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About This Guide 
This guide is a functional overview and provides conceptual and summary operational 

information. This guide does not define all fields within the application; the application provides 

some definitions while other field names are familiar terms to those in the security industry. The 

assumption is that the reader is familiar with EFT Processing systems, as well as web services 

technology and terminology. 

 
 

 
SedonaOffice Version 6.1+ incorporates the rewrite of the EFT Processing program. 

Customers updating to version 6.1+ must use this new program. It is impossible to revert 

to the prior version of EFT processing using this release. Please read the Preparation 

Requirements for SedonaOffice 6.1+ installation in the Release Notes for 

6.1+. New credentials must be obtained from Forte to be able to use the new EFT 

Processing within SedonaOffice. 
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EFT Processing Overview 
SedonaOffice is integrated with Forte (a third-party payment processor) for processing of credit 

card and ACH transactions for customers in the United States and Canada. SedonaOffice 

customers must have a merchant id issued from Forte to process transactions through 

SedonaOffice. 

Forte is able to process payments for the following types of credit cards. 

• MasterCard 

• Visa 

• Discover 

• American Express 

• Diners Club 

• JCB 

SedonaOffice customers must request that Forte have their merchant id setup for each credit 

card type that their company will accept. 

Forte can also process payments from a customer’s bank account (ACH transaction) if the 

SedonaOffice customer has requested this setup. US based customers can process bank 

drafts from any bank within the United States. Canadian customers can process bank drafts for 

any bank within Canada. Forte does not offer the ability to process transactions across the 

border under a single merchant id. US customers would need to apply for a Canadian merchant 

id to process Canadian transactions. Canadian customers would need to do the same to 

process bank drafts to US bank accounts. 

SedonaOffice is a single currency system that does not handle conversion rates. 

Credit card transactions are processed in real time enabling the user to receive immediate 

responses from the issuing bank of the customer’s credit card indicating that the funding has 

been approved or rejected. Bank drafts are also processed in real time. Users may process 

EFT transactions from any workstation. 

SedonaOffice provides several options for generating an automatic payment with the use of a 

customer credit card or customer bank account. 

• Automatic payment of cycle invoices 

• Automatic payment of one or more non-recurring invoices 

• Automatic payment of advanced deposits for job installation 

• Unapplied cash payments 

• Payments made to a miscellaneous GL number (e.g. late fees). 
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SedonaOffice has preset transactions to automatically submit to Forte at 8:00 am, 12:00 pm and 

5:00 pm (local time) each day. The Administrator may not change the preset schedule from 

SedonaOffice. Users have the option of submitting transactions to Forte at any time outside of 

these preset hours by manually submitting transactions from the EFT Processing module. 

Deposit payment batches for credit card and ACH payments are automatically created as 

transactions are approved. Customer invoices are marked as paid with every entry into the 

deposit payment batch. Users may export a report showing all approved and/or rejected 

transactions that have occurred on any day. Users will be able to deposit their payment batches 

within SedonaOffice once all funds have settled in a deposit payment batch. The settlement 

process automatically begins at 11:30 pm (local time) daily. Settlement of credit card 

transactions can take 24-48 hours. ACH transactions can take between 3-5 business days. 

Customer credit card and bank account information is entered within the SedonaOffice 

application into a form which feeds directly into Forte’s system. Since this information is being 

added directly into Forte’s database and not SedonaOffice, it will be necessary to access 

Forte’s customer database (called Dex) for any address changes, changes to credit card 

expiration dates, or changes to a CVV number. 

Users may void credit card and ACH transactions in SedonaOffice only if the transaction has not 

been “Submitted” to Forte. After the transactions have been submitted and settled, the users 

will need submit a refund to the customer. 

Refunds to both credit card and bank accounts may be done directly within SedonaOffice. 

A disputes area is available where users can view the status of any Visa, MasterCard or 

Discover dispute involving their merchant id. Users will be able to add documentation for any 

dispute in a “Documents Needed” status. 
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PCI Compliance 
The Payment Card Industry (PCI) Data Security Standard (DSS) is a set of requirements 

designed to ensure that all companies that process, store, or transmit credit card information 

maintain a secure environment. All companies that have been issued a merchant id from Forte 

are required to meet this standard and submit a certificate of compliance from a third-party 

auditing firm proving that it has met those standards. PCI certification involves a review of the 

merchant’s internal procedures for the gathering of credit card information from its customers, 

where it is stored, and who has access to it in addition to a review of the network on which the 

information is held. Running the PCI Compliance program within SedonaOffice is one small 

piece of meeting those certification requirements. Please contact Forte directly for information 

on how certification can be achieved and from which companies they will accept a PCI 

Compliance Certificate. 

All credit card and bank draft information is entered directly into Forte’s payment system. No 

credit card or bank information is held within the SedonaOffice database. At the time a new 

customer credit card or bank account is saved within SedonaOffice, Forte issues a token to 

SedonaOffice. A token is a series of letters and numbers that cannot be mathematically 

translated into a customer’s credit card or bank account number. The token is held on the 

customer’s record within SedonaOffice as a reference for Forte to lookup the customer’s credit 

card or bank account within their own system when a transaction is submitted. 
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Pre-Upgrade Requirements 
There a several actions that must be completed prior to upgrading to SedonaOffice version 6. 

 

Forte Account Setup: 

 
1. Contact Forte to receive a Dex Account invite and access to the Forte Test environment. 

Forte Contact Info: 

By Email: integration@forte.net or customerservice@forte.net 

By Phone: 866-290-5400 x 766 

2. Request a Dex Invite with test server access credentials. 

3. The Dex invite will come from Dex@forte.net 

4. You should receive a Dex invite within 1-2 business days of your request. 

5. Once you receive your invite, follow Forte’s instructions to register your account which can 
be found here or contact Forte for assistance: 
https://console.forte.net/help/merchant/#users/registering_your_account.htm%3FTocPath% 
3DHome%7C 1 

 

 
The following information is obtained from the Dex Portal. This information will be entered into 

the SedonaOffice EFT Setup form in SedonaSetup. 

• Merchant ID 

• Access ID 

• Secure Key 

• Organization ID 

mailto:integration@forte.net
mailto:customerservice@forte.net
mailto:Dex@forte.net
https://console.forte.net/help/merchant/%23users/registering_your_account.htm%3FTocPath%3DHome%7C_____1
https://console.forte.net/help/merchant/%23users/registering_your_account.htm%3FTocPath%3DHome%7C_____1
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Accessing Required Information from the Dex Portal: 

Once you login to the Dex Portal, your company’s Merchant ID and Organization ID is viewable 

from the Locations tab as shown below. 

 

 

 

 
You will need to generate the API Access ID and the API Secure Key from the Dex Portal under 

the Developer / API Credentials tab. 
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Transition to the New EFT Module 

After updating from SedonaOffice version 5 to version 6.1+ or higher, you will be working in the 

new version of the EFT module. The new version makes provisions for transactions sent to 

Forte before updating to 6.1+. 

What this means for you: 

Any transaction in EFT processing that has not been submitted to Forte, must be submitted 

before updating to 6.1+. This does not include transactions with hold dates. 

It is okay to update to 6.1+ if you have pending EFT transactions that have been submitted, but 

have not yet downloaded a response code from Forte. If the transaction has already been sent 

to Forte, you will be able to download and post response codes after updating to 6.1+. 

If you post all transactions, so that nothing is pending, prior to updating to 6.1+, it will make the 

process easier. 

If you update to 6.1+ then attempt to submit new transactions to Forte via the old EFT 

processing, the transactions will fail. 

The following Payment Processing message will appear when updating to 6.1+, please read 

then you may select “Close” to move forward. 
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User Groups Permissions 

Users that will be entering credit card or bank information onto customer records will need the 

permission “Access to EFT” under CM (Client Management) in their User Group within Sedona 

Setup. This permission also allows users to create transactions in real time from the customer 

record. 

 

 

 

 
Users that need to view a list of all customers that have credit card or bank accounts on file, or 

who are responsible for tracking credit card expiration dates, will need access to “EFT 

Customer” under the CM (Client Management) permission area. 
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Users that will be managing EFT transactions will need access to “EFT Processing” in the AR 

(Accounts Receivable) area of User Groups in Sedona Setup. 

 

 

 

 
Users that will need to create EFTs for non-recurring invoices will need access to “Auto Process 

Non-Recurring Invoices” permission in the AR (Accounts Receivable) area of User Group 

security. 
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Chart of Accounts 

Create two new G/L Accounts. These new accounts will be used for processing EFT Refunds 

and Previously Funded transactions. You may create these new accounts after upgrading to 

version 6, however we recommend this be done prior to the upgrade so you do not forget to do 

this later. 

Create a new account with the account type of OCL (Other Current Liability). Use the 

description as shown below. This G/L account will be used for manually processing EFT 

Refunds. 
 

 

 
Create a new account with the account type of OCA (Other Current Asset). Use the description 

as shown below. This G/L account will be used for processing Previously Funded EFT 

transactions. 
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Invoice Items 

Create two new Invoice Items. These new invoice items will be used for processing EFT 

Refunds and Previously Funded transactions. You may create these new invoice items after 

upgrading to version 6, however we recommend this be done prior to the upgrade so you do not 

forget to do this later. 

The first invoice item will be used when creating a customer credit memo which will be 

converted into an EFT Refund. 

• Select the Item Type of OC 

• Enter the Item Code of EFT Refund 

• In the Account field, select the OCL G/L account setup on the prior page. 

• Uncheck the Taxable, Available in Sales and Available in Service checkboxes. 

 

 

 
The second invoice item will be used by the software to process Previously Funded 

transactions. 

• Select the Item Type of OC 

• Enter the Item Code of Returned Payment Z-Trans 

• In the Account field, select the OCA G/L account setup on the prior page. 

• Uncheck the Taxable, Available in Sales and Available in Service checkboxes. 
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Invoice Descriptions 

Create one new Invoice Description record; enter as shown below. This will be used when 

processing EFT Refunds. You may create this new invoice description after upgrading to 

version 6, however we recommend this be done prior to the upgrade so you do not forget to do 

this later. 
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Post-Upgrade Requirements 
Setup Tables 
Once your upgrade to SedonaOffice version 6 has been completed by a BoldGroup staff 

member, you will be able to finish the remaining setups in SedonaSetup. 

 

EFT Setup 

Once all existing EFT transactions have been submitted to Forte, and the new DEX credentials 

from Forte have been generated, setup for the new EFT processing can begin. 

The following Payment Processing message will appear, click on the OK button to proceed. 
 

 

 
Navigate to SedonaSetup and select EFT Setup from the listing on the left. 
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A message will box will be displayed informing the user that switching to the new EFT process 

is not reversible, and all new credentials should be in hand before moving forward. Click the 

Yes button to proceed. 
 

The new EFT Setup form will be displayed. Click the New button at the lower right of the form 

to begin entering information obtained from the DEX Portal. Each data entry field will be 

described on the following pages of this document. 
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• Automatically Submit Transactions – When this option is selected, all credit card and 

bank transactions with a status of “Ready” and a hold date less than or equal to the current 

date will be submitted to Forte automatically at the preset times of 8:00 am, 12:00 pm and 

5:00 pm local time. 

• Authorize processing of transactions using the live service – When this option is 

selected, all transactions will be submitted to the LIVE Forte Server. This box should not be 

selected if the user is working in the sandbox environment. 

• Use Test Service – When selecting this option, all transactions are submitted to the Forte 
Test Service. This should only be checked if you are in a Sandbox company. 

• Send Branch Code – Custom setting to submit branch code to Forte when processing 
transactions. 
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• In the Processor section, you will type in your credentials provided by Forte via the DEX 

Portal: 

• Merchant ID 

• Access ID 

• Secure Key 

• Organization ID 

 

 

• Provider API – Unless otherwise instructed by SedonaOffice staff, enter Forte in this field. 
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The Posting area contains fields to enter information that will be used if a customer on auto-pay 

also wants a printed cycle invoice. 

 

• ACH Payment – If your company is accepting payments via bank draft, select EFT from the 

drop-down list. If your company is not accepting bank draft payments, skip this field and the 

next field, ACH Invoice Message. 

• ACH Invoice Message – If you selected EFT in the ACH Payment field, enter the text that 

will print on the customer’s cycle invoice. An example is provided in the screen shot below. 

• Credit Card Payment – If your company is accepting payments via credit card, select Credit 

Card from the drop-down list. If your company is not accepting credit card payments, skip 

this field and the next field, Credit Card Invoice Message. 

• Credit Card Invoice Message – If you selected Credit Card in the Credit Card Payment 

field, enter the text that will print on the customer’s cycle invoice. An example is provided in 

the screen shot below. 

 

 
When finished filling in all fields on the EFT Setup form, click the Apply button at the lower right 

of the form. The Merchant setup information will be listed in the upper tier of this setup form. 

Click on the Merchant setup row in the upper tier to populate the fields in the lower section of 

the form. 
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When finished filling in all fields on the EFT Setup form, click the Apply button at the lower right 

of the form. The Merchant setup information will be listed in the upper tier of this setup form. 

Click on the Merchant setup row in the upper tier to populate the fields in the lower section of 

the form. 

The last step is to tokenize all bank accounts on file and to verify all credit cards on file are valid. 

Click on the Run PCI Compliance button located at the lower left of the EFT Setup form. 

Note: Some SedonaOffice customers have received an error message when clicking on 

the Run PCI Compliance button. If you receive an error message, please contact 

SedonaOffice Support for assistance. 

Depending on the number of credit cards and bank accounts in your database, this process may 

take several minutes – be patient. Once the PCI Compliance process has completed you will 

be able to begin processing EFT transactions in SedonaOffice. 

If the PCI Compliance program found bank accounts or credit cards with invalid information, a 

list will appear with the problems. You will need to correct each invalid bank account or credit 

card in your SedonaOffice database. After all corrections have been completed, run the PCI 

Compliance program again. 
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Important Sandbox Database Note 

After creating or refreshing a sandbox company in SedonaOffice 6.1+, users must navigate to 

the EFT Setup form to set the configuration to Use Test Service. 

• Uncheck Automatically Submit Transactions 

• Uncheck Authorize processing of transactions using live service 

• Check the Use Test Service checkbox 
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Branches 

Each Merchant ID must be associated with one or more branches. Each branch must have a 

Merchant ID associated with it. Only one Merchant ID may be associated with a single branch. 

Click on a Branch in the upper tier of the form, then in the lower tier, in the Merchant ID field, 

make the appropriate select from the drop-down list. When finished, click the Apply button to 

save. Repeat the same process for each of your branches. 

Note: The token issued by Forte will always be associated with the merchant id under which it 

was created. For this reason, users may not change the branch on a customer to one which is 

associated with a different merchant id. If a customer needs to be changed to a branch 

associated with a different merchant id, a token conversion must be done by Forte and the 

assigned merchant id must be updated in your SedonaOffice database by a BoldGroup data 

support specialist. 
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Setup Processing for AR 

In the EFT Returned Payment Invoice Item field, select the Returned Payment Z-Trans invoice 

item that was created on the previous page. This invoice item is used by the software for 

processing Previously Funded transactions. 
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Designed Functionality 

Understanding the EFT Process 

SedonaOffice is integrated with Forte (a third-party payment processor) for processing of credit 

card and ACH transactions for customers in the United States and Canada. SedonaOffice 

customers must have a merchant id issued from Forte to process transactions through 

SedonaOffice. 

Forte provides real-time settlement services for both credit cards and customer bank 

accounts. Using the fully integrated features within SedonaOffice, processing and collecting 

bank and credit card transactions is simple, fast and accurate. With SedonaOffice and Forte, 

generating payment transactions for both recurring and one-time payments, settling the 

transactions, receiving the payment in your bank account, and posting the transaction to your 

customers account is seamless and built into the SedonaOffice application. 

SedonaOffice provides several options for generating an EFT payment with the use of a 

customer credit card or customer bank account. 

• Cycle invoices - If a customer credit card or bank account is flagged to use for recurring 

transactions, when a cycle invoice batch is posted, a transaction will automatically be 

added to the EFT Processing list. 

• Single or multiple non-cycle invoices – A user may open a single invoice and tag a 

credit card or bank account on file for the customer to process the payment. 

• Automatic payment that will post to the customer’s unapplied cash 

• Automatic payment for a job deposit 

On the next page is a flow chart showing how EFT transactions move through the entire 

process. 
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EFT Processing Flowchart 
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Understanding the EFT Processing Form 

User permissions are required for access to the EFT Processing form. Refer to the User Group 

Permission topic earlier in this document for details. To open this form, from the main 

application menu, expand the Accounts Receivable module menu, and then select the EFT 

Processing option. 

The EFT Processing form was designed to serve multiple purposes: 

• Viewing transactions at their various statuses in the process 

• Manually submitting transactions 

• Voiding transactions 

• Entering new EFT transactions 

• Exporting a list of transactions to excel 

• Viewing customer disputes and the ability to upload documents related to a specific 

disputed transaction 

• Viewing automated transaction logs 
 

 
The EFT Processing form is composed of three main components, the header section, the grid 

section, and the footer section. Each of these sections are explained on the following pages. 
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Header Section 

The Header section contains three main areas: 

• Filters 

• Information [Transaction summary] 

• Customer Actions (by your company) 

Many of the options in the header section work in tandem with the Grid section of the EFT 

Processing form. 

Each item in this section will be described below and on the following pages. 
 

 

 

 
A. Filters – There are three fields in the Filters section: Merchant (Merchant ID), Process Date, 

and Branch. Each of the filters is described below. 

• Merchant - When the EFT Processing form is initially displayed, the lowest number of 

your company’s Merchant ID’s is displayed in this field. The selection in this field 

controls which transactions are displayed in the grid section of the EFT Processing form. 

If your company is operating with multiple merchant accounts, you will need to make a 

selection in this field to see the transactions in the grid section, which are related to a 

specific Merchant ID. 

• Process Date – This filter field will default to today’s date. This option controls which 

transactions are displayed in the grid section of the EFT Processing form. Within the 

grid section, if you click on the Ready tab, only the transactions that have not yet been 

submitted with a date on or prior to the date entered into this field will be listed in the 

grid. You may enter a date in the future into this field to see transactions that will be 

submitted beyond today’s date. 

• Branch – This option controls which transactions are displayed in the grid section of the 

EFT Processing form. If your company is operating under multiple branches, and you 

only want to see the transactions for one particular branch, you may make a selection 

from the drop-down list. If you do not make a branch selection, then all transactions for 

all branches for the Merchant ID will be displayed in the grid section. 
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B. Payment Type – This option controls which transactions are displayed in the grid section of 

the EFT Processing form. You may select either bank or credit card type transactions. 

C. Information (related to transactions shown in the grid section) – When clicking on any tab 

within the grid section, the totals with be displayed in this area. 

In the example below, we are on the Ready tab, and in the Filters area, we selected 

transactions with a process date of 02/26/2021 for bank type transactions. The summary 

information shows us there are a total of 12 transactions with a total amount of $10,335.28 

waiting to be submitted to Forte for funding. 
 

 

 
D. Customer Actions – In this area, Users may create a new payment method for a customer, 

enter a new transaction for a customer or review a dispute by a customer by selecting the 

appropriate option in this section of the Payment Processing form. Users will be asked to 

select the customer for whom they want to add a new payment method or enter a new 

transaction from the Customer Search form. Please review the section “Payment Methods” 

within this reference guide for details on adding a credit card or bank draft to a customer. 

Please review the section on “Creating Individual Transactions” as well for specifics on using 

the New Transaction button. Please review the section “Handling Disputes” for information 

on the Disputes button. 
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E. Tools – When clicking on the Tools tab, there are three possible options available: View 

Service Log, View Card Update Log, and Export to Excel. Each of these options is 

explained below. 

 

 

• View Service Log – This option is available for users to review the EFT Service Log 

which lists dates and times of EFT activity. At the lower left of this listing is a checkbox 

labeled “Show Errors Only”. If you only want to view transaction errors select this option. 
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• View Card Update Log – This option will only be displayed if you have subscribed for the 

Automatic Credit Card update service offered by Forte. You may select a date range to 

see which customer credit cards have been updated with new expiration dates. If you 

would like to export this information to excel, click the Export button located at the 

bottom of the form. 
 

 

 

• Export to Excel – Any EFT activity from any of the tabs within the grid area may be 

exported to Excel. 

In the example below, we are on the Rejected tab within the grid, and we want to export a list of 

all rejected credit card transactions. 
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Grid Section 

The Grid section contains several tabs related to the current “status” of your EFT transactions. 

Depending on which Filters (see Header Section / Filters) are selected, the information 

displayed on each tab of the grid will vary. Each of these grid tabs will be explained on the 

following pages. 

Below is a simple flow chart of how a transaction is automatically moved through the grid tabs, 

assuming the transaction was approved and settled by Forte. 
 

 
 

 

Sorting Transactions in the Grid Section 

Within the grid section, you may click on any of the column titles to re-sort the information 

displayed. 
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A. Ready – EFT transactions are automatically added to the Ready tab when: 

 

• Cycle invoices are posted for customers on auto-pay. 

• Transaction is created by a user for payment of one or more invoices. 

• Transaction is created by a user for a job deposit. 

• Transaction is created by a user for unapplied cash. 

• Transaction is created by a user to be applied to a miscellaneous G/L account. 

Each transaction listed in the ready tab is assigned a process date. For cycle invoices, the 

process date, is either the hold date entered when a credit card or customer bank is entered or 

the EFT Hold date entered on the cycle invoice posting form. For manually added transactions 

by users, this date is entered when creating the EFT. 

If your company has opted to automatically submit transactions at the three pre-defined times 

during the day [on the EFT Setup form in SedonaSetup], transactions will automatically be 

submitted to Forte for funding. You may also manually submit transactions to Forte at any time, 

by checking the box to the left of each transaction you want to submit now, then click on the 

Submit button located at the lower left in the footer area of the EFT Processing form. 

As transactions are submitted, either automatically or manually, they will automatically move to 

either the Approved tab or the Rejected tab. 
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B. Approved – Once EFT transactions are submitted to Forte, they will move to the Approved 

tab or the Rejected tab if declined by Forte. 
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Once a transaction moves to the Approved tab, the EFT Processing program will automatically 

create a payment batch in SedonaOffice Payment Processing. 

If a transaction is approved by Forte, customer invoices are marked as paid with each 

transaction added to the payment batch. 

Credit card transactions will appear in a payment batch and the description assigned to the 

batch field begins with the Merchant ID, followed by an underscore (_), followed by CC, followed 

by the 4-digit year, two-digit month, and 2-digit day (e.g. 190283_CC20210125 would be the 

credit card file for 01/25/21). Visa, MasterCard, and Discover cards will be contained in one 

payment batch. A separate payment batch is created for American Express transactions. The 

batch description format for American Express transactions is the Merchant ID, followed by an 

underscore (_), followed by AMER, followed by the 4-digit year, two-digit month, and 2-digit day. 

Customer bank transactions will appear in a payment batch and the description field begins with 

the Merchant ID, followed by an underscore (_), followed by ACH, followed by the 4-digit year, 

two-digit month, and 2-digit day (e.g. 190283_ACH20210201 would be the customer bank file 

for 02/01/21). 

Both credit card and customer bank Refund transactions will appear in a payment batch and will 

have the same basic description formatting as mentioned above, except the batch description 

will begin with an R. 

If you company is operating under one Merchant ID, it is possible for one given date, the system 

would create up to six separate payment batches: 

• Visa, Master Card and Discover transactions 

• American Express transactions 

• Customer Bank transactions 

• Visa, Master Card and Discover Refunds 

• American Express Refunds 

• Customer Bank Refunds 
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C. Settled – Forte will begin the Settlement process each night at 11:30 pm (local time). Each 

transaction that has settled (funds were received by Forte) will move from the Approved tab 

to the Settled tab. 

Credit card transactions will settle within 24-48 hours. Credit card refunds take 5-7 business 

days. Customer Bank transactions settle within 3-5 business days. 
 

 

 
D. Rejected – When a transaction has been declined by Forte, it will appear under the Rejected 

tab. The Response Code and its meaning will be displayed in the body of the grid. 

Rejected transactions are not added to a payment batch. For a definition of the Response 

Code, click on the Response Codes button in the footer area of the EFT Processing form. 

Note: Not all of the possible response codes are listed; these are just the most common we 

have encountered. If the response code listed in the grid area for the rejected transaction in 

not in the list, login to Forte to find the definition of the response code. 
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E. Voided – This tab will display a list of transactions that have been voided by a user. A 

transaction may be voided from the Ready tab. A transaction may be voided from the 

Approved tab as long as the transaction has not yet “Settled”. 

For more information on how to void an EFT transaction, please refer to the topic “Voiding 

an EFT Transaction” within this document. 

 

 

 
 
 

 
F. Refunded – This tab will display a list of transactions which are Refunds to the customer. 

For more information on how to create a refund, please refer to the topic “Creating an EFT 

Refund” within this document. 
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G. Previously Funded – There are two situations that would cause a transaction to appear on 

this tab. 

• A transaction was initially Approved, however during the settlement process, the 

transaction is declined by the customer’s credit card company or the customer’s 

bank. 

• A transaction was Settled, but later challenged by your customer to reverse the 

transaction. These a commonly referred to as “Charge-Backs”. 

During the Forte settlement process, if a transaction is reversed, the EFT Processing program 

will automatically create a Negative Payment Batch for the reversal transaction. 
 

 

 
H. Orphaned – Any transactions that failed to reach Forte will be listed on the Orphaned tab. 

This is rare and typically, your internet connection was interrupted during the process of 

submitting transactions to Forte. If any transactions are listed on this tab, you will need to 

contact SedonaOffice Support to reset these transactions. Once the support representative 

has corrected the transaction, it will move to the Ready tab. 
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Footer Section 

The footer section of the EFT Processing form contains five possible Action buttons. Depending 

on which grid tab you are currently viewing certain buttons are viewable. The Response Codes 

and Close button are available while on any tab of the grid. 

 

Ready Tab 
 

While on the Ready tab, if you check the box to the left of one or more transaction rows, the 

Submit and Void buttons are available. 
 

 

Approved Tab 
 

While on the Approved tab, if you check the box to the left of one or more transaction rows, the 

Void button is available. When clicking on the Void button, if the transaction has not yet Settled, 

you may void the transaction. If the transaction has already Settled, the user will be presented 

with a message indicating the transaction has settled and cannot be voided. 
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Settled Tab 
 

The only action buttons available on the Settled tab are Response Codes and Close. There is 

also an action button labeled Hide Selected; this button will be discussed under the topic Using 

Grid Filters later in this document. 

 

 

 
 

 

Rejected Tab 
 

While on the Rejected tab, if you check the box to the left of one or more transaction rows, the 

Recreate button is available. Clicking this button will submit the transaction(s) to Forte for 

funding. When clicking on this action button, a message will be displayed indicating whether the 

transaction was accepted or failed. If the transaction did not fail, it will be moved to the 

Approved tab. 
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Voided Tab 
 

The only action buttons available on the Voided tab are Response Codes and Close. There is 

also an action button labeled Show Selected or Hide Selected; this button will be discussed 

under the topic Using Grid Filters later in this document. 

 

 

 
 

 

Refunded Tab 
 

The only action buttons available on the Refunded tab are Response Codes and Close. There 

is also an action button labeled Show Selected or Hide Selected; this button will be discussed 

under the topic Using Grid Filters later in this document. 
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Previously Funded Tab 
 

While on the Previously Funded tab, if you check the box to the left of one or more transaction 

rows, the Recreate button is available. Clicking this button will submit the transaction(s) to 

Forte for funding. When clicking on this action button, a message will be displayed indicating 

whether the transaction was accepted or failed. If the transaction did not fail, it will be moved to 

the Approved tab. 

 

 

 
 

 

Orphaned Tab 
 

The only action buttons available on the Orphaned tab are Response Codes and Close. As 

mentioned earlier in this document, if any transactions are listed on this tab, you will need to 

contact SedonaOffice Support to reset these transactions. Once the support representative has 

corrected the transaction, it will move to the Ready tab. 
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Using the Grid Filters 

The Grid Filters were designed to help users view and/or export data displayed on one of the 

Grid tabs to Excel. Filters may be entered/selected for transactions listed on any of the tabs 

within the Grid area. You may be looking for certain types of transactions or transactions within 

a particular date range; you are able to accomplish this by using a filter on one or multiple 

columns displayed in the Grid area. 

Each column listed within the grid area has particular filtering capabilities. 

•   - If this symbol is displayed in the column filter row, you may select from only one 

value displayed in this column. For example, we are in the Branch column and we click 

on the drop-down arrow to the right of this filter, all branch codes for the transactions 

listed on the tab will be displayed for selection. You are able to select one particular 

branch – only transactions for the selected branch will be displayed. 

•   - If this symbol is displayed in the column filter row, you have multiple options for 

filtering the list of transactions. For example, we are on the Approved tab and on the 

Submitted [date] column and we only want to see transactions that were submitted on a 

particular date. We would select the filter option of Equals and then type in the date for 

which we are looking for a list of transactions. 
 

In the example below, we are looking for all transactions on the Approved tab where the 

Payment Method = Visa and the Submitted date is greater than 01/31/2021. Once the filtered 

transactions are displayed, you may export the data to Excel by clicking on the Tools tab and 

selecting the Export to Excel option. 
 



Bold Group | SedonaOffice – EFT Processing 45  

Hiding Transactions 

All EFT transactions processed accumulate over time. This means that when viewing 

transactions on any tab within the grid area of the EFT Processing form, every transaction 

created since the beginning use of the EFT Processing is available for viewing. Over time, the 

list of transactions processed grows. There is an option available to “Hide” older transactions 

that you do not want to view every time you access the EFT Processing form. 

In the example below, we are on the Settled tab and have entered a filter in the Settled [date] 

column to display only transactions where the settled date is less than January 01, 2020. 103 

transactions have a settled date of less than January 01, 2020. If we want to hide the first 10 

transactions listed in the grid, check the box to the left of the Branch column title to select all 

transactions on this page. Click the Hide Selected action button in the footer area. A message 

will be displayed confirming we want to hide these transactions. We will need to repeat this 

process until all of the transactions less than January 01, 2020 are hidden. 

If you want to view these transactions in the future, enter filter criteria and then check the box 

Show Hidden which is located below the drop-down arrow of the Branch field in the header 

area. 
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Using EFT Processing 

Setup Payment Methods 

Customers may elect to use either a credit card or a bank draft for payment of their recurring 

and/or non-recurring invoices. Credit card and bank account information will be entered directly 

into Forte’s system using Forte’s data entry form. No credit card or bank account information 

will be held within your SedonaOffice database. Each time a payment method is created for a 

customer, Forte will exchange that information with a “token.” A token is a unique identifier that 

cannot be mathematically reversed back into a credit card or bank account number. 

Users may add new customer credit cards or bank accounts from several locations within 

SedonaOffice: 

• From a Customer Record 

• From the EFT Customer listing within the Client Management module 

• From the EFT Processing form 

 

Enter a Payment Method from a Customer Record 

From a customer record, on the customer tree, highlight Payment Options, right-click and select 

Manage Payment Methods. 
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Enter a Payment Method from the EFT Customer list 

On the main application menu, expand the Client Management module, then select the EFT 

Customer menu option. The EFT Customers listing will be displayed. Click on the New button 

at the lower right of the form to setup a new credit card or bank account. 
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Enter a Payment Method from the EFT Processing form 

On the main application menu, expand the Accounts Receivable module, then select the EFT 

Processing menu option. The Payment Processing form will be displayed. Click on the 

Payment Methods button at the upper right of the form to setup a new credit card or bank 

account. 
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Entering a New Customer Credit Card 

Regardless of where you begin this process, (a customer record, the EFT Customer list, or the 

EFT Processing form) the same data entry form will be displayed to the user. For this example, 

we will begin from a customer record. 

1. From a customer record, on the customer tree, highlight Payment Options, right-click and 

select Manage Payment Methods. 
 

 
2. The Customer Payment Methods form will be displayed. Click on the Credit Cards tab at the 

top, then click on the New button at the lower right of the form. 
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3. Forte’s data entry form will be displayed. Each data entry field on this form will be explained 

on the following pages. 
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A. Credit Card Number - Click in the box and enter the credit card number. 

B. Expiration Month/Year - Click in the box and enter the credit card expiration 

information: two-digit month followed by a four-digit year. 

When finished filling in the form, click the Save button located at the lower right of the form. The 

credit card will be added to Forte’s system and a token will be held within SedonaOffice. 

A. PayPal
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Once the credit card information is saved and tokenized by Forte, you will be returned to the 

Customer Payment Methods form to finish entering additional information that will be stored in 

the SedonaOffice database. Each data entry field on this form will be explained below and on 

the following pages. 

 

 

 

 
C. Payment Method – From the drop-down list, select Credit Card. 

D. Auto Processing Recurring – If the credit card has been authorized to be used for 

automatic payment of invoices created through cycle invoicing, select this checkbox. 

If this option is selected, the customer’s cycle invoices will automatically be sent to 

Forte using this credit card. If this option is left unchecked, the credit card will be 

kept on file for use when the customer contacts your company to make a payment. 

E. Auto Processing Non-Recurring – If this option is selected, the user can create 

automatic payments for non-recurring invoices (e.g. job, service or miscellaneous 

invoices) through the Auto Process Non-Recurring Invoices program. 
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F. Max Amount (for Auto Processing Non-Recurring) – If the previous option (Non- 

Recurring) checkbox was selected, this field will open for you to enter a maximum 

dollar amount, per transaction, that is authorized to be billed to this credit card. If a 

transaction is greater than the dollar amount in this box, only the maximum amount 

will be authorized to be charged. The default is zero meaning that the customer has 

not indicated a maximum amount. 

G. Hold Day – If the Auto Process Recurring checkbox was selected, this is the day of 

the month (between 2 and 28) that cycle invoice payments will be submitted to Forte 

for funding. 

Example: Your company has posted cycle invoices dated September 1st for the 

October service period. Your customer has requested that their credit card be 

charged on the 5th of the month. Entering a hold day of 5 will make this invoice 

eligible to go to Forte on October 5th (as October is the month of service and your 

customer chose the calendar date as the 5th of the month). 

The number “1” is not a calendar date. When a new payment method is entered, 

the default hold day assigned is “1”. The number 1 gives the user the ability to select 

whatever date the invoice should be sent to Forte for cycle invoices based on the 

entry made to the ACH Hold To Process date in the cycle billing posting form. 
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H. Days Past Inv Date – Many companies run their cycle billing prior to the start of the 

service period being invoiced. If this is your policy and your company wants to 

receive payment in advance of the service period, you may elect to utilize the 

number of days past invoice date. Unlike a hold day, which is based on a specific 

calendar day, this option will allow an invoice to be sent to Forte “x” number days 

after the invoice date. Entering “1” enables the invoice to go to Forte on the date of 

the invoice. Any value entered greater than 1 will add “x” number of days to the 

invoice date to have it available to go to Forte. 

For example, cycle billing is posted for the service period of October. The invoices 

are dated September 15th. If the customer has Days Past Invoice Date set to 5, the 

invoice will be submitted to Forte on September 20th. 

I. Auto Bill To Recurring – If there is only one Bill To record associated with this 

customer, the credit card you are entering will be used for all recurring transactions 

for the customer. If the customer has multiple Bill To records, you may link this credit 

card to a specific Bill To record by clicking on the drop-down list in this field and 

selecting the appropriate Bill To record. 

After making all your selections on the Customer Payment Methods form, click the Save button 

at the lower right of the form. A confirmation message will be displayed indicating the credit 

card information was successfully saved. Click the OK button on the message box. You may 

then close out of the Customer Payment Methods form. 
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Entering a New Customer Bank Account 

Regardless of where you begin this process, (a customer record, the EFT Customer list, or the 

EFT Processing form) the same data entry form will be displayed to the user. For this example, 

we will begin from a customer record. 

1. From a customer record, on the customer tree, highlight Payment Options, right-click and 

select Manage Payment Methods. 
 

 

 
2. The Customer Payment Methods form will be displayed. Click on the Bank Accounts tab at 

the top, then click on the New button at the lower right of the form. 
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3. Forte’s data entry form will be displayed. Each data entry field on this form will be explained 

on the following pages. 
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A. Routing Number - Click in the box and enter the 9-digit bank routing number. 

Canadian banks have transit routing numbers consisting of a five-digit branch transit 

number followed by a three-digit institution number. To turn this into an EFT Routing 

Number usable by Forte, you must add a leading zero to the institution number 

followed by the branch transit number. For example, if the bank’s transit number on 

the MICR line of a check appears as “39431-001”, the user would add a leading zero 

to the branch number and create a nine-digit EFT routing number in the format 

“000139431”. 

B. Checking or Savings – Make a selection from the drop-down list indicating whether 

this is a checking or savings type bank account. 

C. Account Number - Enter the customer’s bank account number and press the tab 

key on your keyboard. The system will then require the user to re-enter the same 

account number. Both entries must match. 
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4. Once the bank account information is saved and tokenized by Forte, you will be returned to 

the Customer Payment Methods form to finish entering additional information that will be 

stored in the SedonaOffice database. Each data entry field on this form will be explained 

below and on the following pages. 

 

 

 

 
A. Payment Method – From the drop-down list, select EFT. 

B. Auto Processing Recurring – If the bank account has been authorized to be used 

for automatic payment of invoices created through cycle invoicing, select this 

checkbox. If this option is selected, the customer’s cycle invoices will automatically 

be sent to Forte using this bank account. If this option is left unchecked, the bank 

account will be kept on file for use when the customer contacts your company to 

make a payment. 

C. Auto Processing Non-Recurring – If this option is selected, the user can create 

automatic payments for non-recurring invoices (e.g. job, service or miscellaneous 

invoices) through the Auto Process Non-Recurring Invoices program. 
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D. Max Amount (for Auto Processing Non-Recurring) – If the previous option (Non- 

Recurring) checkbox was selected, this field will open for you to enter a maximum 

dollar amount, per transaction, that is authorized to be billed to this bank account. If a 

transaction is greater than the dollar amount in this box, only the maximum amount 

will be authorized to be charged. The default is zero meaning that the customer has 

not indicated a maximum amount. 

E. Hold Day – If the Auto Process Recurring checkbox was selected, this is the day of 

the month (between 2 and 28) that cycle invoice payments will be submitted to Forte 

for funding. 

Example: Your company has posted cycle invoices dated September 1st for the 

October service period. Your customer has requested that their bank account be 

charged on the 5th of the month. Entering a hold day of 5 will make this invoice 

eligible to go to Forte on October 5th (as October is the month of service and your 

customer chose the calendar date as the 5th of the month). 

The number “1” is not a calendar date. When a new payment method is entered, the default 

hold day assigned is “1”. The number 1 gives the user the ability to select whatever date the 

invoice should be sent to Forte for cycle invoices based on the entry made to the ACH Hold 

To Process date in the cycle billing posting form. 
 



Bold Group | SedonaOffice – EFT Processing 65  

1. Days Past Inv Date – Many companies run their cycle billing prior to the start of the 

service period being invoiced. If this is your policy and your company wants to 

receive payment in advance of the service period, you may elect to utilize the 

number of days past invoice date. Unlike a hold day, which is based on a specific 

calendar day, this option will allow an invoice to be sent to Forte “x” number days 

after the invoice date. Entering “1” enables the invoice to go to Forte on the date of 

the invoice. Any value entered greater than 1 will add “x” number of days to the 

invoice date to have it available to go to Forte. 

For example, cycle billing is posted for the service period of October. The invoices 

are dated September 15th. If the customer has Days Past Invoice Date set to 5, the 

invoice will be submitted to Forte on September 20th. 

2. Auto Bill To Recurring – If there is only one Bill To record associated with this 

customer, the bank account you are entering will be used for all recurring 

transactions for the customer. If the customer has multiple Bill To records, you may 

link this bank account to a specific Bill To record by clicking on the drop-down list in 

this field and selecting the appropriate Bill To record. 

After making all your selections on the Customer Payment Methods form, click the Save button 

at the lower right of the form. A confirmation message will be displayed indicating the bank 

account information was successfully saved. Click the OK button on the message box. You 

may then close out of the Customer Payment Methods form. 
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Viewing Payment Methods on File 

Once the credit card or bank account has been saved, it may be viewed on the customer record 

by selecting Payment Options from the Customer Tree. The credit cards and/or bank accounts 

will be displayed in the active pane of the customer record. 
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Editing Payment Method Information 

Users can edit some information for a credit card or bank account on file. In the screenshot 

below, only the highlighted fields may be edited. 

If the billing address or expiration date needs to be changed, the must be done by logging into 

the DEX Portal; this cannot be done within SedonaOffice. 

Forte offers a subscription service, which will automatically update the expiration of a 

customer’s credit card in SedonaOffice. Please contact Forte for more information on this 

service. 
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Entering a New EFT Transaction 

Setup EFT for a Customer Invoice 

If a customer has one or more credit cards or bank accounts on file, you may enter an EFT 

payment from the customer record. There are two methods of how to begin the entry of the 

EFT for an invoice; these are described as options A and B below. 

Option A 

Open the Customer record, and in the Active pane under the Open Invoices area, highlight the 

invoice for which you want to enter the EFT payment, right-click and select the Make EFT 

Payment option. 
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Option B 

Open the Customer record, and in the Active pane under the Open Invoices area, double-click 

on the invoice for which you want to enter the EFT payment. 

Once the invoice is displayed, click on the EFT button located at the lower right of the invoice 

form. 
 



Bold Group | SedonaOffice – EFT Processing 70  

1. The New Transaction form will be displayed. 

A. From the drop-down list, select either a bank account or credit card to be used for the 

transaction. 

B. The Description field will default to “Invoice” followed by the invoice number the 

customer is paying. This information appears on the customer’s bank or credit card 

statement. You may change the description if desired. 

C. The Process date will default to today’s date. If the customer is post-dating this 

transaction, you may enter a future date into this field. 

Note: If the customer wants to pay more than one invoice, check the box to the left of each 

invoice to be paid. You will probably want to modify the description field to indicate multiple 

invoices are being paid. 

You may select either the Submit Now or Save button. 

D. When selecting the Submit Now button, this transaction will automatically be sent to 

Forte for funding. If this is a credit card transaction and the customer has available 

funds on their line of credit to cover this payment, the transaction will be saved to the 

Approved tab of the EFT Processing grid. Otherwise, the transaction will be declined 

and be saved to the Rejected tab. 

E. Clicking on the Save button will add this transaction to the Ready tab of the EFT 

Processing grid to be submitted at a later time. 

Note: The amount field may not be modified. If the customer wants to make a partial payment 

for an invoice, you would need to setup the EFT as unapplied cash. Please refer to this topic 

later in this document for more information. 
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Setup EFT for Unapplied Cash 

If a customer wants to make a partial payment to an invoice, or if you are taking a deposit for a 

job but the job record has not yet been created, the EFT must be setup to use unapplied cash. 

Once the transaction settles, you may then manually apply the payment to an invoice. If the 

payment was for a job deposit, once the job is created, you may move the unapplied cash to an 

advance deposit and link to the job record. 

1. Open the Customer record for which you want to enter the EFT payment. On the customer 

tree click on Payment Options, right-click and select the Add Transaction option. 
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2. The New Transaction form will be displayed. 

A. From the drop-down list, select either a bank account or credit card to be used for 

the transaction. 

B. Select the Unapplied Cash radio button. 

C. Type in a description. This information appears on the customer’s bank or credit 

card statement. 

D. Enter the Amount of the payment. 

E. The Process date will default to today’s date. If the customer is post-dating this 

transaction, you may enter a future date into this field. 

You may select either the Submit Now or Save button. 

F. When selecting the Submit Now button, this transaction will automatically be sent to 

Forte for funding. If this is a credit card transaction and the customer has available 

funds on their line of credit to cover this payment, the transaction will be saved to the 

Approved tab of the EFT Processing grid. Otherwise, the transaction will be declined 

and be saved to the Rejected tab. 

G. Clicking on the Save button will add this transaction to the Ready tab of the EFT 

Processing grid to be submitted at a later time. 
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Setup EFT for an Advance Deposit 

If a customer is making a payment for a Job Deposit, the job record must already be created to 

use this method. If the job has not yet been created, you must use the Unapplied Cash method 

described on the previous page. 

1. Open the Customer record for which you want to enter the EFT payment. On the customer 

tree click on Payment Options, right-click and select the Add Transaction option. 
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2. The New Transaction form will be displayed. 

A. From the drop-down list, select either a bank account or credit card to be used for 

the transaction. 

B. Select the Advance Deposit radio button. 

C. Type in a description. This information appears on the customer’s bank or credit 

card statement. 

D. Enter the Amount of the payment. 

E. The Process date will default to today’s date. If the customer is post-dating this 

transaction, you may enter a future date into this field. 

F. From the drop-down list, select the Job Number for this transaction. 

You may select either the Submit Now or Save button. 

G. When selecting the Submit Now button, this transaction will automatically be sent to 

Forte for funding. If this is a credit card transaction and the customer has available 

funds on their line of credit to cover this payment, the transaction will be saved to the 

Approved tab of the EFT Processing grid. Otherwise, the transaction will be declined 

and be saved to the Rejected tab. 

H. Clicking on the Save button will add this transaction to the Ready tab of the EFT 

Processing grid to be submitted at a later time. 
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Setup EFT for a Miscellaneous G/L Account 

This option is used when you want to allocate a payment to a specific G/L account number. 

Situations where you may want to use this option: 

• Customer is paying a late fee only and you want to allocate to your late fee income G/L 

account. 

• Customer is paying for invoices that have been written off to bad debt, so you may want 

to post the payment to your bad debt G/L account. 

 

 
1. Open the Customer record for which you want to enter the EFT payment. On the customer 

tree click on Payment Options, right-click and select the Add Transaction option. 
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2. The New Transaction form will be displayed. 

A. From the drop-down list, select either a bank account or credit card to be used for 

the transaction. 

B. Select the Miscellaneous Income radio button. 

C. Type in a description. This information appears on the customer’s bank or credit 

card statement. 

D. Enter the Amount of the payment. 

E. The Process date will default to today’s date. If the customer is post-dating this 

transaction, you may enter a future date into this field. 

F. From the drop-down list, select the G/L Account number for this transaction. 

G. Select the appropriate Category from the drop-down list. 

You may select either the Submit Now or Save button. 

H. When selecting the Submit Now button, this transaction will automatically be sent to 

Forte for funding. If this is a credit card transaction and the customer has available 

funds on their line of credit to cover this payment, the transaction will be saved to the 

Approved tab of the EFT Processing grid. Otherwise, the transaction will be declined 

and be saved to the Rejected tab. 

I. Clicking on the Save button will add this transaction to the Ready tab of the EFT 

Processing grid to be submitted at a later time. 
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Processing of Non-Recurring Invoices 

Invoices for jobs, tickets and miscellaneous invoices may be sent to Forte using the Auto 

Process Non-Recurring Invoices program. If a customer credit card or customer bank setup 

was flagged for Non-Recurring Payments, you are able to process a payment for all non-cycle 

invoices up to the dollar amount limit set on the credit card or bank account. 

For example if the Non-Recurring dollar limit is set to $2,000.00, when processing the Non- 

Recurring from the EFT Processing form, the application will select invoices with open balances, 

beginning with the oldest invoice first, until the total of $2,000.00 is reached. This may result in 

a partial payment of the last invoice selected. 

If no dollar limit is set, when using this option, an EFT transaction will be added to the Ready tab 

for each selected unpaid non-cycle invoice for the customer. 

 

 



Bold Group | SedonaOffice – EFT Processing 78  

1. From the main SedonaOffice menu, navigate to the Accounts Receivable module and select 

the Auto Process Non-Recurring Invoices menus option. 
 

 

 
2. The Create Auto Non Recurring form will be displayed. 

A. In the header area, select either Credit Cards or ACH. If you have customers flagged for 

Non-Recurring for both credit cards and customer bank accounts, you will need to repeat 

this process for each payment type. 

B. The Process Group will default to 1. The process group has the same meaning as the 

Hold Date setup on the customer’s credit card or bank account. You can only select one 

group at a time. This means that if you have credit cards or bank accounts flagged for 

non-recurring and your company uses multiple hold dates, you will need to repeat this 

process for each unique hold date. 

C. The grid area will populate with any transactions ready to be created. If there are certain 

customers for which you do not want to create an EFT payment, un-check the box to the 

left of the customer number. 

When finished, click the Create EFTs button located at the lower right of the form. 
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3. The EFT’s created by the Non-Recurring program will add transactions to the Ready tab of 

the EFT Processing form. 

Note: EFT transactions created by the Non-Recurring program will be automatically marked 

with the processing date of today’s date; the hold date on the credit card or bank account is not 

used for these types of transactions. If you want to honor the hold date on the credit card or 

bank account, then do not process the transactions until that day of the month has arrived. 
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Refunds 

Refunds may be processed for both customer credit cards and bank accounts directly within 

SedonaOffice. All refunds originate from a credit memo created on a customer’s account. If the 

original payment received was applied to an invoice or is currently in unapplied cash or an 

advance deposit on the customer, these funds will need to be dealt with differently so that a 

credit memo may be created and then refunded to the customer. 

The process for dealing with a payment applied to one or more invoices and unapplied cash or 

advance deposits is different. Each method is described in this topic section. 

 

Refund Process Flow Charts 
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Refund for a Payment Applied to an Invoice 

When a customer’s payment that was applied to a specific invoice must be refunded to a credit 

card or bank account, there are several steps that must be completed to be able to make the 

refund. 

• The payment must first be removed from the invoice by using a negative payment 

batch. 

• A positive payment batch is created to move the reversed payment into your EFT 

Refund G/L account. 

• A credit memo is created using your EFT Refund invoice item, which is linked to the G/L 

account of where the positive payment was applied. 

• The Credit Memo is transferred to an EFT Refund. 

Follow the steps below and on the following pages. 

1. From the SedonaOffice main menu, navigate to the Accounts Receivable module and select 

the Payment Processing option. 

2. The Payment Processing Batches list will be displayed. You will be creating two payment 

batches. Click the New button to start a new payment batch. 
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3. Enter a description and in the Tape Total field, enter the negative amount of the payment 

you will be removing from the paid invoice. Click the Save button when finished. 
 

 

 
4. You will be returned to the Payment Processing Batches list. Click the New button to create 

a second payment batch. Enter a description and in the Tape Total field, enter the positive 

amount of the payment you will be removing from the paid invoice. Click the Save button 

when finished. 
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5. You will be returned to the Payment Processing Batches list. You should see both the 

negative payment batch and the positive payment batch you just created within the list. 

Double-click on the negative payment batch. 
 

 

 
6. The Enter Payments form will be displayed. At the upper left, enter the customer number for 

the payment reversal. In the Amount field, enter a negative value for the payment being 

reversed from the invoice. In the Payment Method field, select the original method of 

payment. You may type in a brief note in the memo field for tracking purposes later. 

On the Invoices tab, locate the invoice to which the payment was previously applied. In the 

payment column, type in the negative amount of the payment. When finished, click the 

Save button. 
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7. You will be returned to the Payment Processing Batches list. Double-click on the positive 

payment batch. 

 

8. The Payment Processing form will be displayed. At the upper left, enter the customer 

number for the payment. In the Amount field, enter a positive value for the payment. You 

may type in a brief note in the memo field for tracking purposes later. 

On the Other tab: 

•  Check the box to the left of Miscellaneous.  

•  In the GL Account field, enter your EFT Refund G/L account (this is a liability type 

account). Select the appropriate category, typically G & A. The amount field should 

automatically fill with the amount entered in the header of the payment record.  

• When finished, click the Save button. 
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9. You will be returned to the Payment Processing Batches list. Check the Ready box to the 

left of both of your payment batches, then click the Deposit button at the bottom of the form. 

 

 

 
10. The Make Deposit form will be displayed. Select a bank account from the drop-down list. 

Type in a description, and then check the box to the left of your negative and positive 

payment batches. Click the Save button when finished. 
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11. The deposit report will be displayed in preview mode. The Deposit Total amount should be 

zero. You may print to paper or save the report electronically if desired. Close out of the 

report when finished. 

 

 

 
Up to this point, you have successfully removed the payment from the invoice. This was 

accomplished with the negative payment batch. This invoice is now open and may have 

payments applied to it. If you do not intend to collect on this invoice, you may credit it off. 

You now have funds “parked” in the EFT Refund G/L account. This was accomplished with the 

posting of the positive payment batch. 

The next step is to create a credit memo on the customer’s account using your invoice item that 

points to the EFT Refund G/L account. After the credit memo is saved, you will convert that 

credit memo into an EFT refund to the customer. 
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12.  Open the customer record where you will enter the credit memo. On the customer tree, 

highlight Credit Memos, right-click and select the New Credit Memo option. 

 

 

 
13. The Credit Memo form will be displayed. Select the appropriate Category, typically G & A. 

On the Items tab, select your EFT Refund item code. Enter a Qty of 1 and type in the 

amount that is being refunded. If the item code was setup correctly, no tax should be 

calculated on the credit memo. At the lower left, select the credit memo Description, and the 

Credit Reason. You may type in a brief note into the Memo field for future reference. When 

finished, click the Save button. 
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14. We now have a credit memo that we can convert into an EFT Refund. Open the customer 

record, and in the Active pane under Open Credits, highlight the Credit Memo that you 

saved in the prior step, right-click and select the Refund to CC/ACH option. 
 

 

 
15. The Select Payment Type form will be displayed. Type in the Refund Amount. From the 

drop-down list, select either the bank account or credit card that will be refunded. When 

finished, click the Refund button at bottom of the form. 
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16. A confirmation message will be displayed. Click the Yes button to proceed. 
 

 

 
A second message will be displayed indicating the EFT Refund was successfully posted to the 

EFT Processing. Click the OK button to close the message box. 
 

 

 
If you open the EFT Processing form, on the Refunded tab, you will see your refund transaction. 
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Refund for Unapplied Cash 

If a customer has unapplied cash on their account, you are able to refund all or a portion of the 

amount to a credit card or bank account on file for the customer. There are few steps that must 

be completed to be able to make the refund. 

• Move the unapplied cash to your EFT Refund G/L account. 

• A credit memo is created using your EFT Refund invoice item, which is linked to the G/L 

account of where the positive payment was applied. 

• The Credit Memo is transferred to an EFT Refund. 
 

 
Follow the steps below and on the following pages. 

1. Open the customer record with the unapplied cash. In the Active pane under the Open 

Credits area, highlight the cash item, right-click and select the Apply option. 
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2. The Apply Customer Credit form will be displayed. On the Other tab, check the box to the 

left of Miscellaneous. In the GL Account field, enter your EFT Refund G/L account (this is a 

liability type account). Select the appropriate category, typically G & A. The amount field 

should automatically fill with the total amount of the unapplied cash. If you are not refunding 

the entire amount, you may change to a lesser value. When finished, click the Save button. 

 

 

 

 
You now have funds “parked” in the EFT Refund G/L account. The next step is to create a 

credit memo on the customer’s account using your invoice item that points to the EFT Refund 

G/L account. After the credit memo is saved, you will convert that credit memo into an EFT 

refund to the customer. 
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3. Open the customer record where you will enter the credit memo. On the customer tree, 

highlight Credit Memos, right-click and select the New Credit Memo option. 

 

 

 

 
4. The Credit Memo form will be displayed. Select the appropriate Category, typically G & A. 

On the Items tab, select your EFT Refund item code. Enter a Qty of 1 and type in the 

amount that is being refunded. If the item code was setup correctly, no tax should be 

calculated on the credit memo. At the lower left, select the credit memo Description, and the 

Credit Reason. You may type in a brief note into the Memo field for future reference. When 

finished, click the Save button. 
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5. We now have a credit memo that we can convert into an EFT Refund. Open the customer 

record, and in the Active pane under Open Credits, highlight the Credit Memo that you 

saved in the prior step, right-click and select the Refund to CC/ACH option. 
 

 

 
6. The Select Payment Type form will be displayed. Type in the Refund Amount. From the 

drop-down list, select either the bank account or credit card that will be refunded. When 

finished, click the Refund button at bottom of the form. 

 

 



Bold Group | SedonaOffice – EFT Processing 96  

7. A confirmation message will be displayed. Click the Yes button to proceed. 
 

 

 
A second message will be displayed indicating the EFT Refund was successfully posted to the 

EFT Processing. Click the OK button to close the message box. 
 

 

 
If you open the EFT Processing form, on the Refunded tab, you will see your refund transaction. 
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Refund for an Advance Deposit 

If a customer has advance deposit on their account, you are able to refund all or a portion of the 

amount to a credit card or bank account on file for the customer. There are few steps that must 

be completed to be able to make the refund. 

• Move the advance deposit to your EFT Refund G/L account. 

• A credit memo is created using your EFT Refund invoice item, which is linked to the G/L 

account of where the positive payment was applied. 

• The Credit Memo is transferred to an EFT Refund. 
 

 
Follow the steps below and on the following pages. 

1. Open the customer record with the advance deposit. In the Active pane under the Open 

Credits area, highlight the advance deposit item, right-click and select the Apply option. 
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2. The Apply Customer Credit form will be displayed. On the Other tab, check the box to the 

left of Miscellaneous. In the GL Account field, enter your EFT Refund G/L account (this is a 

liability type account). Select the appropriate category, typically G & A. The amount field 

should automatically fill with the total amount of the advance deposit. If you are not 

refunding the entire amount, you may change to a lesser value. When finished, click the 

Save button. 

 

 

 

 
You now have funds “parked” in the EFT Refund G/L account. The next step is to create a 

credit memo on the customer’s account using your invoice item that points to the EFT Refund 

G/L account. After the credit memo is saved, you will convert that credit memo into an EFT 

refund to the customer. 
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3. Open the customer record where you will enter the credit memo. On the customer tree, 

highlight Credit Memos, right-click and select the New Credit Memo option. 
 

 

 
4. The Credit Memo form will be displayed. Select the appropriate Category, typically G & A. 

On the Items tab, select your EFT Refund item code. Enter a Qty of 1 and type in the 

amount that is being refunded. If the item code was setup correctly, no tax should be 

calculated on the credit memo. At the lower left, select the credit memo Description, and the 

Credit Reason. You may type in a brief note into the Memo field for future reference. When 

finished, click the Save button. 
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5. We now have a credit memo that we can convert into an EFT Refund. Open the customer 

record, and in the Active pane under Open Credits, highlight the Credit Memo that you 

saved in the prior step, right-click and select the Refund to CC/ACH option. 

 

 

 
6. The Select Payment Type form will be displayed. Type in the Refund Amount. From the 

drop-down list, select either the bank account or credit card that will be refunded. When 

finished, click the Refund button at bottom of the form. 
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7. A confirmation message will be displayed. Click the Yes button to proceed. 
 

 

 
A second message will be displayed indicating the EFT Refund was successfully posted to the 

EFT Processing. Click the OK button to close the message box. 
 

 

 
If you open the EFT Processing form, on the Refunded tab, you will see your refund transaction. 
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Previously Funded Transactions 

During the nightly settlement process, if a transaction is reversed/unfunded the application will 

create a Negative Payment Batch for the reversal transaction automatically. 
 

 

 
When the Negative Payment Batch is created the description is R for reversal, MerchantID, 
underscore, transaction type (ACH, Credit Card, Amex) followed by the date. All transactions 
that settled as previously funded but now declined will be listed in this batch on the processing 
date. 

 
SedonaOffice will reverse transactions based on the type of payment application. There are 

several types of payment applications i.e. Invoice, Unapplied Cash, Advanced Deposit and 

Miscellaneous. 
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When a payment has been applied to an invoice, the application will remove the payment from 

the invoice(s). 

 

Previously Funded Payment that was Originally Applied to an Invoice 
 

Negative Payment is automatically created and reverses the payment from the invoice. 
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Previously Funded Payment from Unapplied Cash, Advance Deposit or 

Miscellaneous G/L Account 

When the payment has been applied to a type other than an Invoice, the application will create 

a Miscellaneous Invoice for the amount of the payment using the EFT Return Invoice Item. The 

application will also create a negative payment batch applying the negative payment to the G/L 

account associated with the Invoice Item used on the miscellaneous invoice. 

The Invoice Item used for the Miscellaneous Invoice is located in SedonaSetup/Setup 

Processing/EFT Returned Payment Invoice Item. 
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Reconciling Payment Batches for the Day 

At the end of each day, the amount for both credit card and bank account deposits should be 

reconciled with the activity performed during the day. This will be the sum of all transactions 

found under the Approved and Refunded tabs. This should reconcile to the total of the positive 

and negative deposit payment batches for credit card and customer bank transactions found in 

your Payment Processing Batches list. Directions for filtering transactions in the grid may be 

found in the section titled “Using the Grid Filters” found earlier in this document. 

 

Customer Bank Transactions 

Filter the grid by selecting the payment method as Bank. Click on the Approved tab. Select 

today’s date as the Submitted Date and click anywhere in the grid for filtering to take effect. The 

list of approved transactions will be displayed. 

In the example below, there were 3 approved transactions for a total of $764.14. 
 

 

 

 
Do the same for the items under the Refunded tab: 
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Based on the screenshots on the previous page, the total of Approved Transactions amount is 

$764.14 and the total of the Refunded transactions is -$100.00. The net customer bank 

transactions for the day is $764.14 - $100.00 = $664.14. 

In Accounts Receivable/Payment Processing, the amounts match for the positive and negative 

payment batches. The total in the positive payment batch is $764.14 and the sum in the 

reversal payment batch of -$100.00 comes to $664.14. 
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Customer Credit Card Transactions 

The daily reconciliation process is similar to that of the Customer Bank Transactions (previous 

topic). Since the SedonaOffice EFT Processing program creates a separate payment batch for 

American Express transactions from other accepted credit card transactions, you will need to 

add an additional step to the daily reconciliation process. 

 

Not Including American Express Transactions 
 

To get the totals for Visa, MasterCard, Discover, and JCB, filter the grid by selecting the 

payment method as Credit Card. Click on the Approved tab. Select today’s date as the 

Submitted Date and select Does Not Equal AMEX as the criteria for the Payment Method. Click 

anywhere in the grid for the filtering to take effect. The list of approved transactions will be 

displayed: 

 

 

 

 
Do the same for the items under the Refunded tab: 
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Based on the screenshots on the previous page, the total of Approved Transactions amount is 

$379.24 and the total of the Refunded transactions is -$100.00. The net customer bank 

transactions for the day is $379.24 - $100.00 = $279.24. 

In Accounts Receivable/Payment Processing, the amounts match for the positive and negative 

payment batches. The total in the positive payment batch is $379.24 and the sum in the 

reversal payment batch of -$100.00 comes to $279.24. 
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American Express Transactions 
 

The formula for reconciling the totals for American Express is the same as non-American 

Express transactions. 

Filter the Approved Tab for items submitted using today’s date for a Payment Method equal to 

American Express. 
 

 

 
Do the same for the items under the Refunded tab: 

 

 

 
Based on the screenshots above the total of Approved Transactions is 341.20 and the sum of 

the Refunded transactions is $0.00. $341.20-0.00 = $341.20 

In Accounts Receivable/Payment Processing, this number matches. The total in the positive 

payment batch is $341.20 and there are not a reversal payment batch for this date. 
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Settlement Process 

SedonaOffice will begin the Settlement process each night at 11:30 pm (local time). Each 

transaction that has settled with Forte, will move from the Approved tab to the Settled tab. 

Credit card transactions will settle within 24-48 hours. Credit card refunds take 5-7 business 

days. Bank drafts settle within 3-5 business days. 

At the end of the settlement process, Forte will push notifications of all credit cards whose 

expiration dates were updated into SedonaOffice for those customers that have enrolled for this 

subscription service (with Forte). Users can see that the settlement process took place by 

selecting Tools-View Service log from the EFT Payment Processing. However, if you have not 

signed up for this service with Forte, the SedonaOffice application will still run but will not update 

any expiration dates. 
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Depositing the Settled Funds 

Users will be able to deposit payment batches into their bank accounts within SedonaOffice 

once all items in the deposit have settled. If the funds have not settled, the user will see the 

message: 
 

 

 
Users may check Forte’s Dex system to check on specific transactions to see if they have 

settled. Please contact Forte regarding use of this program. 
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Handling Disputes 

Consumers can dispute a credit card charge for one of the following reasons: 

• Unauthorized purchases arising from fraud 

• Billing errors 

• Quality issues with a goods or service 
 

 
Each day Visa, MasterCard, and Discover issuers submit a disputes file to Forte containing new 

and updated disputes from their cardholders. SedonaOffice will capture the disputes pertaining 

to each merchant id number and enable the user to review the status of the dispute. The user 

may view disputes within EFT Processing by clicking the Disputes button in the Customer 

Actions section. 

Users will be able to view disputes within SedonaOffice, but they must act on the items directly 

with Forte outside of SedonaOffice. 
 

 

 
Clicking the Sync button in the right-hand corner of the form will bring in the latest information 

received from Forte on disputes for the merchant id displayed. 
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When a dispute is received by Forte, it immediately goes into a Documents Needed status. 

Double-clicking on the dispute will open the record to view the latest details on the dispute. 
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The Documents tab enables the user to see a list of documents that have been attached to the 

dispute. 
 

 

 
SedonaOffice does not have the ability to open these documents for review, but users do have 

the ability to upload new documents by clicking on the Upload button. 

Customers may upload a document under 10MB in size in one of the following file formats: 

• .jpeg 

• .png 

• .tiff 

• .txt 

• .bmp 

• .pdf 
 


