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Beginning with the 2010 release of Sage Pro ERP, Sage Pro ERP possesses the ability

to process credit card transactions uses an external PA-DSS* certified payment platform

called Sage Exchange.

This document is focused solely on the processing of credit card payments and the safe

storage/retrieval of credits cards through Sage Exchange within the current version of

Sage Pro ERP. Information related to Sage Pro ERP non-credit card functionality can be

found using the help feature within Sage Pro ERP as well as via the Sage Pro ERP

website (http://www.sageproerp.com/).

*For more information on PA-DSS certified applications, please visit https://www.pcisecuritystandards.org/security_standards/vpa/vpa_approval_list.html

https://www.pcisecuritystandards.org/security_standards/vpa/vpa_approval_list.html
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Sage Exchange is a PA-DSS (Payment Application ïData Security Standard) certified payment

platform that integrates with select Sage North America products as well as select third-party

software.

All software products that integrate with Sage Exchange no longer store, process or transmit credit

card data as part of the software. For all credit card processing that involves the storage, processing

or transmission of credit card data, the software product will engage the Sage Exchange payment

platform to perform this function.

You may wonder why software products that integrate with Sage Exchange are not listed in the PA-

DSS certified applications list. Because credit card information is no longer being stored, processed

or transmitted through the integrated software products, the integrated products do not require they

become certified. This is the reason they are not listed in the PA-DSS certified applications list.

What Is Sage Exchange?
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Installation

The enhanced functionality , Sage Exchange, is installed by the user. To install, select ñStartòin the

lower left of your computer, then ñAllPrograms,òthen under Sage Payment Solutions you can select

ñSageExchangeò.

Sage Exchange is designed to run in your bottom right ñtrayòand this can be confirmed through the

presence of a green SE in a white box (see below). In order to utilize the payment functionality inside

Sage Pro ERP, this symbol must be present in the bottom right tray. If you right click on the SE

symbol and terminate the service or perform a CNTL + ALT + DELETE and request the

SageExchange.exe service be terminated you will not be able to process credit card transactions at

all.

If the service is terminated, select ñStartòin the lower left of your computer, then ñAllPrograms,òthen

under Sage Payment Solutions you can select ñSageExchangeòto restart the service.
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Enable Credit Card Processing

Å From 'Application' drop-down in 

Menu Bar, select 'Accounts 

Receivableó

Å From 'Company' drop-down in 

Menu Bar, select desired company
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Enable Credit Card Processing (continued)

Å Go to Maintain  drop down menu and 

select Credit Card Connections
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Enable Credit Card Processing (cont.)

Å Enter a value in the 

'Merchant ID' text box, and 

press the tab key

Å Press the 'Add' button on the 

'Credit Card Connections' 

dialog
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Enable Credit Card Processing (cont.)

Å Enter values in the 

'Descriptionó; 'Merchant Acct #' 

(= MID), and 'Merchant Key' (= 

MKey) text boxes

Å Press the 'Verify' button
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Enable Credit Card Processing (cont.)

Å On the Credit Card 

Connections dialog box, 

press the 'OK' button to 

confirm that vault and 

payment processing are set 

up correctly

Å Click the 'Save' icon in the 

upper right-hand corner

Å Click the 'X' in the upper 

right-hand corner to exit
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Add/Update Customer Information for Credit 

Card Processing

Å On the Home screen, from 

'Application' drop-down in Menu 

Bar, select either 'Accounts 

Receivable' (or 'Order Entryó)

Å From 'Company' drop-down in 

Menu Bar, select desired 

company
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Go to the Maintain  drop 

down menu and select 

Customers
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Click 'Pick List' icon to 

right of 'Customer' text 

box
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Highlight 

selected 

customer,

Å Press the 'OK' 

button
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å In the drop-down box in the upper 

right-hand corner of the window 

(pre-populated with 'Customer'), 

select 'Credit Card'
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å In the 'Customer Credit 

Card Maintenance' 

window, add new card 

for customer by entering 

value in 'Card ID' text 

box, and press the tab 

key
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Click the 'Add' button on the 

'Credit Card Maintenance' 

dialog box
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Select a value in the 'Merchant 

ID' drop-down

Å Enter information in the name 

and address-related text boxes

Å Press the 'Sage Exchange' 

button
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Enter and submit the 

card number and 

expiration date in the SE 

window

Å His submit button
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Upon returning to the 

'Customer Credit Card 

Maintenance' dialog, the 

masked card number 

and expiration date 

should be displayed.  

Å (To view/edit the card 

details entered, press 

the 'Sage Exchange' 

button again.)
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Add/Update Customer Information for Credit 

Card Processing (cont.)

Å Click the 'Save' icon in the 

upper right-hand corner of 

the Customer Credit Card 

Maintenance dialog

Å Click the 'X' in the upper 

right-hand corner of the 

dialog to exit the 'Customer 

Credit Card Maintenanceó

Å Click the 'X' in the upper 

right-hand corner of the 

dialog to exit the 'Customer 

Maintenance' dialog
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Processing a Sale ïAccounts Receivable

Å From the home screen, 

'Application' drop-down 

in Menu Bar, select 

'Accounts Receivableó

Å From 'Company' drop-

down in Menu Bar, 

select a company
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Processing a Sale ïAccounts Receivable (cont.)

Å From the Transaction drop down 

menu, select Enter Invoices/Credit 

Memos 

Å Select Invoices
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Enter existing 

Customer ID in 

'Customer' text box and 

press 'tab' key OR click 

'Pick List' icon to right 

of text box to select
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Enter existing 

Customer ID in 

'Customer' text box and 

press 'tab' key, OR 

click 'Pick List' icon to 

right of text box to 

select

Å Then select Line Item 

Detail Tab
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Click 'Pick List' icon 

to right of 'Item' text 

box to select 

invoice item

Å Modify 'Quantity' 

and 'Price/Cost' 

values if desired

Å Click 'Save Line' 

button on left-hand 

side of screen;
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Invoice line item 

should then appear 

in bottom panel

Å Click the 'Save' 

icon in the upper 

right-hand corner of 

the dialog to save 

invoice
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Press the 'Receipt' 

button on the 'Enter 

Invoices' dialog to 

create receipt
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Enter a value in 

'Check/Ref' text box
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Select 'Credit Card' 

in 'Pay Method' drop-

down
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Processing a Sale ïAccounts Receivable 

(cont.)
Å In the 'Customer Credit Card 

Details' window, select existing 

card or enter new card data.  If 

entering new card data, then 

name and address data will not 

pre-populate and also must be 

entered.

Å Then, Press the 'OK' button to 

close the 'Customer Credit Card 

Details' dialog
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Click the 'Save' icon in the 

upper right-hand corner of 

the 'Receipts' dialog
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Processing a Sale ïAccounts Receivable 

(cont.)

Å Press the 'Yes' button to 

confirm payment in the 'Cash 

Receipts for Invoices' dialog
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Processing a Sale ïAccounts Receivable 

(cont.)

Å You will receive an 

authorization pop up with 

the details of the 

transaction including the 

masked credit card 

number, credit card type, 

customer name, 

expiration date and 

amount
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Processing a Sale ïAccounts Receivable 

(cont.)

Å An Enter Invoiced pop-

up will provide an 

invoice number and 

ask how you want to 

handle the invoice

Å Make your selection 

and Press the 'OKô

Å Click the 'X' in the 

upper right-hand 

corner of the dialog to 

exit the 'Invoices' 

dialog
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Authorize and Capture ïAccounts Receivable

Å From Home Screen, in 

'Application' drop-down 

menu, select 'Accounts 

Receivableó

Å From 'Company' drop-down 

in Menu Bar, select desired 

Company



37

Authorize and Capture ïAccounts Receivable 

(cont.)

Å From the 

Transaction  drop 

down menu, 

select Enter Cash 

Receipt

Å Then select 

Credit Card Pre-

Auth
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Authorize and Capture ïAccounts Receivable 

(cont.)

Å Enter existing 

Customer ID in 

'Customer' text 

box and press 

'tab' key, OR click 

'Pick List' icon to 

right of text box 

to select
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Authorize and Capture ïAccounts Receivable 

(cont.)

Å In the 'Card ID' text 

box, select existing 

card, or select 

'Customé' and press 

'Sage Exchange' button 

to enter new card data.  

If entering new card 

data, then name and 

address data will not 

pre-populate and also 

must be entered.
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Authorize and Capture ïAccounts Receivable 

(cont.)
Å Under 'Pre-Auth' 

tab, enter value in 

'Amount' text box

Å Click the 'Save' 

icon in the upper 

right-hand corner 

of the 'Credit Card 

Authorizations 

(Pre-Auth)' dialog

Å Press the 'Accept' 

button on the pop-

up 'Credit Card 

Authorizations 

(Post-Auth)' dialog 

Å You will receive a 

pre auth message, 

including pre auth 

amount

Å Click the 'X' in the 

upper right-hand 

corner of the 

dialog to exit the 

'Credit Card 

Authorizations 

(Post-Auth)' dialog
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Authorize and Capture ïAccounts Receivable 

(cont.)

Å Press the 'Accept' 

button on the pop-up 

'Credit Card 

Authorizations (Post-

Auth)' dialog 

Å You will receive a pre 

auth message, 

including pre auth 

amount

Å Click the 'X' in the 

upper right-hand 

corner of the dialog to 

exit the 'Credit Card 

Authorizations (Post-

Auth)' dialog
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Post cash receipt

Å From the Home Screen, 

in the Transaction drop 

down menu, select Enter 

Cast Receipt

Å Then select Credit Card 

Post-Auth
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Post cash receipt (cont.)

Å enter existing 

Customer ID in 

'Customer' text box 

and press 'tab' key, 

or click 'Pick List' 

icon to right of text 

box to select
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Post cash receipt (cont.)

Å Press 'Open' button 

in 'Credit Card 

Authorizations 

(Post-Auth)' dialog
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Post cash receipt (cont.)

Å Highlight selected 

auth only transaction

Å Press 'OK' button in 

'Select Authorization 

Number' dialog
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Post cash receipt (cont.)

Å Press 'Post-Auth' 

button at top of 

window
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Post cash receipt (cont.)

Å Enter a value in the 

'Ref' text box

Å Click the 'Save' 

icon in the upper 

right-hand corner of 

the 'Credit Card 

Authorizations 

(Post-Auth)' dialog
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Post cash receipt (cont.)

Å Press the 'Accept' 

button on the pop-up 

'Credit Card 

Authorizations (Post-

Auth)' dialog
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Post cash receipt (cont.)

Å Auth pop up will 

appear that includes 

masked credit card 

number, credit card 

type, customer 

name, expiration 

date and amount
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Post cash receipt (cont.)

Å Click the 'X' in the upper 

right-hand corner of the 

dialog to exit the 'Credit 

Card Authorizations (Post-

Auth)' dialog


