Accounts - Add Payment Method / Make Payment Method
Inactive

Last Modified on 07/11/2024 9:31 am EDT
Pathway: Accounts > Search > Accounts

Manage payment methods for an account by using the Wallet link on the AR History screen. Displayed with the
Wallet link is a numeric value in parentheses to indicate the current number of payment methods associated to the

account.

i
AR HISTORY

CURRENT 1-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS 120+ DAYS

0.00 0.00 0.00 0.00 0.00 527.93 527.93

/' Limit to open items STATEMENT v INVOICE AUTO APPLY BALANCE WRITE OFF WALLET (0) Search Q c

DATE | DUE DATE

PPN  ACCOUNT WALLET

09/14/23  09/24/23 0
08/10/23  08/20/23

ACCOUNT HOLDER NAME TYPE LAST 4 DIGITS EXPIRATION DATE STATUS AUTO PAY DAY OF AUTO PAY CREATED BY PROCESSOR

MONTH MAX
Miranda Thomas Bank Account 5309 Active AtBilling Isabel Navarro Pineapple View History (&
Carrie George Visa 11 06/29 Active No Isabel Navarro Pineapple View History &

Permissions

The following permissions are required to add payment methods and edit their active status:

Permission ID Permission Name
5 View Account
6 View Site
41 View AR History

Add Account Wallet



AR HISTORY

CURRENT 1-30 DAYS

DATE | DUE DATE|
PPN  ACCOUNT WALLET
09/14/23  09/24/23 0

08/10/23  08/20/23
ACCOUNT HOLDER

Miranda Thomas

Carrie George

0.00 0.00 0.00 0.00 0.00 527.93 527.93
+/ Limit to open items STATEMENT v INVOICE AUTO APPLY  BALANCE WRITE OFF WALLET (0) Search Q C

31-60 DAYS 61-90 DAYS

91-120 DAYS 120+ DAYS

LAST 4 DIGITS EXPIRATION DATE

STATUS AUTO PAY AUTO PAY CREATED BY PROCESSOR

ADD ACCOUNT WALLET Pineapple View History (7

Visa Pineapple View History (&

TYPE
NAME
AUTOMATED PAYMENT v

DESCRIPTION

Field Descriptions

Field

Type

Name

Automated Payment

Description

Add Account Wallet

Description
Identifies the type of wallet that will be used: credit card or bank account.

Identifies the name on the credit card or bank account.

Determines if the payment method can be processed automatically with auto pay.
e No - If selected, disables auto pay for the wallet.
e Scheduled Day - If selected, a 'Day of Month' field is displayed to identify which
day of the month auto pay should process using the wallet.
e At Billing - If selected, auto pay will use the wallet for payment processing at the
time the account is billed.

Option to add additional information associated to the payment method.

1. From AR History, click on the 'Wallet' link to open the Account Wallet popup window. This will display a list of
Active and Inactive payment methods for the account.

2. Select the green +icon to open Add Account Wallet popup window.

3. Complete the following required fields:

o Select the Type of payment method being entered, either Bank Account or Credit Card.
o Enter the Name of the person associated with the payment type.

o Select the Automated Payment option the payment method should follow.
4. Click Save when finished.

Edit Account Wallet

Update an account's payment method to either enable or disable auto-pay, or to activate/inactivate the selected

payment method.



ACCOUNT WALLET

ACCOUNT HOLDER NAME TYPE
Miranda Thomas Bank Account
Carrie George Visa

Field Descriptions
Field

Automated Payment

Status

Description

Edit Payment Method

LAST 4 DIGITS EXPIRATION DATE STATUS AUTO PAY DAY OF AUTO PAY CREATED BY PROCESSOR
MONTH MAX
5309 Active At Billing Isabel Navarro Pineapple View History (&
111 06/29 Active No Isabel Navarro Pineapple View History (7
EDIT ACCOUNT WALLET 2 9

AUTOMATED PAYMENT No v

STATUS Active v

DESCRIPTION

| 4

Description

Enables the payment method into auto pay. If no is selected, auto pay can not be
processed with the payment method. Auto pay options include:

¢ AtBilling: auto pay will use the payment method to process payment at the
time of billing.

¢ Scheduled Day: auto pay will use the payment method to process payment on
the chosen day of month. A 'Day of Month' field displays if this option is
selected.

Determines if the payment method is active and available for use.

Additional details regarding the payment method.

1. Double click on a payment method to open the 'Edit Account Wallet' popup window.
2. Edit the necessary fields for the payment method.
3. Click Save when finished.



