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Overview
Secure QB Plug-in for QuickBooks® allows merchants using desktop versions of Intuit® QuickBooks® 
to process payment transactions utilizing their payment processing account. It is important to note 
that the customer information used by the plug-in is pulled from your QuickBooks® program.

The software is not connected to, developed by, or technically supported by Intuit or any of their 
companies.

Secure QB Plug-in or any associated payment processor  is not responsible for loss of data. It is 
the user’s responsibility to properly and adequately secure their payment card data.

User merchants' data is accessible for 30-days after termination of relationship with Today 
Payments, Inc.
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To open the Secure QB Plug-in for QuickBooks®, click the     icon on your desktop. This can be  
added to your toolbar for easy access which is recommended.

The  Navigation Menu is the quick start to 
processing and managing your payments. 
It will remain open until you close  
QuickBooks®. If you click the [X] you will 
be given the option to either close or mini-
mize the plug-in.

Start the Secure QB Plug-in

There are seven functions within the Navigation Menu:

Application Settings – Used to set the Secure QB Plug-in settings to work with QuickBooks®.

Single Payments – Used for processing credit cards and ACH/e-check transactions for a single 
customer’s invoices or sales receipts. 
Reports – Used for viewing the payment history of all payments submitted using the plug-in.

Batch Payments – Used for processing multiple credit card transactions.  Multiple customer 
invoices or sales receipts may be viewed and credit card payment collected. 
Batch History – Used for viewing the payment history of batch payments.
Recurring Payments (Not available at this time) – Used for establishing and editing  
recurring payments.

Returns/Voids – Used for processing the returns or voids of prior credit card payments.

Plugins, Inc.
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Application Settings

Click on the Application Settings button

Connection1.

Use the settings/credentials that you received in your welcome email to fill in the:
Company ID
Store Key
User ID

Merchant Account Gateway: When a secure connection is established, it will be noted as 
active for Credit Card, ACH or both.

1.
2.
3.

Plugins, Inc.

Account Information

1

2

3

Your

Company

Name

Before you process the first transaction, you must set up the unique information for 
each “Company” you have in QuickBooks® on the Account Information page. 
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Secure QB Plug-in Options
Use the default options or make adjustments as defined below:

Deposit To Account: Select the default “Deposit To” account. The recommended setting 
is “Undeposited Funds” as this will allow you to verify funds deposited to your bank account 
before recording the correct amount into QuickBooks®.

Option for the    button: Choose whether to minimize or close the plug-in when clicking 
the      button.  (Closing the plug-in is recommended)
Receipt Width: Changing the width will increase or decrease the width of the receipt, the 
type size does not change.
Memos: Determine whether Memo information is posted to invoices and payment records, 
and what information to include.

Click on     button to apply selections.
Location where Batch Reports are stored on the computer. The default setting is recommended.

1.

2.

3.

4.

7.
6.

ACH Defaults: 

Click on    button to disregard selection changes.

5.

8.

Account Type: T he defaults for this dropdown menu are “Business Account” or  
“Checking.” Alternative selection options for these menus are “Personal” and “Savings.”
SEC Code: S elect from the following choices in the drop down menu. This information is 
available from your merchant account representative and is determined when establishing 
the processing account.

Holder Type: T he defaults for this dropdown menu are “Business Account” or “Personal.”a.

c.

b.

SEC Codes: 
Accounts Receivable Check ConversionARC
Prearranged Payment Entry, Business to Personal, B2CPPD
Represented Check Entry, NSF Check RecoveryRCK
Telephone Authorized Entry  TEL

Back Office Check ConversionBOC

Internet Authorized EntryWEB
Cash Concentrated Disbursement, Business to Business, B2BCCD

1

5
5a 5b 5c

3

7

2

6

4

8
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Search Options
Use the default options or make adjustments as defined below:

Determine how far back the plug-in will search the QuickBooks® files for Sales Receipts.1.

Determine how far back the plug-in will search the QuickBooks® files for Invoices. (It is  
recommended you choose a time frame that reflects your business records and enhances 
speed for larger files)

2.

Determine how far back the plug-in will search for Statement Charges.3.

54

4. Click on     button to apply selections.
5. Click on    button to disregard selection changes.

1
2

3
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5

Performance Settings
Use the default options or make adjustments as defined below:

Sales Receipts Search Order: Use this dropdown to select how far back the plug-in will 
search for Sales Receipts. (The default is recommeded)
Invoice Search Order: Use this dropdown to select how far back the plug-in will search for 
Invoices. (The default is recommended)

1.

2.

4.

Statement Charge Search Order: Use this dropdown to select how far back the plug-in 
will search for Statement Charges. (The default is recommended)

3.

5.

1

3

2

54

Click on     button to apply selections.
Click on    button to disregard selection changes.
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Logging
Use the default options or make adjustments as defined below:

Select how error messages are presented. 

Open Log Folder: If this is selected, you will immediately be taken to the open log folder.

1.

2.

3.
4.

Errors: This is the default setting, but not the recommended setting, and will display a 
basic error message.

Details: (Recommended Setting) Details will display the full error code.a.

b.

1

3

2

4

Click on     button to apply selections.
Click on    button to disregard selection changes.
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Single Payments

Click on the Single Payments button

Once a customer job has been selected, multiple sources for payment may be saved. From the 
saved cards (3)menu select                   to see the saved 
card choices or add New Card.

This screen is the Single Payment Screen

Invoice (pg 13)
Sales Receipt (pg 15)
One Time Unapplied Payment

Choose payment for:

Choose Customer Job

Set up payment information and save for future use (pg 11)
Select invoice or sales receipt to pay
Enter the total amount to be paid
Process Payment

1.

2.

3.
4.
5.
6.

1

3
A B

6

2

5
4

Your

Company

Name
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Set Up Payment Information for a Customer Record
Credit Card Account Information:  
To set up credit card payment information for a Customer Record, select the Credit Card  
radio button.

Credit Card Number:  Enter the card number with no spaces.  The card type will  
automatically appear below the card number.

CVV2:  Enter the CVV2 code from the card. The plug-in does not save this information to 
comply with PCI standards.

Name on Card:  Enter the full name as it appears on the credit card. This defaults to all 
capital letters. This name should also match the name selected for the AVS Billing  
Information, if there is no name listed here, type it in and select update QuickBooks® Billing 
information.

Exp Date :  Enter the month and year from the card in the format of MM/YY.

A.

2.

4.

1.

3.

The 4-digit CVV2 code is on the front 
of American Express cards.

3-digit CVV2 code is on the back of Discover, 
MasterCard, and Visa cards.

*Click on the       button to save the credit card payment information and the visual Name 
and billing address.  This creates a Card Manager Record and a token to be used.

TIP: To mark the credit card payment method entered as the default payment method check  
          box above the      button.

1

3

A

2

4

TIP: After setting up a credit card payment method for a customer, you may designate it as the  
default credit card payment method by selecting it from the dropdown menu credit and clicking 
the          button.
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ACH/e-Check Account Information  
Once a customer job is selected, multiple sources of payment information may be saved. To 
set up ACH/e-Check account information for a Customer Record, select the e-Check radio 
button and enter the banking information in the box at the bottom left of the screen.

B.

Account Number: Enter the Account Number for the bank account from which the funds 
will be withdrawn. If you have the check in hand, the account number for the bank is  
located on the bottom of the check and is the second set with typically 10 digits.

Account Type: T he defaults for these two dropdown menus are “Business Account” and 
“Checking.” Alternative selection options for these menus are “Personal” and “Savings.”

SEC Code: S elect from the following choices from the drop down menu.

Routing Number: Enter the Routing Number for the bank from which the funds will be 
withdrawn. If you have the check in hand, the routing number for the bank is located on 
the bottom of the check and is the first 9 digits. Example: |: 123456789 |:

Check #: Enter the check number from the check for a check payment. If the payment is 
a non-face-to-face transaction, this may be left blank.

Business Name: Enter the name as it appears on the check. If the name is hand-written 
or missing, you might need to contact the account holder for further verification.

2.

4.

6.

1.

3.

5.

SEC Codes:

Click on the      button to save the banking payment information with the Customer Record.

TIP: To choose the ACH payment account entered as the default payment method for batch 
payments for this customer, check the          box above the             button.

TIP: After setting up an ACH payment method for a customer, you may designate it as the  
default ACH payment method by selecting that ACH payment method from the dropdown 
menu and clicking the         button.
TIP: ACH / e-Check returns are not available after the first ten minutes through your processing 
account at this time. Please issue a return for ACH e-Check transactions by issuing a physical 
check to the customer. 

Accounts Receivable Check ConversionARC
Prearranged Payment Entry, Business to Personal, B2CPPD
Represented Check Entry, NSF Check RecoveryRCK
Telephone Authorized Entry  TEL

Back Office Check ConversionBOC
Cash Concentrated Disbursement, Business to Business, B2BCCD

1

3

B

6

2

5

4
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Payment of an Invoice in the Single Payments Screen

To apply a payment against an invoice:
Click on the “Invoices / Statement Charges” radio button at the top of the screen

To update the address in the QuickBooks® customer job record, enter the new address  
information on the ASP Billing Info tab and click on the           box.

To change the shipping address information in QuickBooks®, enter the address updates on 
the “QB Shipping Information” tab and click on the         box.

Tip: Any of these changes can be made to the Customer Job in QuickBooks® and will automatically 
update the plug-in.

The ASP Billing Info section provides the ability to either use the customer’s QuickBooks®  
billing information or new billing information for credit cards or ACH processing, click on the   
            box.

Customer Job: This field defaults to the first customer in your database in alphabetical order. 
Use the dropdown menu to select the customer job for the transaction or narrow the search by 
typing the customer’s name in this field.
QuickBooks® Options: Information from the Customer Job will populate to the bottom right.  
It is important to note that these fields may not populate completely if left incomplete in the 
QuickBooks® Company File. Verify the information imported in the Address Line 1 and Address 
Line 2 fields and adjust accordingly.

1.

a.

c.

b.

2.

3.

The invoices in the field to the top right of the screen are the customer’s open invoices. Invoices are 
sorted from Oldest to Newest. Select the invoice or invoices for which the payment will be made.

4.

Review Information

Card Amount: Once an invoice has been selected, the invoice Amount Due will populate the 
Card Amount field. This amount can be changed for partial payments. The Amount Due shown in 
the Invoice List Field will reflect any partial payments made. If an amount greater than the 
invoice is entered into the Card Amount field, the payment processed will be applied to the  
specific invoice and the remainder will be applied using the default QuickBooks® rules for apply-
ing payment of “First In – First Out”.

5.

Tax Amount: Tax Amount is pulled from the invoice in QuickBooks®.
PO# / Memo: Option to add more information identifying the invoice that will post to QuickBooks®.

6.
7.

1

5

3a 3b 3c3
7

2

6

4

8

9
10

11 12
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Payment of an Invoice in the Single Payments Screen: continued

Customer Code: Level 2 data elements are placed in the Memo Field within QuickBooks®.8.
Click on either the “Credit Card” or “E-Check” radio button to select the payment method. The 
plug-in defaults to Credit Card.

Review the information for the payment.

Click on the    button at the bottom of the screen to process the payment and update the 
QuickBooks® invoice.

Select a saved credit card or ACH/E-Check payment method from the dropdown menu of saved 
accounts for the customer record, or choose Add New Card from the dropdown menu.  The  
 account data below the selection will populate based on the previously established payment 
method. As an alternative, you may click on the            button to bring up the default  
payment method.

9.

11.

12.

10.

Review Information

1

5

3a 3b 3c3
7

2

6

4

8

9
10

11 12
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To process a Sales Receipt: 
Click on the “Sales Receipts (No Invoice)” radio button at the top of the screen.
Customer Job: This field defaults to the first Customer Job in your database in alphabetical  
order. Use the dropdown menu to select the Customer Job for the transaction or narrow the 
search by typing the customer’s name in this field.
Create New Sales Receipt: C lick on this button to open the “Enter Sales Receipt” page in 
QuickBooks®. Complete the page to create a new sales receipt for your customer. Choose the 
“Save & Close” or “Save & New” buttons, and a pop-up window within the plug-in will appear 
instructing you to “Click OK to process payment for the newly created Sales Receipt.”  Choose 
“OK,” refresh the sales receipt list to include the newly created Sales Receipt.

Sales receipts will appear in the field to the top right of the screen in the sales receipt field.  
Select the sales receipt for which the payment will be made.
Card Amount: I f the sales receipt will be paid via credit card or E-Check, enter the amount in 
this field. Sales receipts must be paid in full.
Cash Amount:  If the sales receipt will be paid with cash, enter the amount in this field.
Total Amount: Total Amount is pulled from the sales receipt created in QuickBooks®.
PO# / Memo: Optional, to add more information identifying the sales receipt that will post to 
QuickBooks®.
Customer Code: Level 2 data elements are placed in the Memo Field within QuickBooks®.

1.
2.

3.

4.

5.

6.
7.
8.

9.

The Single Payment Processing screen can be used to process a sales receipt for a payment paid 
in full at the time of the purchase.

Payment of a Sales Receipt

Review Information

Click on either the “Credit Card” or “E-Check” radio button to select the payment method. The 
plug-in defaults to Credit Card.

Review the information for the payment.

Click on the    button at the bottom of the screen to process the payment and update the 
QuickBooks® receipt. Sales Receipts do not post a paid status.

Select a saved credit card or ACH/E-Check payment method from the dropdown menu of saved 
accounts for the customer record, or choose Add New Card from the dropdown.  The method data 
below the selection will populate based on the previously established payment method record. As 
an alternative, you may click on the     button to bring up the default payment account  
information.

10.

12.

13.

11.

1

5

37

2

6

4

8 9
10

11

12 13
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After any processed transaction for an invoice, sales receipt, or unapplied payments a screen will 
appear giving the option to print a receipt.

Receipt Printing

Choose Print to print a receipt.

Choose Close to close the window without printing.

There is an option to Turn Off  receipt display in the 
Application Settings.
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From the navigation menu choose Reports to view the history of a payment made in the  
Single Payments Screen Items displayed in the history list are:

1.

Invoice Number
Customer Job

Authorization Number

Charge Amount

Last 4 of e-check account used

Charge Date

Last 4 of card used

Status of Transaction
Refunded Amount

Reports

Click on the Reports button

Your

Company

Name
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Returns/Voids

Click on the Returns/Voids button

Process a Returns/Void

The Returns/Voids screen displays all transactions processed.  The list may be filtered by Customer 
Job and transaction date criteria in the Refunds/Voids List Screen.

Return A Credit Card Transaction: Double click on the specific transaction. The transaction detail 
will appear in the Single Transaction Returns/Voids Screen.

Your

Company

Name

TIP: ACH / e-Check returns are not available after the first ten minutes through your processing 
account. Please issue a physical check to return any ACH e-Check transactions.
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The Customer Information Section displays the billing address used for the original  
transaction displays on the left side of the screen in the Customer Information section.

The Charge Information displays the payment method data, including the Charge Number 
(a transaction ID within the plug-in), last 4 digits of the account, the date, and the amount 
processed during the original transaction.

The amount to be refunded can be any amount up to the original payment amount.

Click on the     button to process the Refunds/Voids.

Click on the          button to return back to the main Refunds/Voids List screen. The  
refunded amount now displays in the “Refunded Amount” column for the transaction. If the 
refund failed during processing, the Status column will indicate “failed.”

Once a customer transaction is chosen from the Refunds/Voids List the Single Transaction  
Returns/Voids screen is displayed

1.

2.

3.

4.

5.

4 5

3

Single Transaction Returns/Voids

Process Returns/Voids

1 2

TIP: ACH / e-Check returns are not available after the first ten minutes through your processing 
account. Please issue a physical check to return any ACH e-Check transactions.
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Batch Payments

Click on the Batch Payments button

Process a Batch of Payments
Batch processing is typically done to collect payments for multiple customers at one time.   
Payments for batch processing will be performed against the payment method designated as the 
“Default Batch Payment Method” in the card record on the Single Payments screen. If no default 
batch payment method has been chosen for your Customer Job, there will be no selectable  
checkbox to process batch. Go into the Single Payments screen to find the specific Customer Job 
and save a “Default Batch Payment Method.”

As the transactions are processed, the information for each transaction will update in the Status/
Results column. The progress of the full batch can be viewed on the progress bar at the bottom of 
the screen.

Payments will be applied using the default QuickBooks® rules of “First In – First Out.” 

1

3

2

4

5

Your

Company

Name
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Batch Payments: continued

To process a batch:
Search the customers on the batch processing list to select which accounts to bill at this 
time. The following is searchable criteria.

The Optional Search Filters may be used to narrow the search to specific payment types 
stored in the plug-in.  
Click the      button to pull up the search results based on the filter choices.

Select all or select individual invoices for payment processing. Unselect an invoice by  
unchecking the checkbox. The payment amount may be edited by double clicking the  
Payment Amount field for the invoice you wish to edit. The email address may also be edited 
in the same manner using the corresponding field.
Click the   button to process all of the invoices checked.

Search by Invoice Creation Date range.

Search by Invoice Due Date range.

Search by Shipping Date range.

1.

2.

3.

4.

5.

a.

c.

b.

1

3

2

4

5
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Click on the Batch History button

The Batch History screen allows you to view all previously processed batch payments and  
download a printable copy. 

Download History

Batch File: Click the drop down to view the list of previous batch reports. These files are 
saved in .csv format to the location specified under Application Settings every time you run a 
batch on the Batch Payments screen.

Open in a spreadsheet: This button will open the selected .csv file in the default spread-
sheet program set for your computer.

File Naming: This shows the file naming scheme the plug-in uses and current file location.

1.

2.

3.

1

3
2

Your

Company

Name

Batch History
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Recurring Payments

Recurring Payments are never created withing the SecureQB Plug-In.

There are many options to set up the memorized invoice feature in your QuickBooks® software.  
The following is meant to be a help but is in no way definitive instructions on this QuickBooks feature. 
Please consult your manual or Intuit Pro Advisor for assistance.

How to create a memorized Invoice within your QuickBooks® Software:

Enter the invoice the way you want it memorized. Do NOT click save.
 
Note: If certain fields contain information that may change, leave those fields blank. For example, 
you can leave the Memo field blank.

Go to the QuickBooks® Edit menu and select Memorize [Invoice]. With the invoice open on the 
screen, select Edit > Memorize Invoice.

Add to my Reminders List: The invoice will be added to the Memorized Transactions section of 
your Reminders list. When you choose this option, you need to fill in the How Often field.

Do Not Remind Me: The transaction will NOT be added to your Reminders list.

Automate Entry: The Invoice will be automatically entered when it is due. When you choose this 
option, you need to fill in the How Often and Next Date fields.

Reminders:
If you set up an automatic schedule for a transaction, make sure your Next Date is set to a day in 
the future.

When filling in the Number Remaining field, note that it includes the Next Date transaction.

Enter any other necessary information in the Memorize Transaction window, and then select OK.

Select Save & Close or Save & Next to enter the memorized Invoice now. 

If you are only entering the transaction information for future use, choose the Clear button and 
close the window.




