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RevTrak® Portal Browser & System Requirements

Internet Explorer* Safari
e Version 10 e \Versionsb6,7,8
e PC-WindowsXP, Windows Vista, e Mac—-05X10.8, 10.9, 10.10

Windows 7 or Windows 8

Firefox Google Chrome
e Versions42+ e Versions 46+
e PC—Windows7or Windows 8 e PC—Windows7or Windows$8
e Mac—-0SX10.8, 10.9, 10.10 e Mac—0S X 10.8. 10.9, 10.10
Dashboard Navigation

The Portal navigation baris found onthe leftside of the screen.
You will use this to navigate through the Portal.

DASHBOARD Select “Dashboard” to access the RevTrak® Portal home page.

ORDER ENTRY To process in-person payments, selectthe “Order Entry” module.
“Payment History” may be used toreview item history and order
PAYMENT HISTORY history

REPORTS

Deposit reports and transaction details may be reviewed under
“Reports.”

Under the heading “Other Links” are a few helpful links. View the
“Web Store.” Thereisalsoalinkto “E-Z Help,” which is where
service requests can be entered and tracked. Knowledge Books and
FAQs about the Web Store and Portal may also be accessed
through E-Z Help.
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Processing an Order Entry Transaction

OrderEntry allows youto collectin-person, phone-in, and mail-in payments. You must be loggedin
to the RevTrak® Portal to use Order Entry. Please note that Internet Exploreris the required browser
to use a card readerwith OrderEntry.

Once you have clicked ”“Order Entry” (the second option on the navigation bar) you are ready to

begin.

Selecting a Customer

2 CUSTOMER -

Express Contact

4 CUSTOMER -

Express Contact

'™ SHOPPING CART (0)

4 CUSTOMER -

'™ SHOPPING CART (0)

& CUSTOMER -

John Doe

'™ SHOPPING CART (0)

% Cancel © Express
Q

Abrunzo , Georgia
999 Mockingbird Lane, Jfifffifif]

Akkerman . Juan
1679 Summerset Lane, Cedarville

Andrews , Georgia

® Cancel © Express

afme

Doe, John
1234 Main Street, Happy Valley

Doe, John
288 East St, Bloomington

4 Change

B Credit Cards

John Doe
#19513

To take an in-person payment, you firstneed to
indicate fromwhomyou are receiving the payment.
The default setting willindicatean “Express
Contact.” If you continue usingan “Express Contact”
for your Order Entry transaction, the customer will
not be emailed theirreceiptatthe end of the
transaction.

Order Entry integrates with existingaccounts within
your Web Store. To look up an existing customer,
click “Change.” A menu will slide out.

You will be able to search for the customer using the
searchfield labeled “Filter.” Once you have located
the customer, click on theirname. Once you have
selected the customername, eitherview oredit
theircard information, oryou may begin adding
items tothe shoppingcart.

Current customers with valid email addresses will
receive atransaction confirmation via email.
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Adding Items to the Shopping Cart

e et o oo oo 1o

“Inventory” group from the dropdown. You may
Q  Fiter scroll through all items or search for the item by
theitemnameinthe “Filter”field. Clickonthe
itemto addit to the “Shopping Cart.”

2 CUSTOMER - Art Supplies =
John Doe IR Enter anyrequiredinformation fortheitemand
S0 = click “Save.” This will add the item to the
™ SHOPPING CART (1) “Shopping Cart.” The item will notallow you to
X 1 Artsupplics soo0 . save if there is required information that has been
v

leftincomplete.

Enter Students Last Name and ID
number:

The “Shopping Cart” will display all items selected

Doe, 1234
for purchase. You may editanitem by clickingon
theitemname. To delete anitem fromthe
Shopping Cart, selectthe itemandan “x” will
e | ([T appear. Clickthe “x” and the item will be
removed.
Confirmthe items selected are accurate and then
proceedto Checkout.
Checking Out
If the customeris currently a Web Store
Item Name Quantity Cost Item Total . .
Art Supplies customer, you will have the optionto
1 $10.00 $10.00
Note: Doe, 1234 . .
Athlotice AP AT ety B : p—- om|  PrOCESS the payment with a previously
e saved card account. You may alsoentera
1 $45.00 $45.00 . .
Mote: Dos, 1234 new card account at thistime.
Total: $125.00
Service Fee: $4.36
OrderTotal: $129-36  |fthe Customer requests that the card
Pay with eCheck . .
account not be savedin Order Entry orin
Credit Card Payment Info
Credit Card Number: ::Jar:hnDlder Name: E;;\ras: — the Web Sto re' yOU may UnCheCk ”Save thls
LI LRI L L) ohn Doe s -
Tz (@ake card.” Once you have verified the
information onthe checkoutscreen, click
”n )
e Complete Order” to process the
transaction.
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Receiving Payment Confirmation

School Name

1234 East Bloomington Freeway
Bloomington, MN 55406

John Smith
10700 Lyndale Ave
Minneapolis. MN 55406

SKU PRODUCT DESCRIPTION

Boys Hockey 20

15 Boys Hockey

Name: John Smith {21255)
Email: john.Smith@RevTrak.com

Phone: 555.888.9999
Comment: Tussdays

Address: 10700 Lyndale Ave Minneapolis, MN 55406

Order #19056078
11/20/2015 1:40:59 PM

PRICE  QTY

$450.00 1

Subtotal

Shipping

Total

Thank you for shopping with us. We hope to see you again! Thank you for shopping!

TOTAL

$450.00

$450.00
$0.00
$0.00
$0.00
$15.71

$465.71

Pre-Authorizing a Credit Card

L CUSTOMER - A Change
John Doe | IR ETEE |
John Doe
. C12
W SHOPPING CART (0) #19513
FName
John
Pre-Authaorize Credit Card
Authorization Info:
Credit Card Number: Cardholder Name: Expires:

Nicknzme (Optional)

Month ~ Year ¥

Once the transaction has
processed, areceipt will display
and can be printed for Card
Presenttransactions. Customers
who have a valid email address on
file will also be emailed areceipt
for theirtransaction.

Ifissues occuringeneratingthe
receipt, you may click “Print
Friendly Receipt” (onthe upper
right of the screen) to display the
receipt.

You may pre-authorizea customer’s
card for use with future payments.
This is optional. First, youwill need to
search for and selectacustomer. You
will then click “Credit Cards.”

Next, click “Add New Card.” The “Pre-
Authorize Credit Card” screen will
then appear. Complete the forms with
the information provided, and then
click “Authorize.” You will receivean
approval message statingthe
authorization has been processed.
The card account information will
now be saved for future purchases.
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Processing an Order Entry Transaction for an Item with Account Linking

Last Name *

‘ Smith ‘

Account found successfully.

ID Number *

‘ 21255 ‘
e [
Account

| + |
Last Name *

ID Number *

Afterselectingacustomer(page 3), addan itemto
the cart (page 4). Anitemthat uses Account
Linking will have fields to enter the contact’s last
name and ID number. After completingthe fields,
click the “Save” button. The item will be placed
into the cart. You may processthe paymentas
usual.

The importlist contact will be linked with the
payor account for future transactions.
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Payment History

$ PAYMENT HISTORY

You can use “Payment History” to review both Orderand Item History for
™ ORDERS purchases made through your Web Store and Order Entry.
% ITEMS

When reviewing both Item History and Order History, you are able to filter
orders by a number of qualifiers such as Order ID or Order Date. These
filtersare found atthe top of the screen. You may eitherdouble click on
an entry, Order ID or “More Details” to review a particular Orderor Iltem

Detail.
Order History
RevIlra Order History
Fortal
1) EXPORT TO EXCEL
ORDER 1D ORDER DATE TOTAL PURCHASER
Hart 103205 m
o v
Endd 1132015 o}

“OrderHistory” isthe first option of the Payment History module. Here is where you can review the
complete orders made by customers.

Item History

RevTrak Item History
rortal

@ EXPORT TO EXCEL

Drag a column header and drop it here to group by that column

PURCHASE ID ORDER DATE ORDER NUMBER QUANTITY cost TOTAL DEPARTMENT DEPOSIT ACCOUNT SKU

Start: 10132015 [1]
~
v

<>
<>
L |
<>
E |
<>
.‘

Y v Y
End: 1113205 1

“Item History” is the second option and shows the individual items purchased by customers. Here
you can review the purchasingtrends forindividual items, departments and deposit accounts.
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Reporting
Reportingisan importantfeature in your RevTrak® Portal.

To generate reports, click “Reports” in your navigation bar. The reports available to youraccess
level willthen generate. You may also narrow the results by filtering by akeyword such as “item”
or “deposit.”

Exporting Reports as a CSV File

selectareport fromthe list. Make
your reportselections, such as

Al b

B & departmentordate range and select
ABHS [ ”Run"

Save~| & [7]| 14 4 . .
IM E Afterthe reporthas generated, you willhave the optionto save the
[ | Adobe POF File.. ) o
report. Click “Save” and select “Data File” from the drop down menu—

[Z) | HTMLFile...
FlE the reportwill generate and save asa CSV file.

[ | Microsoft Excel File...

[  ImageFile...
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