removed.  It may be that most of the converted items should be removed.  
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