m PAYMENTS weeen ov PaySimple

How to Create Web Payment Pages & Buttons

Web Payment Pages are securely hosted web pages that your customers can use to make payments for online
purchases, order services, or pay their bills online. They can also be used to enable your customers to enter their
own recurring payment schedules online.

To make linking to Web Payment Pages easier, ADP Payments provides the ability to create Web Payment Buttons.
You design the buttons and select the Web Payment Page to which you want them linked. Buttons can be a graphic,
or a standard text link. Once the button is configured, export the code and paste it into any page on your website.

ADP Payments Web Payment Pages and Buttons are accessed from the web payment pages tab in the Settings
section.

Account Settings senings > web payment pages

your account onfiguration USErs oles web payment pages mport center

Web Payment Pages

The top section of the screen displays a table of Web Payment Pages, and the bottom section displays a table of Web
Payment Buttons.

To help you start accepting online payments immediately, your ADP Payments account is configured with a default
Web Payment Page and a default Web Payment Button. The default Web Payment Page is configured to accept one-
time payments of any amount. The default Web Payment Button is linked to the default page. Both are designed
using the logo and color scheme you created for your ADP Payments invoices. They can be used as is, or you can edit
them as needed. You can also add as many additional Web Payment Pages and Web Payment Buttons as you like.
(Complete details on how the default page and button are configured can be found in Chapter 8 of the ADP
Payments User Guide.)

ADPPaymentsSupport@paysimple.com | (800) 297-5341 | adppayments.paysimple.com



mmvmems

remnc o PaySimple
Creating a Web Payment Page

You can add an unlimited number of Web Payment Pages to your ADP Payments account. Watch the 8 minute video
to see how its done. (Use the Acrobat magnification function to enlarge the video.) Detailed instructions follow.

mPAYMENTs

Tutorial Series

How to Create a
Web Payment Page

Follow the steps below to create new Web Payment Pages:

1. Click the “add new payment form” link under the WEB PAYMENT PAGE TEMPLATES table, on the Web
Payment Pages dashboard.

WEB PAYMENT PAGE TEMPLATES

The web payment page is 3 securely hosted webpage thal your customers can use to make online payments or pay bills online. To use,
copy the URL fram Me Bnk column and paste it inlo any webpage to link bo the paymend farm you creabed

Forrm name URL Actions

Difault Payment Farm hétps s andbor- _ Action @
payments paysimple com/PaySimpleloginiChedkOutF sermLoginindkPmr- :
EQXIFIE beyLIHEP Mgrd-
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2. The New Payment Page Template screen opens as shown below:

New Payment Page Template

Add or gdit 3 web payment button thad Bnks dirggtly bo ome of your web payment pages and that is indluded in all email invaices you send
cusiomers through FaySimgle. You can also place he payment buttan on any webpage 0 link 1o your web payment page

3. Enter a Form name. This is the Form name that will appear in the WEB PAYMENT PAGE TEMPLATES table,
and in the drop-down box for selecting a Web Payment Page to use with a Web Payment Button. (See
Creating a Web Payment Button below.)

4. Inthe User ID drop-down box, select the ADP Payments user to which you want to attach the form.
5. Enter a Description for the Web Payment Page. (Optional)

6. Inthe PAYMENT OPTIONS section:

FAYMENT OPTIONS

FCac
(»

rou

IC A

-

Lo i

Lo O oF L
" [l

ADP Payments Tutorial Series How to Create Web Payment Pages & Buttons Page 3 of 16



@m?uems

a. Check the boxes for each type of payment you would like to accept from the form.

e  Check the ACH box to accept Echeck (ACH) payments.
TIP: If your ADP Payments account is not configured for ACH payments, you will not see this
checkbox. If your account is only configured for ACH payments, then this box must be checked.

e Check the Credit Card box to accept credit card payments. Then check the card types you would
like to accept. You can select American Express, Discover, MasterCard and/or Visa.
TIP: Your account may not be configured to accept all credit card types, in which case you will only
see checkboxes for the card types you can accept. If your ADP Payments account is not configured
for credit card payments you will not see the Credit Card checkbox. If your account is only
configured for credit card payments, then the Credit Card checkbox and at least one card type
checkbox must be checked.

b. In the Invoice # field, select the “Display” radio button to include the Invoice # field on the payment
form, or select the “Hidden Field” radio button to hide it.

c. Inthe Recurring billing schedule field:

e Select the “None” radio button to accept only one-time payments.

e Select the “Payment Plan” radio button to enable creating a payment plan schedule via the form,
or to accept a one-time payment.

e Select the “Bill Payment” radio button to enable creating a bill payment schedule on the payment
form, or to accept a one-time payment.
NOTE: You cannot use a single form to create both a payment plan and a bill payment schedule.

d. In the Terms and conditions text area, enter detailed terms and conditions of sale. Make certain that
the terms and conditions you enter meet all requirements for Echeck (ACH) and/or Credit Card
payments, as well as any terms and conditions specific to your business.

TIP: See Appendix A: Authorizing Transactions in the ADP Payments User Guide for sample Terms and
Conditions to use on web payment forms.

e. In the Payment amounts field, select whether you want customers to enter a payment amount, or
whether you want to control the payment amounts that can be entered on the form.

i. To create a payment form in which customers can enter any amount in the Payment amount field:
1e Select the “User defined amount” radio button. (This is the default setting for the form.)
ii. To create a payment form with a single fixed Payment amount:

1e Select the “Multiple amounts” radio button.

2e Click the “add/edit amounts” button.
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3¢ The amounts pop-up window opens.

amounts

No payment amounis

Amount

$0.00

Bl o

4e|n the Amount field, enter the amount you want to use for the payment form.

5e Click the “add” button.

6 The amount you just added will now be displayed in the table, as shown below:
amounts

delets 20.00

Amount
$0.00

=N | -

TIP: If you want to change the amount, click the “delete” link to the left of the existing amount
to remove it, enter the new amount in the Amount field, and click the “add” button to add it.

7¢ Click the “close” button to close the amounts pop-up window and return to the New
Payment Page Template configuration screen.

NOTE: When your customers access this payment form, they will see the amount you entered
displayed in the Payment amount field, and they will not be able to edit it.

Invoice numbear :
Payment amount

Recurs :

One-time payme

nt 7]

iii. To create a payment form with a drop-down box in the Payment amount field from which
customers can select one of several fixed amounts to pay:

1e Select the “Multiple amounts” radio button.

2e¢ Click the “add/edit amounts” button.
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3¢ The amounts pop-up window opens.

amounts

No payment amounis

Armount

$0.00
El | o |

4e|n the Amount field, enter the first amount you want to use for the payment form.

5e Click the “add” button.

6 The amount you just added will now be displayed in
the table above the Amount field and the Amount

field will reset to “$0.00.” a m O U ntS

7 Enter the next amount you want to use for the delate 20.00
payment form in the Amount field.

delete 30.00
8e Click the “add” button. jelete 40,00
9e That amount will now appear in the table as well.
TIP: Regardless of the order in which you enter Amgunt
amounts, they will always be listed from lowest-to- 50.00
highest in the table and in the payment form drop-
down box itself. add | £ |

10¢Repeat steps 7 and 8 to add additional amounts.

TIP: If you want to remove an amount from the drop-down box, click the “delete” link to the
left of it.

11eClick the “close” button to close the amounts pop-up and return to the New Payment Page
Template configuration screen.
NOTE: When your customers access this payment form, they will see the amounts you
entered displayed in the Payment amount field as a drop-down box. The lowest amount will
be selected by default, and they can select any one of the other amounts. Customers will not
be able to enter a custom amount.

Invoice numiber ;

Payment amount : [10.00 ﬂ
20.00
30.00

Recurs :

ADP Payments Tutorial Series How to Create Web Payment Pages & Buttons Page 6 of 16



mm?uems

PaySimple

You can use a single fixed payment amount, or a payment amount drop-down box for
one-time payments and for recurring bill payment schedules. Payment plan schedules
cannot be programmed for a fixed payment amount or for a fixed total due.

7. Inthe Standard fields section of the TEMPLATE FIELDS section, select the “Yes” radio button to include
shipping fields in your payment form, or select the “No” radio button if you don’t want to include them.

TEMPLATE FIELDS

Standard fields

Standard cusiomer name and billing address fields are always included on the Payment farm as required fields

Includa shipping address felds: & yes O N

8. In the Additional fields area of the TEMPLATE FIELDS section, add any custom fields that you would like to
include on the payment form. You can select custom fields attached to both the Customer and Payment
modules. See the Web Payment Pages section in Chapter 8 of the ADP Payments User Guide for detailed
instructions on how to add Additional fields.

9. Customize the logo, text, and colors used in your payment form and receipt screen by configuring the fields
in the FORM CUSTOMIZATION INFORMATION section. All fields in this section are optional. If you do not
complete any or all of them, default text and colors will be used to create the payment form.

www.examplecompany.com

Example Company Online Payment Form

Order Information

Payment Information

I3 e Bl et i b

a. Inthe Page title field, enter the heading you want at the top of the payment form. For example, in the
above sample screen capture, the Page title is “Example Company Online Payment Form.” You can
enter a maximum of 255 characters in this field.

FORM CUSTOMIZATION INFORMATION

upload
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b. Upload a banner logo to use at the top of your payment form. This graphic will be centered above the
form.

In the Page logo field click the “Browse” button to locate your logo file on your computer and
select it.
NOTE: In the Google Chrome browser, the button will say “Choose File” and will be to the left of

the field.

TIP: The file must be in JPG, PNG or GIF format. You can upload any size image (up to 150 KB), but
it will be proportionately resized to be 90 pixels high.

ii. Click the “upload” button to upload the logo to ADP Payments. When your logo is successfully

uploaded you will see the file name under the button, as shown below:

FORM CUSTOMIZATION INFORMATION

Pag

Page loga Browae._

e fille Example Company Online Payment Form 235 Charactens Maximum

Ll o LEMOVE

c. Configure the text settings for your payment form.

Return page text: |Example Company Website| (50 Characters Maximunm)

Feturn page URL:

EXamplecompany.com| fi.e. http:/www.mysite.com

Fayment button text™: [Submit Payment | (o itestions Rstanian

Font

Arial |

Enter Return page text. This text will appear as a link on the confirmation screen your customers
see after successfully completing a payment via your payment form. It is used in conjunction with
the Return page URL, which is the destination for the link. You can enter up to 50 characters.

Enter Return page URL. Enter the complete url (including the “http://”) for the exact web page to
which you want to direct customers after they have viewed your payment confirmation page.

Enter Payment button text. This is the text that will appear on the button at the bottom of the
page that customers click to submit the payment form. For example, in the above screen capture,
the button reads “Submit Payment.” You can enter up to 25 characters.

iv. From the Font drop-down box, select the font face you want to use in the payment form. You can

select from Arial, Comic Sans, Georgia, Times New Roman and Verdana.

d. Configure the color settings for your payment form. See the screen capture above for a legend
depicting how the colors are used.
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i. Inthe Text field, click the color palette icon to the right of the field to open a group of color
swatches. Click on the color swatch you want to use for the main text color in the payment form.

FPage colors

Text D B

o -
HE BB EENEN O

Subtitle D. EEREEEEAEN
H B EEEBNE

Button BIFEERERERE
H B BN EBRN
E B EEEEENEN
H B BEEEN
H B EEEBN ]
H B EEEBRNR

Alternately, enter any HEX color code in the field. (For example, 000000 is the HEX code for black.)

You will see the swatch you selected next to the Text field and its HEX code entered in the field. (If
you entered a HEX color, the swatch will reflect that color.)

Text Wiccoe:: |5

ii. In the Title field, click the color palette icon to the right of the field and select a swatch from the
color palette, or enter a HEX color code.

iii. In the Subtitle field, click the color palette icon to the right of the field and select a swatch from
the color palette, or enter a HEX color code.

iv. Inthe Button field, click the color palette icon to the right of the field and select a swatch from the
color palette, or enter a HEX color code.
TIP: The text in the button will always be light grey. Be certain to select a button color that does
not prevent this text from being seen.

10. Complete LOGIN PAGE CONFIGURATION by uploading a login logo and selecting an accent color.
Completing this section is optional. If you do not configure either or both of these fields, the default design
will be used.

Lag IALS: ¥uif ACESiuai
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a. Upload a Login logo to use at the top of your payment form login screen. This graphic will be placed in
the top left-hand corner of the screen.

i. Inthe Login logo field click the “Browse” button to locate the logo file on your computer and
select it.
NOTE: In the Google Chrome browser, the button will say “Choose File” and will be to the left of
the field.

TIP: The file must be in JPG, PNG or GIF format. You can upload any size image (up to 150 KB), but
it will be proportionately resized to fit the screen.

ii. Click the “upload” button to upload the logo image to ADP Payments. When your logo is
successfully uploaded you will see the file name appear under the button, as shown below:

LOGIN PAGE CONFIGURATION

Login lago | Browse...
upload || remgove
example_company_login_log f

Accent color D

b. Configure the Accent color for the login screen. This color will be used as the button backgrounds on
the screen, as well as in the divider line, as shown in the legend above.

i. Inthe Accent color field, click the color palette icon to the right of the field to open a group of
color swatches from which you can select the color you want to use.

] =i

EEEEEEEEEEEN
EENEEEEEEEEN
EEEEEEEEEEEN
EEEEEEEEEEEN
EENEEEEEEEER
FEEEEEEEEN

|

||

EEN

Em
2]
m

Alternately, enter a HEX color code in the field. (For example, 000000 is the HEX code for black.)

ii. You will see the swatch you selected next to the Accent color field and its HEX code entered in the
field. (If you entered a HEX code, the swatch will reflect that color.)

Accent color: .|4EEI:|::I: |E’fi
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11. Complete the CONTACT INFORMATION section and provide the company name, address, phone number,
email and website to display on the payment form and on the confirmation screen.

CONTACT INFORMATION
sccount informiation C

TIP: Payment processing rules require that you provide customers with contact information on the
confirmation screen for any online payment. You must provide a current address, and an email address and
phone number that are answered during regular business hours.

¢ Check the User account information box to auto-fill the CONTACT INFORMATION fields with the
information stored in your ADP Payments account. (After checking this box, you can edit any field.)

e Alternately, enter information specific to this payment form in the Company, Address 1, Address 2,
City, State, ZIP, Phone, Email and Website fields.

12. Click the “save” button at the bottom of the screen to save the new payment form. Or click the “back to
payment page & button list” link to discard the form.

g I i = ! 0 II m

13. You return to the Web Payment Pages dashboard with the new payment form at the top of the WEB
PAYMENT PAGE TEMPLATES table.

WEB PAYMENT PAGE TEMPLATES

The web payment page is a secunely hosled webpage that your customers can use 1o make online payments or pay bills onéne. To use
cogy the URL &dm the link column and pasle it inlo any webpa g B0 link: bo the paymaént S yow ongabéd

Form nams URL Actions

Example ¥eb Fayment Form Intip s and bo- Acton ﬁ
paymenls parsimple comPaySimplel oginCheckOus smlogin'g 24Bals kY LUnS N
PBGH&I-WE\KF‘-

Detaul Paymani Farm Filtps Isandbax- Action G

payments.paysimple comPaySimplelLogin'CheckOulF ermLogindndinPmr-
EQNIFIIBlaviUHEP Ngrd-
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14. You can now preview the payment form and login screen. If you are not satisfied, edit it to make changes,

15.

and then preview again.

To preview the login screen, click the “Preview Login Page” link in the Action button menu.

FFOATT Malmioly URL ACTions

Exampls Web Paymant Form  hifpsoisandabag. Acten @
payments paysimple comP aySimpled sgin/CheckOulF ormloginig3d
PAGAL- G800 Prevdew Login Page
Préaes Payment Form
Diafaul Payment Fomm hipa Vs andbax-
payments paysimple comP aySimplefLoginCheckOutF ormLogining: Bt
EQXIFIZEMUHER Mprd- Delete
Dusable

To preview the payment form, click the “Preview Payment Form” link in the Action button menu.

To edit the payment form click the “Edit” link in the Action button menu. Make any required changes
on the form, then click the “save” button at the bottom of the screen to save them.

To delete the payment form click the “Delete” link in the Action button menu.

TIP: If the payment form is attached to a Web Payment Button you will not be able to delete it until you
either delete the Web Payment Button to which it is attached, or you edit the button so that it links to
a different payment form.

To disable the payment form, click the “Disable” link in the Action button menu. The Form name and
URL will be in italics to indicate that the form is disabled. To re-enable the form, select “Enable” from
the Action button menu.

TIP: When a payment form is disabled it will no longer be active for payment processing. If your
customers attempt to access a disabled Web Payment Page, they will see an error.

You can link directly to the Web Payment Page from your website by copying the URL in the URL column in
the table. Or, you can create a Web Payment Button attached to the form which can be exported and
pasted into your web page.
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Creating a Web Payment Button

You can add an unlimited number of Web Payment Buttons to your ADP Payments account. Watch the 2.5 minute
video to see how its done. (Use the Acrobat magnification feature to enlarge the video.) Detailed instructions for
adding Web Payment Buttons follow below.

m PAYMENTS Tutorial Series

How to Create a
Web Payment Button

Follow the steps below to create a new Web Payment Button.
TIP: You must have at least one Web Payment Page before you can create a Web Payment Button. (See Creating a

Web Payment Page above.)

1. Click the “add new payment button” link at the bottom of the WEB PAYMENT BUTTONS table on the Web
Payment Pages dashboard.

WEB PAYMENT BUTTONS

The web payment button is a button that links directly to a particular web payment page, and is included in all email invoices you se
customers through PaySimple. Additionally you can place the payment button on any webpage as a link to your web payment page.

Payment button Payment form ID Action Actions
290 Export Button Action @

ADP Payments Tutorial Series How to Create Web Payment Pages & Buttons Page 13 of 16




mPAYuENTS ! PaySimple

2. The New Payment Button screen opens, as shown below.

New Payment Button

Add of dit @ welb payrment Duthon thal inks dirgsclly 1o gneé of your web payment pages and thal ks induded in all emsail EmvoiCes you Send
customers theough PaySimple. You can also place the payment bufion on any webpage to bnk ko your web paymenl page

Buticn type |-=_--- ﬂ

O
E RE|

3. In the Button type drop-down box, select “Button” to create a graphic button, or “Link” to create a
standard HTML link.

4. In the Button label field, enter the text that will appear on the button. For example, “Click to Pay Now.”
TIP: You can enter up to 60 characters, including spaces.

5. In the Button background color field, click the color palette icon to the right of the field to open a group of
color swatches from which to select your background color.
TIP: For “Link” button types, the background color will be used to highlight the linked button text. If you
want the linked button to appear as plain text, leave the Button background color field blank.
Alternately, enter a HEX color code in the field. (For example, 000000 is the HEX code for black.)

Bufon type |:_: Hon lJ

Bution labe Please Click to Pa

Button backgraund col D =

Buion for g [:IIIIIIIIII

t : = E BB EEEENEDRN
E EEREEEERER
E EREER
EEEEEEENER
E EREEEERN [
EEEEEEENERN
E B ERER
EEREEEREEN
EEEEEREBR
EEEEEEENERN
E EEREER

TIP: There is not a swatch for white in the color palette. If you want to set the color to white enter “FFFFFF”
in the field.
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10.

11.

12.

The swatch next to the Button background color field changes to display the color you selected and its HEX
code is entered in the field. (If you entered a HEX code, the swatch displays the color you entered.)

Button background color: . lcconas |6

In the Button foreground color field, click the color palette icon to the right of the field and select a swatch
from the color palette, or enter a HEX color code.

TIP: The button foreground color will be the color of the text in either a graphic or link type button. When
selecting a foreground color for a “Link” button, be sure to select a dark color that will show up well. When
selecting colors for graphic buttons, be sure that the text on the button will be visible.

The swatch next to the Button foreground color field changes to display the color you selected and its HEX
code is entered in the field. (If you entered a HEX code, the swatch displays the color you entered.)

Button background color: .{j.'j.fi'_w' R
Button foreground color: DTFFFFQQ B
In the Font field, select the Font Face and Size from the drop-down boxes. Check the “Bold” box to use a

bold typeface, and/or check the “Italic box” to use an italic type face.
TIP: Checking both boxes results in a Bold-Italic font face. Leaving both unchecked will result in plain text.

Font I erdana ;” 171 px ﬂ
I’ Bold
[T ttalic

e Font Face Choices: Arial, Comic Sans, Georgia, Times New Roman, Verdana. Arial is the default font.
¢  Font Size Choices: 10px - 20px. 10px is the default size. A lower pixel size results in a smaller font size.

In the Payment form drop-down box, select the Web Payment Page you want to link to the button. The
drop-down box will contain the Form name of each Web Payment Page created in your account.

|;.:-:.. Vb Far "l]

In the Description field, enter a description for the button. (Optional)

When you’re done configuring the button, click the “save” button to save it and return to the WEB
PAYMENT BUTTONS table. Or, click the “back to payment page & button list” link to return to the table
without saving the button.
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13. The new button you just created is shown at the top of the WEB PAYMENT BUTTONS table.

WEB PAYMENT BUTTONS

The web payment bufton is a button that links directly to a padicular web payment page, and is included in all email invoices you send
customers through FaySimple. Additionally you can place the payment button on any webpage as a link to your web payment page

Payment button Payment form I0 Action Actions.

Submit Payment 290 Export Bution Action i@

14. If you don’t like the way the button looks in the Payment button column, you can click the “Edit” link in the
Action button menu to edit it and make changes to text, size, and colors.

15. Once you’re happy with the button, export the button code and paste it into web pages and emails.

a. Click the “Export Button” link for the button in the Action column.

WEB PAYMENT BUTTONS

Thé wab paymreant buBan is 3 bullcn thal Bnks dirgclly 16 3 padicula wib paymént page, and 8 nckudad in 3l mal iInedics you Sénd
Cuslomens hrowgh FPaySimphe. Additionally you can plade the payment bution on any webpage as a link 1o your web paymin] page

Payment button Payment form 1D Action Actions

Submil Payment 290 Export Button Actan g

b. The HTML for Payment Button pop-up opens.

Himil for Payment Button

DIV style="WIDTH: 100%; TEXT-ALIGN: center=<INPUT
style="FONT-WEIGHT: bold; FONT-SIZE: 11px; COLOR
T-FAMILY: Verdana; BACKGROUND-COLOR
window_ openChitps-sandbox-
fPaySimplefbuyer/checkoutformpay

q3dBa2shYUnBy4MP3Gu-Gf type=bution
value="Flease Click to Pay"><A stle="DISFLAY: block; FONT-
SIZE: 8px; MARGIN: 4px Opx Dpx; COLOR: #9399

href="httpwwnw paysimple.com™=Secura

Payments</A=</DIV=

c. Highlight all of the text in the box, and then click Ctrl + C to copy it to your clipboard. (You can also right
click the highlighted text, and select “Copy” from the menu.)

d. Click the “ok” button to close the pop-up.

e. Open the web page in which you want to place the button, and navigate to the spot in the HTML code
where you want the button to go.

f. Click Ctrl + V to paste the code. (You can also right click and select “Paste” from the menu, or use the
“Paste” function in your HTML editing program.)

g. The button will now be on your web page and link to the login screen for your Web Payment Page.
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