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Overview

QuickSwipe is a mobile payment application that allows you to process credit card, check, and
cash transactions using an iOS device. QuickSwipe allows you to maintain a catalog of items for
transactions and manage which users have access to the application. QuickSwipe also has a
web interface which allows you to view transaction history, manage the catalog, and manage
users and settings.

Log In
To log in to the web interface, follow these steps:
1. Inyour browser, navigate to:
https://mobile.quickswipe.com/

2. The following screen displays:

QuickSwipe

3. Enter the following information:

Field Description

Account Your PayConex ID.
User The email address at which you received your invite.
Password The password you created when you followed the instructions in the
invite email.
QuickSwipe User Guide 3
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4. Click Login.
The QuickSwipe dashboard displays:

Transactions Catalog Manage ¥ Q Shaun Kelly ¥

Transaction history Vokal Interactive

223 W. Erie St., Apartment SNW

@ mollis - $1632.34 Biuefin  Mewport Beach, CA 92625
Mon,Dec 16,2013, 11:52 am litems

@ ac == $7.19
Fri,Dec6,2013,12:43 pm literns Catalog |tem5 °
ante. Nunc mauris - §75.90

@ Tue, Dee3,2013, 351 pm - - @ YetAnother Item $3.45
ac = $7.19

@ Tue, Dec3,2012,3:42 pm - it @ MixPanel Item $1.23

AN ac = §1.19 I o

If you forgot your password, click the Forgot password? link to reset your password. Enter your
account number and email address. QuickSwipe emails instructions for resetting your
password.

QuickSwipe User Guide 4
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Management

The management section of the application allows you create and edit users (web only) and
update settings for the application.

e Managing Users - Each account can have any number of users enabled to log in to the
web application and iOS app. Use the web interface to add, edit, and disable users and
determine the actions each user can take in QuickSwipe.

e Updating settings - The settings area allows you to customize the type of information
prompted for in each transaction, clerk permissions and taxes as well as to customize the
interface to match your company.

Users

There are two type of users in QuickSwipe:

e Clerk - Clerks log in to the iOS app to perform transactions and may have additional
abilities to edit catalog items and perform refunds, depending on their permissions.

e Admin - Admins have all the abilities of clerks along with the additional ability to manage
users in the web application.

To manage users, select Users from the Manage menu.

The users screen displays:

@ JTest Clerk J TeSt

Clerk

Contact
@ nick.ross p
jtest@example.co

@ #ithctivation ##Test None

@ Johnny Appleseed Permissions
View and Edit Catalogltems
@ Bluefin Apple_Account
Retire Catalog Items

@ Tim Barnett Apply Tax ExemptStatus to Transactions

Apply Discounts to Transactions

@ Brandon Bloodgood

@ Bill Clerk

@ Julie Counterman

Refund Transactions

New User Send Invite Edit

QuickSwipe User Guide 5
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The list on the left shows all users set up for the merchant. Details about the selected user

display on the right side of the screen.

See the following sections for more instructions:

e Adding a User
e Editing a User

e Deleting a User

Adding Users

To add a new user, follow these steps:
1. Select Users from the Manage menu.

The users screen displays:

@ JTest Clerk

@ nick.ross

@ #ithctivation ##Test

@ Johnny Appleseed

@ Bluefin Apple_Account

@ Tim Barnett

@ Brandon Bloodgood

@ Bill Clerk

@ Julie Counterman

2. Click New User.

QuickSwipe User Guide

J Test

Clerk

Contact
jtest@example.co

None

Permissions

View and Edit Catalogltems

Retire Catalog Items

Apply Tax ExemptStatus to Transactions
Apply Discounts to Transactions

Refund Transactions

New User Send Invite
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3. The New User screen displays:
(
e

Contact

Permissions

View and EditCatalogltems

Retire Catalog ltems

Apply Tax ExemptStatus to Transactions
Apply Discounts to Transactions

Refund Transactions

4. Complete the fields on this screen.

Field Description

User Icon Click the user icon and select a picture to set the user's icon image.
First Name Required. Enter the user's first name.
Last Name Required. Enter the user's last name.
Admin/Clerk Select Admin or Clerk to set the user's permission level.
Email Required. Enter the user's email address.
Mobile Enter the user's mobile phone number.
Permissions Select each permission to grant the user. Permissions are:
e View and Edit Catalog Items
e Retire Catalog Items

QuickSwipe User Guide 7
© 2013 Bluefin Payment Systems, All rights reserved.



Description

e Apply Tax Exempt Status to Transactions
e Apply Discounts to Transactions

e Refund Transactions

5. Click Save to add the new user.

Editing Users

To edit an existing user, follow these steps:
1. Select Users from the Manage menu.

The users screen displays:

~ - J Test
Clerk
@ brandon.passley
Contact
@ nick.ross jtest@example.co
@ #ithctivation ##Test None
@ Johnny Appleseed Permissions

View and Edit Catalogltems
@ Bluefin Apple_Account
Retire Catalog Items
@ Tim Barnett Apply Tax ExemptStatus to Transactions

Apply Discounts to Transactions

@ Brandon Bloodgood

@ Bill Clerk

@ Julie Counterman

Refund Transactions

New User Send Invite

2. Select the user you want to edit and click Edit.

QuickSwipe User Guide
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The user's details display:

@ JTest Clerk /ij J

@ nick.ross

@ ##Activation ##Test COTLE:

jtest@example.co
@ Johnny Appleseed

@ Bluefin Apple_Account

Permissions

@ TlwiBammett View and Edit Catalog ltems
@ Nrandpn Bixode nud Retire Catalog Items
Apply Tax ExemptStatus to Transactions
@ Bl clark Apply Discounts to Transactions
@ Julie Counterman Refund Transactions
@ JaneDoe Delete Send Invite Cancel Save

3. Update the fields you want to edit.

Field Description

User Icon Click the user icon and select a picture to set the user's icon image.
First Name Required. Enter the user's first name.
Last Name Required. Enter the user's last name.
Admin/Clerk Select Admin or Clerk to set the user's permission level.
Email Required. Enter the user's email address.
Mobile Enter the user's mobile phone number.
Permissions Select each permission to grant the user. Permissions are:
e View and Edit Catalog Items
e Retire Catalog Items
e Apply Tax Exempt Status to Transactions

QuickSwipe User Guide 9
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Description

e Apply Discounts to Transactions

e Refund Transactions

4. If the user has not accepted the email invite, the Send Invite button displays on the page.
Click Send Invite to resend the email invitation to the user.

5. Click Save to complete the edits.
Deleting Users

To delete an existing user, follow these steps:
1. Select Users from the Manage menu.

The users screen displays:

ok - J Test
Clerk
@ brandon.passley
Contact
@ nick.ross jtest@example.co
@ #ithctivation ##Test None
@ Johnny Appleseed Permissions

View and Edit Catalogltems
@ Bluefin Apple_Account
Retire Catalog Items
@ Tim Barnett Apply Tax ExemptStatus to Transactions

Apply Discounts to Transactions
@ Brandon Bloodgood

@ Bill Clerk

@ Julie Counterman

Refund Transactions

New User Send Invite Edit

2. Select the user you want to delete and click Edit.

QuickSwipe User Guide 10
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The Edit User screen displays.

(.) JTest Clerk rop FirstName J
LastName Test
@ brandon.passley Clerk
@ nick.ross Clerk
@ itActivation ##T est Admin el
Email  jtest@example.co
@ Johnny Appleseed Clerk -
Mobile
@ Bluefin Apple_Account Admin
Permissions
g Tim Barnett Adin View and Edit Catalogltems
@ Brandon Bloodgood Admin Retire Catalog ltems
Apply Tax ExemptStatus to Transactions
i “lerk
@ L e Apply Discounts to Transactions
@ Julie Counterman Admin Refund Transactions
@ JaneDoe Admin Delete Send Invite Cancel

3. Click Delete.

The following warning displays:

Delete a user X

Are you sure you want to delete this user? You cannot reverse
this action.

Cancel Okay

4. Click Okay to delete the user.

QuickSwipe User Guide
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Settings

To access settings, select Settings from the Manage menu. The following screen displays:

General Settings Company Info &
Vokal Interactive ;
& EnableTipping
& DisableRefunds Details
Disable Taxes hello@vokalinteractive.con http://vokalinteractive.c

Require ZIP Code (312) 527-4714 https://waww.facebook,
223 W. Erie St., Apartment VOKALmobile
Clerk Permissions NewportBeach

California

A

View and Edit Catalog ltems 92675

Retire Catalogltems

Apply Tax Exempt Status to Transactions Edit
Apply Discounts to Transactions
Refund Transactions A ) pli{..ﬂtiOH Colors
Edit
General Settings and Clerk Permissions
To change the general settings and clerk permissions, click Edit beneath the options.
The following table describes the options under General Settings:
Setting ‘ Description ‘
Enable Tipping Select to require a tip prompt to display during the payment flow.
Disable Refunds Select to not allow refund transactions.
Disable Taxes Select to not add tax amounts to transaction amounts. If Disable Taxes

is selected, tax amounts do not display at all on the transaction screen.

Require ZIP Code Select to require customer's enter a ZIP code during transactions.

Clerk permissions allow you to set rules for which actions clerk users can perform in
QuickSwipe. Select any of these options to allow clerk users to perform the task:

e View and Edit Catalog Items

QuickSwipe User Guide 12
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e Retire Catalog Items

e Apply Tax Exempt Status to Transactions
e Apply Discounts to Transactions

e Refund Transactions

Click Save to update general settings and clerk permissions.

Taxes

If taxes are enabled under General Settings, taxes will be added to transactions by default. Each
item can have a single tax setting applied to it in the catalog. The default tax is applied to items
without a tax setting.

To change the tax amounts, click Edit beneath the options. The Taxes options become editable:

.25%

Ff'd 76%
Chris's tax 25%
Illinois State Tax 6.76%

County Tax 2.67%

New Tax Cancel Save

To edit the percentage of a tax, edit the value to the right of the tax name.

To add a new tax, click New Tax. An empty row is added to the list. Enter a new name and tax
amount.

Click "+ to delete any custom taxes you have added.

Click Save to complete changes to the taxes.

Company Info
The Company Info section contains the contact information for your company. This information
is included on receipts generated through QuickSwipe.

To edit your company info, click Edit beneath the options. Edit the desired contact fields. Email,
Street, City, and ZIP Code are required.

QuickSwipe User Guide 13
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Click Save to complete changes to your company info.

Application Colors

The Application Colors section allows you to customize the color of the interface of the iOS app
to match your company's color scheme.

Note: Application Colors only affects the colors of the iOS interface.

To edit the application colors, click Edit beneath the options. Select a new color by clicking on
one of the colors in the palette that displays or by entering the hex code in the HEX field.

Click Save to complete changes to your application colors.

QuickSwipe User Guide 14
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Catalog

The catalog is a list of pre-defined items that you can add to a ticket. Each item has properties
and a price. Items are organized into categories to make them easier to find. Items can belong
to more than one category.

View

To view the catalog, select Catalog from the main menu. The catalog displays:

New Item Export n Grid Sort ¥

Search
Total Results: 102
Category (+] @ * §7.00
Automotive @ ac $153.00
Books
Clothing Aenean gravida $204.00
Donuts de Mitch Folks @
Electronics ;
Furniture @ Aliquam $819.00
Grocery
Knnm @ ante. Maecenas $361.00
Lessons
Maowies <
e @ ante. Nunc mauris $759.00
Test
Test Cat g Apple MacBook Air $1,099.00
Tays
Favorites @ augue scelerisque mollis. $317.00
Recurring
Retired ) d
@ blandit ma ttis. $376.00
Price @ Chocolate Donut $1.00
50 $1099 @
consectetuer, $952.00
@ consequatenim diam $103.00
Created by @ dolor, $301.00
@00 g -
brando...  Bluefin Tim
Click an item to view that item. Click a category to view all items in that category.
Click List or Grid to change how the catalog items are displayed.
QuickSwipe User Guide 15
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Search and Filter

You can search the list of items for a specific term by entering that term in the Search field and
pressing Enter.

You can filter the list of items displayed in the catalog using the filter list at the left of the
catalog screen.

Sort

Select a category to show only items in that category.
Select Favorites to show only items marked as favorites.
Select Recurring to show only recurring sale items.

Select Retired to show only items that have been retired from the catalog and are no
longer available for sale.

Enter a minimum and/or maximum price to show items that fall within a price range.

Select a user to show only items created by that user.

You can sort the items by name, price, or date created. To sort, select the desired option under

the so

rt menu.

Categories

Use categories to organize items in the catalog. Items can belong to more than one category.

e Adding Categories

Editing Categories

Deleting Categories

Adding Categories

To add a category, follow these steps:

1.

From the catalog list, click + next to the Category label.

QuickSwipe User Guide
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The following screen displays:

Add a Category

Fd I
0 |
Name

Cancel Save

2. Click the icon and select an image to set an image for the category.
3. Enter the name for the category in the Name field.
4. Click Save.

Editing Categories

To edit a category, follow these steps:
1. From the catalog list, click © next to the Category you want to edit.

The following screen displays:

Edit a Category

Name

Automotive

Delete Cancel Save

2. Click the icon and select an image to set an image for the category.

3. Enter the name for the category in the Name field.

QuickSwipe User Guide
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4. Click Save.
Deleting Categories

To delete a category, follow these steps:
1. From the catalog list, click © next to the Category you want to edit.

The following screen displays:

Edit a Category

MName

Automotive

Delete Cancel Save

2. Click Delete.
A confirmation message displays.

3. Click Okay.

Items

Iltems are anything that can be added to a ticket for a customer to pay for. Use this feature to
set up the properties of the item, such as price, image, and recurring status.

e Adding Items
e Editing Items
e Retiring Items

Adding Items

To add a new item, follow these steps:

1. From the catalog list, click New Item.

QuickSwipe User Guide
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The following screen displays:

Addan item tothe catalog

o
\Q/

Details

One-Time

Motes

Set Tax

@ DefaultTax 9.25%
No Tax Applied
Chris's tax 25%
Illinois State Tax

County Tax 2.67%

Choose Categories

Automotive

Books

Clothing

Donuts de Mitch Folks

2. Click the icon and select an image to set an image for the item.

3. Use the following table to complete the fields on this screen:

Field ‘ Description

Name Required. Enter the name of the item to display in the catalog and on
tickets.

Price Required. Enter the price of the item.

SKU Required. Enter the SKU (stock keeping unit) that identifies the item. If
you do not use SKUs for your business, simply enter a random character
to complete this field.

Type Select whether the item is a one-time purchase item or a recurring item.
One-time purchase items are billed only once at the time of sale.
Recurring items are billed at an interval that you set.

If you select Recurring, the following screen displays:

QuickSwipe User Guide
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Field

Description
Details
SKU

Recurring v

Monthly v
1stof every month v

Fixed v

Complete the details of the recurring payment to determine when the
payment will be billed.

Notes

Add any additional details about the item that will display in the catalog.

Set Tax

Select the tax that applies to the item. Only one tax can be applied to an
item.

Choose Categories

Select any categories that the item will be displayed under in the
catalog. An item can belong to zero or more categories.

4. Click Save to add the item.

Editing Items

To edit an item, follow these steps:

1. From the catalog list, click the item you want to edit.

QuickSwipe User Guide
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The following screen displays:

Details

MD760LL/A

One-Time

MNotes

None

One-Time

M Apple MacBook Air M Retie | | % Fworke
Tax
11/19/13 2:47pm Illinois State Tax 6.76%
John
Edit
Categories

Electronics

Edit Edit

2. Click Favorite to mark the item as a favorite for catalog searches.

3. To edit the item details, click Edit below that section.

Use the following table to complete the item details:

Field Description

Name Required. Enter the name of the item to display in the catalog and on
tickets.

Price Required. Enter the price of the item.

SKU Required. Enter the SKU (stock keeping unit) that identifies the item. If
you do not use SKUs for your business, simply enter a random character
to complete this field.

Type Select whether the item is a one-time purchase item or a recurring item.
One-time purchase items are billed only once at the time of sale.
Recurring items are billed at an interval that you set.

If you select Recurring, the following screen displays:

QuickSwipe User Guide
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Field ‘ Description

Details

SKU
Recurring v
Monthly v
1stof every month v
Fixed v

Complete the details of the recurring payment to determine when the
payment will be billed.

Notes Add any additional details about the item that will display in the catalog.

4. To edit the tax for the item, click Edit below that section.

Select the tax that applies to the item. Only one tax can be applied to an item. Click Save
to complete the edit.

5. To edit the categories for the item, click Edit below that section.
Select any categories that the item will be displayed under in the catalog. An item can
belong to zero or more categories. Click Save to complete the edit.

Retiring Items

When you want to remove an item from the catalog, you retire the item. The item is no longer
available to be added to tickets; however, it remains in QuickSwipe for reporting on previous
sales.

Note: Depending on settings, clerks may not have permission to retire items.

To retire an item, follow these steps:
1. From the catalog list, click the item you want to retire.
The item details screen displays.

2. Click Retire to retire the item.

[ Retire ¥r Favorite

QuickSwipe User Guide 22
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The following warning displays:

PrAanTan e tanm . . e ie e

Retire an ltem

Are you sure you want to retire this item? You can reverse this
action by clicking the "Retire” button again.

Cancel Okay

3. Click Okay to retire the item.

You can return the item to the catalog by clicking Retire again at any time.

Export

To export the list of catalog items as a comma separated values (CSV) file, click Export.

QuickSwipe User Guide
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Transactions

With either the iOS app or the web application, you can:

e \iew your transaction history

e Perform refunds

e Cancel recurring transactions

e Email receipts

Note: Credit, check, cash, and recurring sale transaction can only be performed using the iOS
app.

Transaction History

The transaction history screen shows you all of your past transactions and allows to you to
perform refunds, email receipts, and cancel recurring transactions.

View

From the main menu, select Transactions.

The Transaction History displays:

Export Sort ¥
Search
Total Results: 202
Category @ ac §T.19
Tax Exempt
Tips @ ante. Nunc mauris §75.90
Recurring
Discounted @ ac §7.19
Date @ ac §7.19
10/10/12 12/06/13
@ ac §168.63
Price @ ac §.19
s0 SETe @ ante., Nunc mauris §759.00
II n @ ac §168.68
Cashier @ ac §168.68
@00 o-
brande...  Bluefin Tim
—

Click any transaction in the list to view transaction details.

QuickSwipe User Guide
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Search and Filter

You can search the list of transactions for a specific term by entering that term in the Search
field and pressing Enter.

You can filter the list of transactions using the filter list at the left of the transaction history.
e Select Tax Exempt to show only transactions to tax exempt customers.
e Select Tips to show only transactions that include a tip.
e Select Discounted to show only transactions with a discount applied.
e Select Recurring to show only recurring transactions.
e Enter a minimum and/or maximum amount to show transactions that fall within a range.

e Select a user to show only transactions by that user.

Sort

You can sort the items by date, payment type, total items, or price. To sort, select the desired
option under the sort menu.

Cancel a Recurring Sale

To cancel a recurring sale transaction, follow these steps:

1. From the main menu, select Transactions.

QuickSwipe User Guide 25
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The Transaction History displays:

[

Export
Search
Total Results: 302
Category @ ac
Tax Exempt
Tips @ ante. Nuncmauris
Recurring
Discounted @ ac
Date @ ac
10/10/12 12/06/13
@
Price @ ac
U e @ ante. Nuncmauris
@
Cashier @ ac
@QO0O® o

brando...  Bluefin Tim

P

2. Click the transaction in the list to cancel. Recurring sale transactions display with a
icon. See Transaction History for instructions on filtering the list.

The transaction details display:

Fri, Nov 1, 2013 $45.00
8:23pm 1 ltems
Details
'IJJ_»V d LAIILE VL LS
000000124601 st pains ¥
Tim 5
& i)
g
% F
e I S
E D e pr e
g &

%
=

(35

Map data 82013 Google

QuickSwipe User Guide
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Sort ¥
§7.19
$75.90
4$7.19
§7.19
$163.68
$7.19
$759.00
$163.68
$163.68
§7.19
End Billing Settings Email
Purchased Item
@ Weekly Lesson $45.00
Subtotal $45.00
Total 54500
Transaction History
Total: 0
26



3. Click End Billing.

The following message displays:

Stop Billing For This Transaction

Are you sure you want to stop billing for this transaction? This
will end the recurrence, and no more charges will be made.

Cancel Okay

4. Click Okay.

All future transactions for this item are canceled.

Refund

R |

Note: A transaction can only be refunded once.

To refund a transaction, follow these steps:
1. From the main menu, select Transactions.

The Transaction History displays:

Export
Search

Total Results: 202

[
~

Category

Tax Exempt
Tips ante. Nuncmauris
Recurring

Discounted ac

Date

ac

10/10/12 12/06/13
ac

Price ac

50 $9872

[——]]

ante. Nuncmauris
ac

Cashier

@O

brando.. Bluefin Tim

ac

ac

)1 © 0O e e e e e e e

QuickSwipe User Guide
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Sort ¥

$7.19

$75.90

§7.19

$7.19

$163.68

§7.19

§759.00

$163.68

$163.63

$7.19
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2. Click the transaction in the list to refund. See Transaction History for instructions on
filtering the list.

The transaction details display:

Tue, Dec 3, 2013 $7.19 Refund Email
3:24pm 1 ltems
ltems
Details P
NV IS LI = ac {7.{}{}
~~~~~~ o - Q §
Q000000147181 i ¥ Moody Bible
Chicago-Brown [1) e i =2 Ch k\_)
A E % E W Super .
= o i = ] Subtotal ST .00
:’x 2w Hyean St io O W Hun
aa o G @ 5
il 2 @_.ie:’n = Tax 19c
% WO
'
Total s 7.19

UIuE N

3. Click Refund.

The refund screen displays:

Issue Refund Custom Amount |

Choose ltems

SelectAll

Id’l ac |

Subtotal $7.00

Tax 189¢c

Total 37.19

Refund -sU.UU [ |
| Reason

Cancel Refund

4. Select the items from the ticket to refund or click Select All to refund all items.

To enter a refund for a different amount, click Custom Amount.

QuickSwipe User Guide 28
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The following screen displays:

Issue Refund < Select Items

Subtotal $7.00
Tax 18¢
Total 37.19

e fund Tofol Amount
Enter Refund Amount

$0.00

Reason

Cancel Refund

Enter the custom amount in the Enter Refund Amount field.
5. Enter an optional reason for the refund.

6. Click Refund to complete the refund.

Email Receipt

To email the receipt for a transaction, follow these steps:

1. From the main menu, select Transactions.

QuickSwipe User Guide
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The Transaction History displays:

Export
Search
Total Results: 302
Category @ ac
Tax Exempt
Tips @ ante. Nuncmauris
Recurring
Discounted @ ac
Date @ ac
10/10/12 12/06/13
@ *
Price @ ac
50 e @ ante. Nuncmauris
[ @ i
Cashier @ ac
QOO o-
brando...  Bluefin Tim
P

Sort ¥

4T.19

$75.90

47.19

4T.19

$168.68

47.19

$759.00
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2. Click the transaction in the list whose receipt you want to email. See Transaction History

for instructions on filtering the list.

The transaction details display:
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3. Click Email.
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Subtotal

Tax

Total

Refund

Email

$7.00

19c
$7.19
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The Send Receipt screen displays:

Email Receipt

Email Address

Cancel Send

4. Enter the customer's email in the Email Address field.

Click Send to email the receipt.
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