Surcharges on Payments

Last Modified on 09/04/2026 8:05 am CDT

It is recommended to verify the local regulations for applying surcharges before using this function.

There are two methods that can be used when applying surcharges.

e Method 1 - Based on the Pay Method set up for each Location. An AR Invoice is created and paid for the
surcharge. This method is only available for regular Payments on Accounts and Quick Tickets.

e Method 2 - Assesses the surcharge and adds the amount to the Pay Method subject to the surcharge rather
than creating and paying an AR Invoice for the surcharge. The surcharge posts to the GL account specified for
the surcharge Pay Method and does not affect the Customer’s balance. This applies to the standard Payment
on Account (Regular, Prepay, and Budget), the standard Roll Thru payment, and the optional Display Amount
due on roll thru POA.

Setup

Add or edit a Location at Accounting / Setup / Locations and go to the G/L Posting tab. In the Pay Methods grid, select
the Surcharge option for the pay methods that should include a surcharge, and enter a percentage in the Rate
column.

Profile /L Posting  Preferences RemitAddress Transfers

Key Account Codes  Pay Methods

<Cash on Hand>  |1100000-00 Pay Method =G/l Account= | Acct 1D | Inactive| Surcharge| Rate ol
<Accounts Rec.> |1200000-00 |y  Check Undeposited Cash 100000 [ O |ooo
<3ales Discount= | 4100000-00 2 Cash Undeposited Cash 1100000..., [] | 0.00
<Sales Tax> |2500000-00 3 Credit Card Credit Card Clearing mozooe_. [ 1.50
<AP_Estimated (201000000 4 De_blt Card Credl.tCard Clearing 102000.... [] 1.50
[ Adjustment Clearing Account 9999000... [] | 0.00
<Accounts Payable> |2000000-00 | 5| JDF Multi-use | Clearing Account 9098000 [] 1.50
<Estimated Freight= |2100000-00 7 AMEX Credit Card Clearing 102000..., [ 2.00
AP Discount* [4100000-00 3 WVisa Credit Card Clearing 102000.... [ 1.50
<AR Prepay» 9 MasterCard | GreditGard Glearing 102000 [] 1.50
10 Discover Credit Card Clearing 102000... [ 1.50
<APPO> (909000000 | ., BudgetDNU | BudgetBilling Receivable | 1220000 [ ] 0O |ooo
12 Cash Back Undeposited Cash 1100000 ... |:| |:| 0.00

12 Gift Cert Gift Certificates 2730000... [7] [] 0.00 hd

<3State Code= ||

<Adj Code> Safety

<Default Checking | 1040000-00 <Cash In Bank> |1010000-00

Account=

Method 1

With Method 1, the Surcharge - Payments Only option is unchecked on the A/R tab at Accounting / Setup / Preferences.



- Preferences

General Inventory Inventory Purchase AR AP GIL Payroll

Aging Configuration Statement Defaultz.
® By Invoice Date

O By Invoice Due Date

Statement
Terms

Credit Management
First Credit Warning when
AJR Balance is m % of Limit

lo] & =]

Bookings

Print Location Heading on Bookings
Allow use of like products on

p

" Warn If any Balance is bookings from other departments
Less (or =) to Days Label D . " gs s
Print Customer Location on Statements Days Past Due [] Dieallow voidin : :
g a paid booking
-30 Deferred
. . Stop Sale if any Balance is |:| Import unpaid sales order terms
gu 1Cl._lr:;nt |:| Print Payment Amt on Summarized Stmts Days Past Due D R D e e
50 Combo Statement | Standard  ~ 0 - ] ] ) ) approved sales orders
31-60 Restrict Edit of Credit Action Entries |:| Exclude zero quantity items on
9989 Over 60 booking documents

|:| Total Amount Header

|:| Print ‘Credit Balance-Do Mot Pay' for credit balance

0
Invoice Credit Check

Disallow edit of a signed booking
Seller Signature Only From

D Calculate discount/due dates I ﬂ:egl |Budget Payments ALS0 Due | Warn Only - D Logged In User
by fizcal month Delivery Credit Check Terms Default | (None) ~
Payments
Print Location Heading on Payments [_] Center [ Disable MFR Payments ‘Warn Onty e Expiration Date | (None) ~
|:| Default Invoices as unpaid Blend Credit Check Start Date | (Nane) o
|:| Default focus to payment amount on add Warn Onlty o

|:| Suppress Printing of Balance Due After Payment

Beguite Beferance # for Phacks
|:| Surcharges - Payment Onhy Payment Receipt Label

|:| Do not Mark Reversing Invoices as Paid
Invoice Field Coordinates Check
Warn Onlby

Counters POS Warnings

|:| Default Column Layout for Booking and Inveoice Rol-Thru Payment Grid
[ Bequire Do y :

Credit Card Surcharge Fee

Pay Method | Surcharge

List Price Accuracy

B —

Design Booking Contracts

e —

Default the Post Finance Charge

O ez Frepay amount in available [ ‘Invoices Due on or Before' to last
= used day of month
0 Icnhcg.lcdkt?nl;wect Ship PO's in Credit Do not display expired quotes on

transactions

Only one ticket allowed when a
return DT is imported

O

Tax Exemption Expiration

Allow ~

Save Cancel

A Surcharge Product also needs to be set up and indicated on the Location's Preferences tab, select a Surcharge

Product.

o' Edit Location - 00MAIN  Main Plant

(o] & (s

Profile GI/L Posting Preferences  Remit Address Transfers

<Finance Charge tem= |Finance Charge
Sales Tax Multiplier D

=Commizzion ftem=
<Surcharge Product= | Surcharge Produc

Extra Charges

Document Mumbering

©w
=l

&l
(]
=

£n
=7}

£

oo

Use Sales Tax on Sales Order D
Use Booking Sales Tax Check [ |
Allow Sales Tax to be Prepaid [ ]

=<Estimated Sales Tax ftem= |Prepaid Sales Tax

D Print list price on any bocking line item
where the price does not match the list price
. Use transaction date for payment at rel-thru payment
|:| Default guantity when loading cut by ticket in Mobile Inventory

Maximum AR

Write Off

Moneris Bank Card Processing

@ None

O Moneriz eSelect Plus (IDTech) Dept Code

O Moneris Secure Pass Thru (POSPAD)

Save Cancel

Note: Each Location utilizing the surcharge functionality should have this information set up.

After setup, the Payment on Accountswindow displays additional surcharge options.



1. Enter the Payment Amount as the amount being paid not including the Surcharge Amount.

2. Select the appropriate Pay Method. The Apply Surcharge option will automatically be checked based on setup
above and the Surcharge amount will be calculated.

3. Change the Payment amount in the grid to match the Payment Amount from Step 1.

4. Select Apply then choose Save.

= Payment on Accounts %

Payment Number | 120283
Regular Prepay U/ACash  Budget

Nestor Ack
~Customer D> _| 238673 | [Nestor Ackroya Before| 1200000 | 602 | 0.00 | 0.00

IPaymentAmu-unt 500.00] | Reguiar v after [ 11500.00 | 6.02 | 0.00 | 0.00

Surcharge Amount 7.50 Cash Rounding - Nearest Nickel

Date

Description

Payment Collected so7sg)  <Accts | 9999-00| Amount | | l:l

DiscountAmount | | <DiscAcct> 4100-00 Sy

Total Credit £07.50 control# [ | Sortinvoices by | Standard ~
Pay Method | Ref# Pay Amount ISurcharge| Apply Surcharge| Total | D e Auto Apply

1 p CreditCard m.ml 750 507.50

2 O

3 O

| | Date | Invoice#| Due| Gr055| Unpaid Amt| Disc Date| <Discount-§ Payment |IIr|voiceTerm5| Control # |
1 P 05/19/2026 1200857 O06/15/2026 12250.00 12000.00 Expired 0.0 51}[:.04}'415

Apphy Untag Al Totals 0.00 | 500.00
-
[ printon Save [ | Issue Check

An Invoice will be created and paid for the surcharge amount.

Method 2

When the Surcharge - Payments Only option is checked on the A/R tab at Accounting / Setup / Preferences, selection of
the Pay Method is required. The Payment Receipt default label for surcharges is Credit Card Surcharge Fee but can be
changed.

Note: The Pay Method selected is not eligible for selection on Payment on Accountswindows.




- Preferences

General Inventory Inventory Purchase AR AP GIL Payroll

Credit Management
First Credit Warning when
AJR Balance is m % of Limit

Warn If any Balance is

Aging Configuration Statement Defaultz.
® By Invoice Date

O By Invoice Due Date

Statement
Terms

Less (or =) to Days Label D . "
Print Customer Location on Statements
Days Past Due
-30 Deferred T LT e i o ante o
e o o Stop Sale if Bal i
0 Current [ Print Payment Amt on Summarized Stmis oS I S IEEE
30 1-30 TRl=ils
Combo Statement | Standard  ~
80 31 -80 ) [ Restrict Edit of Credit Action Entries
9999 Over 60 Statement Image Alt 3 Labels eI T o For
|:| Total Amount Header 0 eve
|:| Print ‘Credit Balance-Do Mot Pay' for credit balance Invoice Credit Check
. Budget Biling
D Calculate discount/due dates Label |Budget Payments ALSO Due | Warn Only e
. £y ﬂst:aI LI Delivery Credit Check
aymen
Print Location Heading on Payments D Center D Dizable MFR Payments ‘Warn Onty -
|:| Default Invoices as unpaid Blend Credit Check
|:| Default focus to payment amount on add Warn Only o
|:| Suppress Printing of Balance Due After Payment
|:| Default Column Layout for Booking and Inveoice Rol-Thru Payment Grid Paszsword l:l
T ferereeTlortire
Surcharges - Payment On Payment Receipt Label |Credit Card Surcharge Fee | D Use Prepay amount in available
i credit
Dizable Surcharge Changes Pay Method | Surcharge -
D Include Direct Ship PO's in Credit
Checking

|:| Do not Mark Reversing Invoices as Paid

List Price Accuracy
Invoice Field Coordinates Check
warm oy ofpesswos [ ]

POS Warnings

Tax Exemption Expiration
Allow ~

Counters

Regular Payment on Account

lo] & =]

Bookings

Print Location Heading on Bookings

Allow use of like products on
bookings from other departments

|:| Dizallow voiding a paid boocking

|:| Import unpaid sales order terms

D COnly allow import of unprocessed
approved sales orders

D Exclude zero quantity tems on
booking documents

Disallow edit of a signed booking

D Seller Signature Only From
Logged In User

Terms Default | (None) ~
Expiration Date | (None) ~
Start Date | (Mone) ~

Design Booking Contracts

Default the Post Finance Charge

[ ‘Invoices Due on or Before' to last

used day of month

Do not display expired quotes on
transactions

D Only one ticket allowed when a

return DT is imported

Save Cancel

For Regular, Prepay, or Budget payments when Pay Method(s) are selected that are subject to a surcharge, the
surcharge amount is calculated based on the surcharge percentage for the Pay Method. The surcharge displays in
the Surcharge Amount in the header of the payment and in the Pay Method grid on the surcharged Pay Method(s).

Behind the scenes, the Surcharge Pay Method selected in the Preference section is added as a Pay Method for a
negative amount but that Pay Method is not visible in the Pay Method grid on the add of the payment. (This is visible
when the payment is edited.)

If a surcharged Pay Method is selected, the number of Pay Methods is restricted to two because the third Pay
Method will be the Surcharge Pay Method.

Note: If the calculated surcharge amount is a negative, the surcharge Pay Method amount will be positive

If the Surcharge Pay Method (from Preferences) is not active for the location of the payment, the payment is stopped
and the following message displays: You have selected a pay method that is subject to a surcharge. However, the
surcharge pay method is inactive for the location of this payment. Please edit the surcharge pay method and set to Active.

Add of Payment

The Surcharge Pay Method does not display in Pay Method grid.



sl Payment on Accounts

Date :@ Payment Number | 120384

<Customer ID> |AndBa | Barry Anderson
Payment Amount 200.00 | Regular - |

Surcharge Amount 3.00 Cash Rounding - Nearest Nickel

Payment Collected 203.00] <Acct | 8999-00] Amount |

Discount Amount I:l <Disc Accts 4100-00 Cash Total
Total Credit 203.00 Control #

| Pay Method ‘ Ref# ‘ Pay Amount| Surcharge‘ Apply 5urcharge|

Total|
1 p|Credit Card |i| 200.00 3.00 203.00
2 |
3| O 0.00
Edit of Payment
The Surcharge Pay Method displays in Pay Method grid.
o=l Edit Payment on Account
Date H Payment Number | 120334
<Customer ID> |AndBa |55|'|':-' Anderson
Payment Amount 200.00) |Regular ~
Cash Rounding
<Accts Amount
Discount Amount 0.00| <DiscAcct: 4100-00 Cash Total
Total Credit 200.00 Control #
‘ Pay Method | Ref# Pay Amount‘ Surcharge| Apply Surcharge‘ Total
1 p Credit Card 200.00 3.00 203.00
-3.00

o
2 Surcharge -3.00 0.00 O
3| O

Roll-Thru Payment on Account

When the Surcharge - Payment Only preference is turned on, Surcharge columns display in the grid.

Receive Payment(s) on Account

Date |10/18/2024 ﬁ

Surcharge 1 Apply Surcharge 1 Pay Method Total 1

0.38

2538

Check which customers These Payments wil
you are receiving payment  automatically be applied against Payment Number | 120385
from. the invoice you just created.
[In] Mame Gross Disc Payment Total Pay Method 1 Ref# Use UAC  UAGC Balance Pay Amoun
1k sndBa  Barry Anderson 25.00 0.00 25.00|Credit Card O 3000.00 25.0{
£
<=Disc Accts 4100000-00
Description

Control # |:| Frint Receipts

Clear Locks Apphy




Change Due Roll Thru Payment on Account

When the Surcharge - Payment Only preference is turned on, new Surcharge columns display in the grid.

Receive Payment on Account

Payment Number |1I}3 Date |0sM17/2028 ﬁ

Customer |12345 |Larr:.r Baker
Invoice Subtotal 675.00
Surcharge Amount | 13.50
Discount Ameunt | 0.00| <DiscAcct 4100-00
RETITE BEe.50 Pay Methaod Ref# | Pay Amounf Surcharge| Apply Surcharge Total
Ameunt Tendered 888.50 4 ) CreditCard | 675.0 13.50 683.50
Change Due 0.00 3 - D
Control # | 3 - O
Cash Rounding - Mearest Nickel

<=Acct= Amount Clear Locks Apph

Description

|:| Print Payment Document Save Cancel

This window displays when the Display amount due on roll thru POA window option is enabled at Accounting / Setup /
Location Preferences and COD is checked upon saving an Invoice.

a5 Setup Accounting Location Preferences E\ [=] @

— | DOMAIN o

Invoice  Invoice Printout Delivery Ticket AR Logo Al Logo Inventory

Stop Invoices that will result in Megative Amount On Hand of Inventoried Products

|:| Display Product selection Screen

|:| Require Salesperson ID on Invoices

Invoice Due Date | Terms e |:| Allow Date change on Reversing Invoice

|:| Default Reversing Inveice Date to Current Date

|:| Require =ales tax exemption reason

Price By | Products e |:| Warn if invoice has any line items with zero unit guantity

|:| Ignore Blend Ticket Discount Terms

|:| Display Additional Info Screen

|:| Include Sales Tax in Discount

|:| By Field, use Bookings that are by Field

|:| Check credit limit when inveicing Priced DT Use Tax rate from Customer and Ship To

|:| Display Print Window on Vaoid for CRM |:| Warn if invoice has any line items with zero unit price

D Defautt Booking Print Method |:| Do not honor quoted delivery ticket and blend ticket

|:| Allow different customer payment terms on invoicg

Dizallow Lot Number Balance to go Negative [] Suppress warning if control number is duplicated Subtotal 502_?}“
No Checking v Allow Manufactured Inventory Detailed Biling | Lis{ | Prepay S Used o

0.00

Default harcods sotcy fo quantit Sales Tax
O itﬂl:i V:'gs t:at:illfrlesurt:n H;g;ti:; - Display amount due on roll thru PO window Amount Due 500.00 E COD
mount On Hand of Inventoried Produ

| Allow signature on save of invoice
|:| Require a cashier on the quick ticket Timeout X Save

Business Influence Require a reason when invoice iz voided or reverser

Direct Invoice Date | System Date

Import from Tickets Date | System Date

Market Cost | Nope w

Terms Default |N15 e

Default Price To | Individual w

Use Business Influence Bookings

Save to Location

DOMAIN w Save Save Cancel



Payment Receipt

The amount applied to the Customer’s account is indicated along with the surcharge amount and the total of the
two.

Payment 120394
% Agvance

Date 10/18/2024
Customer ID AndBa
Barry Anderson

2220 N 1000 Rd E Credit Card 203.00
Assumption, IL 62510

Description Amount

Payment Received 200.00

Discount Allowed 0.00

Total Credit to Account 200.00

Credit Card Surcharge Fee 3.00

Total Payment 203.00
Invoice # Amount

1200950 200.00



