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Paya Connect Desktop Installation

Before payment processing can begin, the Paya Connect Desktop module will need to be downloaded on the computer/server.
Paya Connect Desktop is a PA-DSS (Payment Application — Data Security Standard) certified payment application that integrates
with Sage 50. For all payment processing that involves the storage, processing or transmission of data, the Sage 50 software will

engage the Paya Connect payment application to perform these functions.
To install the Paya Connect Desktop module:

1. Go to https://www.sageexchange.com/install. From the Downloads tab, select Paya Connect Desktop v2.x.

Pay/a Connect Desktop

Home Yownioad: P Legal

Overview
Paya Connect Deskiop is a Payment Application ~ Data Securty Standard (PA.DSS) certiied payment application that integrates with
Microsoft Windows-installed software such as accountingERP, fund raising, or medical management applications.

How it works

Paya Connect Desktop is instalied on the user’s computer with the integrated opplication. When a user inifiates a crodit card ransaction, the
integrated apphcation makes a seamiess cal to Paya Connect Desktop. where safe and secure payment processing occurs via the Paya
Payment Sohutions gateway

Why Paya Connect Desktop?
Paya Connect Deskiop is PA-DSS certified 1o handle the storage, processing, and Wansmission of credit card data. which meets the
comphiance needs of most applicaions.

et
e ——
i o, i e

Enhanced TLS 12 encrypion

2. You will then click on Download Installer, agree to the Terms and Conditions, and click on Download.

Paya Connect Deskiop 2.0 - Standard installer

Paya END USER LICENSE AGREEMENT
IMPORTANT - SCROLL THROUGH AND READ ALL OF THE FOLLOWING
TERMS AND CONDITIONS

1. Grant of License. Paya hereby grants to You a limited, perpetual, non-exclusive,
non-transferable (except as set forth n Section 4(b) below) license to Use the Software
on the terms and conditions set forth in this End User License Agreement
(“Agreement”)

2. Introduction.

(a) Paya ("Paya” and other capitalized terms are defined below) 1s willing to grant to
You a license of the scope described herein to Use the Software (comprised of the

Program and the Documentation) oaly upon the conditions that You or someone acting
on Your behalf and at Your direction, such as Your Distributor has.

(1) placed an order with Paya for either an initial license or an upgrade (such as for
more users, additional modules, etc.), or a service plan for future maintenance releases
(“Mamntenance Software™) and/or for customer support, and Paya has accepted such
order and Enabled Use of the Software; and

(2) accepted all of the terms and conditions of this Agreement esther before or during

I have read and understood the Paya Co

Close
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3.

Save the file, then double click the “SageExchangeDesktopBootstrapper” file and click Run.

oy | 1, « Downloads » SageExchangeDesktopBootstrapper - |8,|| Search SageExchangeDeskto
Organize » Extract all files =~ .ﬂ.
*
4 Favorites Mame Type Compressed size Password Siz
I Desktop 571 SageExchangeDesktop Pr Application 2117KB  No
& Downloads
& OneDrive

= Recent Places

Open File - Security Warning

Do you want to run this file?

. |j Name: ...per.zip\SageExchangeDesktopBootstrapper.exe
— Publisher: Sage Payment Solutions, Inc.

Type: Application
From:

C\Users\hofaheem\AppData\Local\Temp\Templ...

While files from the Intemet can be useful. this file type can

potentially harm your computer. Only run software from publishers
you trust. What's the risk?

4. Agree to the Terms and Conditions and Install:

Paya Connect Desktop Setup

Paya Connect Desktop

By installing, you accept the license terms and it

M agree to the license terms and conditions

) install

Close
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5. Close the Installation Successful window. You will then see the second part of the download; click on Download and

Install.

[++] Paya Connect Desktop Setup _ »

pcd| Paya Connect Desktop

Operation completed successfully

Close

PCD needs to install the following module:

Release Notes

v2.0.2.82

- Rebranded Sageexchange Desktop to become Paya Connect Desktop.
- Added SREDKey terminal.

- Upgraded to .NET 4.6.1.

- Implemented grace period.

- Fixes for IPP320 P2PE.

Skip Download and Install (40)

6. The application will download to the computer and when complete, will show in the application tool bar and is now

ready to use.
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Setting Up Payment Services

Path: Setup -> Administration -> Practice Configuration -> EDI -> Payment Services

1. To set up Payment Services, click the Edit button and change the Practice Value field to “Y.” Click the Save button.

Reports Help Close

[ Practice Configuration

El=E

(- Financial

- Insurance

- Ailment
Sliding Fee
Scheduling
-Letters/Labels
(- Managed Care
=-EDI

Eligibility

RIS

- Immunization Exporl

|~ Parameters - EDI > Payment Services

Parameter name contains:

[ Only Show Field Defaults

Parameter

Enable Papment Services for Credit Cards
Enahle Payment Services Client Logging

-CHC
-Imaging -
a 1] >

|Syslem Walug |Pra|:lu:e Yalug | ~
¥ I
N

System Value: Y
Practice Yalue: ¥

Adding Paya Credentials

Path: Practice Administration -> Batches -> Communication -> Payments Services -> Login

1. Toadd the Paya credentials, navigate the path above and enter the Merchant ID and Merchant Key. When done, click

the Save button at the bottom left of the window.
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@

'Pr{eports Help  Close

‘Communication Setup

[=l=

- EDI Claims Tracking
- Clinician
=TS

General
- Rx Eligibility
- Imm Registry

Setup. Login |

1~ Login Details

Merchant ID: | 369192316277
Merchant Key: | =
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Processing Credit Cards — New Guarantor Payment

Path: Financial -> Payments -> Login -> Account

1. From the account window, select the account to process then click OK.

Select Account for Existing Person ﬁ
1 Accounts -
Guarantar beging [LF.M]:
| ® Guarantor O Account

Guarantor ]Account |Address |C\t_p |Status |Class | A

Aaron, Alice B 2 518 Great Potomac Lake Drive  Salley Active STAND |

Abdul, 1zabelle B E] 12 ayward Court Madison Achive STAND -

Abner, Brian C 1 418 NW 128th Street Madizon Active STAND =

Adarng, Jeff 114 2289 East Elm Ave Gainesvile Active

Allizon, Alfred 144 202 Burlingtan Rd bedford Active

Armarasco, Tanya a4 894 Banana Lane Madisan Active

Anderson, Aaron 103 111 5. Main Shreet EBowdoinham Aclive

Arnold, Tracey A 12 123 Gosling Court Salley Active STAND

BACH. HIR&M & E5 729 Lobster Diive Wwi0ODS HOLE Aclive

Barks, Diane 161 205 Live Oak tadison Aclive A
Guarantor: Aaron, Alice B
Notes: 0K

4
Cancel

2. Select the Payment button in the top right of the window.

3 Account Payment Posting
Account  Display  Help  Close
~ Account - Pre-Callected: 2000 GERE T P15 B
@w 2 Alice B Aaron Allocate: | Payment w I Payment... I Post
Azcount Balance: 136,96 Amourt;
Auta Alloc Receipt...
Guarantar Resp: -20.00 Unalocated: \—p‘
Total Unapplied Credi: 23.00 ... Ho Payment selected ...
~ Charges [All] - -
Patient begins (LF M} l:l ® Patient () Plan O Provider () Service Date [ Allow multiple selections
Patient 1 Plan 1 St ] Provider I Service ] Procedure ] Charge Ldjusts Receipts 1 Balance ‘ Flags ] Allocate |~
Aaron, Alice B MEDG  IU DF 07/09/19 93005 1260 0.00 700 5.E0g 0.00
Aaran, Alice B MEDG 10 DF 07/09/19 99241 111.00 0.00 67.00 24.00g 0.00
Aaron, Alice B MEDG  IU DF 07/09/19 99242 180.00 0.00 44.00 136.00 g 0.00
v
B Totals: 30360 0.00 138.00 165,60 0.00
~ &ction to Perform ~ Charge Details
Auctiar I:l Statement Comment: l:l
| EditCharge | Visit Capay: ‘ 0.00 Pracedure Copay: 0.00
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3. Enter the amount to process and ensure the Payment Method is set to ‘R’ for Charge Card. Select Process on the right

side of the window.

General - 07/10/2019
Guarantor; &lice B Aaron

~ Details

Amount; 20,00 Process

FPayment Method: IEl Charge Card Clear

T — =

Fieference Date: |07/10/2019
Class: I:I Note...

~ Werification
[JForced Sale

4. The Paya Connect Desktop window will appear where you enter the credit card number, expiration date and CVV. Click

the Next button.

paya’Payment Solutions °

s Payment Information

Subtotal  |20.00
Card number  [4111111111111111 ubtotal  [20.00 |
Use Card Reader Total 20,00
Expiration date

cwy 111

Back ‘ | Mext ] [ Cancel I I Click For Support ]

paya’ Connect Desktop
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5. The next screen is the Billing Information screen. This should be populated from the patient’s account. If not, all fields

will need to be populated except for the Email, Telephone and Fax fields — these are optional. Click Submit.

paya Payment Solutions °

s Billing Information

MName

Address l913 Great Potomac Lake Drive |

City 'Salley |
State South Carolina v Zip 29113
Country |United States v Telephone  |9165555568
Email aarona@edhealth.com Fax [:l
Back [ [ Mext ] | Cancel | | Click For Support I

payé‘ Connect Desktop

6. The Post Credit Card Charge window will appear where you will see the approval number. Had there been an error with

processing, you would see that is the response field. From this window you can select the Receipt button on the right to

either view, print or save the receipt.

Payment Amount: 20000
Authorization Code: 136136

 Sage Papment Solutions Response

APPROVED 136136

@ view () Print () Send to File

Cancel Repart

The report will be displayed in the preview window.

REVISION >>05.15.23 PAGE |9



Paya Pathways’

7. After processing, you will now post the payment to the patient’s account. To do this, you will use the Account Payment
Posting window. You can either manually enter the amount on a specific invoice or you can use the Auto Allocate

button. This button will apply the payment to the oldest invoice first. In this scenario, | have manually allocated the

payment.
& Account Payment Posting E||E|.
Zccount Display Help  Close
- Ascaurt PreColected: 20.00 L L] )
@) Aecount. 2 Alice B Aaron Allocate: | Payment v] [EdtPayment | [ Post |
Account Balance: 135.96 Amount 2000 e TR
Guarantor Resp 20,00 Unallocated: 000
Total Unapplied Credi 2300 | | Payment from -03/27/2023 Peset
- Charges [A]
Patentbegns LFME[ | @ Patent O Plan O Provider O Service Date [ Allow multiple sslections
Patisrit | Plan [ St [ Provider [ Service | Procedwe | Chage [ Adusts | Receipts [ Balance [ Flags [ Allocats |~
aron, Alice B MEDG  IU DF 07/03/113 33005 1260 0.00 .00 5609 0.00
aron, Alice B MEDG  IU DF 07/09/19 /99241 11.00 000 87.00 21.00a 2000
Aaron, Alice B MEDG  IU  DF 07/0519 33242 180.00 .00 4400 12600g | oool|
-
Totals 30260 000 13800 16560 20.00
- Action to Perform - Charge Details
action | Statement Comment: ||
[ EdtChage | VisitCopay:[000 | Procedure Copay: 0.00

8. When complete, you will select the Post button in the top right of the window.
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@ Account Payment Posting
Account Display Help  Close
- Acoount ~ PraCollectsd: 2000 SErEE AT
@) trccount: 2 Alice B Aaron Allcate: [ Paymert v [ Papment. || [ Pest ]
Agcuunl tBal;nce 112 g gg " if\mu:mc:. Ao tle
uarantor Resp E nallocated:
Total Unapplied Credit 2300 ... No Payment selected ... Rieset
- Charges [Al]
Palentbegins LFMI[ | @ Patient OPln O Provider O Service Date [ Allows multiple selections
Patient [ PFlen [ St [ Provider | Service | Procedwe | Chage | Adiusts | Feceipts | Balance | Flags | Allocate | ~
Aaron, Alice B MEDG IU DF 07/09/19 93005 1250 0.00 700 5604 0.00
Aaron, Alice B MEDG U DF 07/09/19 99241 111.00 000 107.00 4.00g 0.00
Aaron, Alice B MEDG IU DF 07/09/19 95242 180.00 0.00 4400  13600g 0.00
-
Al Totals 30360 000 15800 14560 0.00
- Action to Perform - Charge Details
Actiot I:l Statement Comment: I:l
[ EditChaige | Visit Copay: [0.00 Procedure Copay, 0.00
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Processing Credit Cards — Pre-Collected Payment

Path: Patient -> Information

1. From the information screen, highlight the patient’s name then select the Eligibility tab at the bottom of the screen.

r Patients

Name biegins (LF M), [ Today's Patients

@® Name (O 83N O Phone (O DOB O Patient# O Account# O Chart# O 1D Clairn Member v]

a [First [Middle [ssM [Home Mobile Do Sex |Patient Number  [Account Number ~
Aaron Alice B WAL OI05 (916 5555568 (916) 5556668 O2/0B/1950 F 4 2

Abdul Isabslle R SO0GICEETI (916) 5554433 (916)5E5TER7 (2/24M1398 F 93 a =
Abner Brian C 0600307 (916) 5555555 (91615552915 10/04N1977 M 3 1 ||
Abner Carla o R 0206 (9161 55555 (9161 555-3458  03/28/1981 F 1 1

Abne: Darlene 3 Wo0408 (916) 5555555 (916) 5556555 OBAG/ZNT F 2 1

Abner Mckensie [916) 555-5555  [916) 5556555 02/12/2013 F 3019 1

Adams Jeft KA4-4253 (916) T55-0228 o01/198 M 3014 114

Allson Alfved WML BE0E (555 121-2121 (7B1)5652000 03/22/2007 M 3253 144

Amaroseo Tanys 0043006046 (916) 225-4887 (916 45577 V161987 F 3182 1]

Ancelf Ben Dover R 4987 /01990 M 3298 moiot v
Patient is hard of hearing. Take time to ensure she understands instruetions coreetly

ety || Bty |[ Notes | [ summay | [ Precallect

2. From the next screen, select the Pre-Collect button on the right side.

Summary Referals | Eligbiy | Notes | RxEligbiity |
i Palicies
Order | Plan | Effective Dates | Assign | ~
i MEDG - Medicare 02/21/2018-11/20/2018 Y
2 BCBSO1 - Blue Cross / Blue Shield 3 Y ‘
|v
Details:
Plan: MEDG - Medicare Member Note:
Group #: Deductible: 75.00
Claim Member ID: 100-00-0105 Remaining: 0.00
Start Date: 0272172018 End Date: 1172072019 Subscriber: Alice B Aaron - 100-00-0105
Attn:
Authorizatio (202) 555-5501 Copay I Amount, A
Business (202) 5556789 Standard Visit 000 |
Contact | | | Specialist Visit 0.00
Eligbilty  (202) 555-4000 v | |Inpatient Visit 000 v
Eligibility =
Note: el
[+]

Help

Close
—_—
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3. Next, the Pre-Collected Payment screen will appear. Enter in the amount of the pre-payment and select Charge Card for

the Payment Method. Click the Process button on the right side.

General - 07/10/2013 [<]

Patient: Alice B Aaron
~ Credit to

Account: 2
Guarantor: Alice B Aaron
Provider: David E Ford MD
Department[ |

- Details

Amount: [20.00 | [ SetVisitCopay |
Payment Method: [R | Charge Card
Voucher| |
Reference Date:
Cose [

ol

~ Verification
[]Forced Sale

4. The Paya Connect Desktop window will appear where you enter the credit card number, expiration date and CVV. Click

the Next button.

paya Payment Solutions 0
s Payment Information
“ard ienker subtotal  [2000 |
| Use Card Reader | Total iﬁj

Expiration date
cw [ir]

| Beck [ nNext |[WGiyoiem|| cancel | [ Click For Support |
pay@Connect Desktop
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5. The next screen is the Billing Information screen. This should be populated from the patient’s account. If not, all fields

will need to be populated except for the Email, Telephone and Fax fields — these are optional. Click Submit.

paya Payment Solutions °

Billing Information

Nome  [CIENNETN

Address l918 Great Potomac Lake Drive

|
|
City |salley |
o 2
_— e

Back [ Next I cancel || Click For Support |

Paya Connect Desktop

6. The Post Credit Card Charge window will appear where you will see the approval number. Had there been an error with
processing, you would see that is the response field. From this window you can select the Receipt button on the right to

either view, print or save the receipt.

Papment &mount: 20.00
Authorization Code: 136136

~ Sage Payment Solutions Fesponse

APPROVED 136136

®View O Print O SendtoFile

The repart will be displaped in the preview window,
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Voiding Credit Card Payments

Path: Financial -> Payments -> Edit Payment

1. On the Edit Payment screen, select Payments from Guarantor from the drop-down menu and select the payment to
void.
B Ecit Payment [=][a]x]
Help  Close
Display Papments Since:
Journal begins: l:l @ Jounal O Payer () Amount
Journal | Payer | Amount | Ref Date | WYoucher | Statuz |~

General - 07/03/19 Blue Cross / Blue S 500.00 07/09/2019 234234 No Allocations

General - 07/09/19 Brian C Abner 1.0007/09/2019 No &llocations

General - 07/09/19 Blue Cross/Blue Shi 11.0007/09/2019 No Allocations

General - 07/10/19 Blue Cross / Blue 5 563.00 0741042019 234234 No Allocations

General - 0710419 Alice B Aaron 10.0007A10:/2019 No Allocations

2. Select the Guarantor, then click OK.

Guarantar beging [LF.M):

I:I ® Guarantor () Account

Guarantor ltocount |~

Aaron, dlice B 2 _

dbdul, 1sabelle R ] =

Abner, Brian C 1

Adamsz, Jeff 114

Allizon, Alfred 144 oK
Amarozco, Tanya 24 _
Anderzon, &aron 103 v Cancel
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3. Select the transaction to void, then click the View/Edit button at the bottom of the screen.

B |

[ Edit Payment from Alice B Aaron
Help Close

Payments from Guarantor v | Alice B Aaron E]

Display Payments Since:

Last Daily Close v

Ref on/before: @ RefDate O Voucher O Amount 07/09/2019

Ref Date | Voucher | Amount | Method [ Class [ Status [A
07/10/2019 10.00 Charge Card Fully Allocated i =
07/10/2019 10.00 Charge Card No Allocations
07/09/2019 3.00 Charge Card Voided
07/08/2013 3.00 Charge Card Fully Allocated
07/08/2019 3.00 Charge Card Fully &llocated
07/08/2019 1.00 Charge Card Fully Allocated
07/09/2019 1.00 Charge Card Voided
07/08/2019 1.00 Charge Card Fully Allocated
07/09/2019 3.00 Charge Card Voided
07/08/2019 3.00 Charge Card Fully Allocated
07/08/2019 3.00 Charge Card Fully Allocated v

4. On the next screen, click the Void button on the right side.

REVISION >> 05.15.23

Payment
Fayer: Guarantor - Aaron, Alice B Joumal. General Method: Charge Card
Amount: 10.00 Fost Dale: 0710419 Authorization: 000010
Rel. Date: 07/10/19 Stalus: Fully Allocated Card Type: Visa
Voucher: Class
—— Payment ——
[ By | Payment History [ Accourt | Patient | Provider Amount | A Edit
BF Payment Posted H BF TG v
DF To Unapplied Credit 000 o
Delete
v Close
Unallocated 0.00
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5. On the next screen, select a reason for the Void. An additional screen will appear to confirm the Void.

Description contains: *

| () Code ) Description

Code IE}fé';'tiﬁgﬁ“_ "m' I |
ADJ Charge Adjusted

EFRR Posted in Emor H
MSF |

Inzufficient Funds

e

* Sorted by preset order | Cancel |

Lookup Type: PayvoidClazs

General - 07/10/2019[=]

Class: Posted in Ermor
Woid Mate

Cancel Void

il

6. When the payment is voided, the next screen will show the confirmation. Click the Close button to exit the screen.

Payment
Fayer: Guarantor - Aaron, Alice B Jounal: General Method: Charge Card
Amount: 10.00 Post Date: 0710419 Butherization: 000010
Rel. Date: 07/10/19 Status: Voided Card Type: Visa
Voucher: Class:
—— Payment ——
[ By | Payment Histary [ Account | Patient [ Provider [ Amount |~ Edit
BF Papment Fosted 7 BF TH0 o
“bF To Linappied Credit oo !
DF Payment Voided - ERR - General - 07/10/13 Delete
- Clase
Unallocated 0.00
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