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This document was prepared by the Systems House to facilitate the use of PBADMIN in conjunction with the automated credit card process in Vision.  For further assistance with PBADMIN, please contact Protobase support.

I.
WORKSTATION SETUP

A designated workstation will be setup and dedicated to the Protobase Administrator (PBADMIN).  Each user that will be entering the PBADMIN workstation must perform a one time only setup of the printer.  The following steps should be followed:

1. From the PBADMIN workstation, click on the START tab and select the RUN option.

2. In the run window, key in “cmd” and click ok.

3. At the end of the “C:” prompt, add “net use LPT1: \\file and printer server name\printer share name /PERSISTENT:YES

This is an example of how the command looks at TSH:

C:\Documents and Settings\lhs6578>net use LPT1: \\TSH002\DOC /PERSISTENT:YES

4. Once the printer has been setup, all requested reports from PBADMIN will be printed to the designated printer.

II.
USER LOGIN

Once the PBADMIN workstation has bee established, a shortcut should be created and added to the workstation desktop.  An administrator login ID and password will be assigned for entry into PBADMIN.  
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After entry of the administrator login ID and password, click ‘OK’ to continue.   

The administrator should now set up login ID’s for each person accessing PBADMIN.  Anyone not operating in an administrator capacity should be limited to viewing transactions and requesting reports.  The administrator should choose the Administrator Setup option located on the top of the PBADMIN screen.  From the setup menu, select the option User security.  From this screen, new logins can be created that allow access to viewing transactions and requesting reports only.
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III. 
PBADMIN Main Screen

After logging in, you will come to the Administrator screen, which contains four tabs.  The Main tab is the one displayed after login.  The Main screen allows you to select reports or perform a deposit (settlement).  

A. REPORTS

· A drop down box allows you to indicate how the report should be subtotaled.  The options are card type (default), terminal, cashier, or merchant key.

· The report type can be summary (default), detail, or extended.  Extended can only be accepted when subtotaling by terminal or cashier.

· The transactions appearing on the report can be all current, selected or pre-settle.  Selected transactions are indicated in the Transactions screen.  This screen will be discussed in detail below.

· Clicking on the history box can create a history report.  This will allow you to select the transactions by the month and year.

After producing the Pre-Settlement report on Vision, you should request a detailed report for all current transactions.  After clicking on the selection criteria and hitting the ‘Report’ key, you will be taken into the report via the Viewer screen.  This screen will be discussed in detail below.
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III. PBADMIN Main Screen

B. DEPOSITS


· The deposit (settlement) process should be initiated once a day, and not until the PBADMIN detailed transaction report has been balanced to the Vision Pre-Settlement report.  Only once the reports have been balanced should the settlement process continue.  If the settlement reports are not in balance, DO NOT continue with the deposit on PBADMIN!
· The user is instructed to always Deposit All transactions in order to balance with the transactions in Vision.

· The settlement process in PBADMIN allows the user to deposit all or selected transactions. 

· There is no interface between PBADMIN and Vision to indicate that only specified transactions have been settled.  Vision assumes that all transactions in the current database, with a status of “PS” - pending settlement, will be settled.  Accounts receivable updates will be performed for all of the settled transactions.

· Once the deposit has completed, the Settlement Report is produced and you will be taken into the report via the Viewer screen.  This screen will be discussed in detail below.

III.
PBADMIN Main Screen

B.
DEPOSITS

· If communication goes down during the settlement process, contact Protobase support before continuing.

· The settlement report should once again be balanced to the Pre-Settlement report produced from Vision.  If the reports do not agree, DO NOT continue with settlement (option 3) in Vision.  It must be determined why all transactions did not settle.

· The PBADMIN settlement report will look almost identical to the pre-settlement or transactions report.  The only difference between the two reports is that the settlement report will also contain a Transaction Summary report.  The summary report appears at the end of the settlement report and will include a Deposit Response Message and Settlement status.  You should look for a message and status such as:

Deposit Response Message:
OK239154171425

Settlement:
PASSED

If you do not see the above message, DO NOT continue with settlement on Vision.

· The total amount settled and reported on the PBADMIN settlement report should be noted.  You will be prompted to enter this amount when executing step 3 from the Vision credit card menu.
IV. PBADMIN Transaction Screen

· The transaction screen allows you to view records in a specified database.  
· The database is selected from a drop down window, with the Main Database being the default. The main database contains the records that have been authorized and are waiting for deposit.  Prior deposited databases are displayed by month and year.  
· A second drop down box allows you to pick which transactions are displayed.  This window consists of all (default), settlement, and auth only. 
· Transactions can be selected from this screen by clicking on the Select box.  Select transactions can be used for reporting purposes, but SHOULD NOT be used for settlement.  
· The display of transactions can be sorted by each of the column headings by clicking on the heading.
· Clicking on the refresh key will refresh the display.
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V. PBADMIN Viewer Screen

· The viewer screen displays reports requested from the Main screen or produced during the deposit process.  

· The Open option allows you to view a report that has been previously created and saved.

· The Save As option allows you to save the report that you are viewing.  This option is similar to saving in Microsoft word.  You can specify the folder to save the report in and give the report a meaningful name for future reference.

· The print option will send the report to the printer specified as LPT1.  The step was described in the section Workstation Setup.

· The Find option allows you to search for specified information within the report that you are viewing.  If you are looking for a particular transaction, you can do a find on the reference number or amount.

· The Close option closes the viewer and takes you back to the Main screen.
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VI. PBADMIN Search Screen

· When first entering the search screen, no transactions will be displayed.  

· Clicking on the New Search option will take you into the following screen:

[image: image7.png]Transacton |
Refeerce I anount
Host et Custorer
Temind =] DaesBuae [77[77
CasierID Tine
Ten Type = o
hcaunt
Epose [7
CodType [ =] ks [
Cardame
VK | Xcwed | | eae Helpffom Prasessar





Click in the information that you wish to search on and click OK when done.

· Transactions matching the search criteria will be displayed in the Search screen.  In the example below, the search was for the business date of 01/04/05.
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· Double-clicking on a line will take you back to the Transaction screen.  The entire database containing the transaction will be displayed. 
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