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How to put your company letterhead on the
Receipt Template

You can upload your own letterhead as an image. This will replace your organisations
name and logo (top section) of the Receipt Template.

NOTE: The letterhead graphic should be approximately 2300px wide and 595px high. The
file name must contain "Letterhead" in it.

This same process can be applied to the Notes and and Attachments section on specific
Letter and Payment Form Records if they require different letterheads.

Letterheads will be used in the following hierarchy. If there is no letterhead attached, then
it will go to the next object to reference.

1. Letter
2. Payment Form

3. Merchant Facility

1. Navigate to the Merchant Facility

.) Al - C Search Merchant Facilities and more. [‘* v] 9 (EI ... (i H )
Payments Zus -
::E PaymentsZUs Home  Merchant Facilities ~  About Payments2Us  Payment Forms ~  Recurring Payments ~  Payment Txn's ~  Manual Payments  More w s

PP Merchant Facilities

L3 Recently Viewed v *

New Import Change Owner

1item « Updated a few seconds ago Q Search this list... B~ E- C|F

5]
MERCHAN... » A.. v P.. »v PAYMENT.. » MATCHING RULES W DE. v Too oW

1 DEMO FACILITY |« v Payment Express  Account + First Name + Last Name;First Name + Last Name + Fundraiser ID;First Name + Last Nam... Modern redm.. v

The Merchant Facility tab can be found within the Payments2Us menu (Top right picklist in
Salesforce - Select Payments2Us), or it can be found under the "More" at the end of the tabs. (In
Salesforce Classic - It can be under the "+" at the end of the tabs)

Once you have clicked on the Merchant Facility Tab, select the appropriate List view (Example -
"All Merchant Facilities") and click into Merchant Facility you wish to update.
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Payments2us

Smart & fast

2. Scroll Down to the Notes & Attachments heading

&

Payments 2us

Al v Search Merchant Facilities and more...

Home

Payments2Us

Merchant Facilities

About Payments2Us

Payment Forms

Recurring Payments

Payment Txn's

P Merchant Facility

id DEMO FACILITY
Credit Card Masking Policy @
2X... 4%

Organisation Id €
00D0o000000TXTIEAD
Currency

AUD - Australian Dollar

v Site Information

Base Site URL @

https: //testS495-developer-edition.ap8. force.com/

URL For your Website €
https://test9495-developer-
edition.ap8 force.com/AAkPay__Checkouti

PxPay/ PxFusion Password )
chhasa
Environment €

Sandbox

Payment Gateway Options

Gateway Metadata @

Created Date,Created
Time;City;State;Postcode;Country;Play
Date[AAkPay__Transaction_Date__c]

Default Payment Form Mode
Modern

Max Submissions from Single IP €

10

Edit Clone Delete
View All !
ﬂ IP Address Access (0) v
E Notes & Attachments (3+) s

aakonsult. PNG
a 27/08/2019 - Attachment

aakonsult
27/08/2018% - 7KB - png

logo02.JPG
27/08/2019 - Attachment

View All

3. Select 'Upload File' button

@

Payments 2us

Al v Search Merchant Facilities and more..

Home

Payments2Us

Merchant Facilities

About Payments2Us Payrment Forms

Recurring Payments

Payment Txn's s

@244

Manual Payments

More w 4

PP Merchant Facility

L1 DEMO FACILITY
Credit Card Masking Policy @
2X...4X

Organisation Id €
00D0o0000QOTXTIEAD

Currency

AUD - Australian Dollar

v Site Information

Base Site URL @

https://testS495-developer-edition.ap8.force.com/

URL For your Website @
https: [/test3495-developer-
javascriptvoidio) P8.force.com/AAkPay__Checkoutv

PxPay/ PxFusion Password @
TTTTIN
Environment €

Sandbox

Payment Gateway Options @

Gateway Metadata @

Created Date;Created
Time;City;State; Postcode;Country;Play
Date[AAkPay__Transaction_Date__c]

Default Payment Form Mode

Maodern

Max Submissions fram Single 1P €
10

Edit

View All

E IP Address Access (0)

g Notes & Attachments (3+)

" 27/08/2019 - 7KB - png

aakonsult.PNG
27/08/2019 - Attachment

aakonsult

logo02.JPG
27/08/2019 - Attachment

View All

Clone Delete

Upload Files

NOTE: The file name must contain the word "Letterhead" in it.
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Payments2us

Smart & fast

4. Select the 'Done' button

Upload Files

PAYMENTS2US LetterHead.jpg
247 KB

1 of 1 file uploaded

5. Check that the file has loaded

View All

Campaigns (Statement Letter) (0)

u MNotes & Attachments (3+)

; . PAYMENTS2US_LetterHead.JPG
&

PAYMENTS2US_LetterHead
20 Jan 2022 » Attachment 29 Jan 2022 « 247KB -« jpg

BE= 29 Jan 2022 - 16KB » gif

View All

Peer-to-Peer Campaigns (0)

Note: The logo with the most recent date will be used in the receipt
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Payments2us

Smart & fast

6. Check that it appears on a receipt

6.1. Navigate to the Payment Txn's tab

Payments 2us

P Payment Txn's

All w

HH Paymentszl_]s Home  Merchant Facilities

Search Payment Txn's and more..

About Payments2Us Payrment Forms

~

(x[-) @ ? %

a

Recurringpayments ' Manual Payments More w P

- Nev I t Ch. o,
Recently Viewed v % ew mpor ange Owner
15 items « Updated a few seconds ago Search this fist.. c 4
PAYMENT TXN ... » TRANSACTIO.. v B.. » TOTALAM.. v NAMEO.. v C.. v CREDIT.. v TXNREF v E.. v 5STATUS v
1 PAY-0000010 Complete 1/01.. AUD1,259.70 ABC Visa 0000000b305e4a87 Matching Complete v &
2 PAY-0000027 Purchase 15/0... AUD 100.00 David M Visa 41..1111 0000000b43148d447 Matching Start v
3 PAY-0000026 Purchase 15/0...  AUD 50.00 Jeena James Visa 41...1111 0000000b43 146314 Matching Start A d
4 PAY-0000025 Purchase 15/0..  AUD 30.00 Jeena James Visa 41...1111 0000000b43144173 Matching Start v
‘R ipt' butt
6.2. Select a payment and select the 'Receipt' button
Al v Search Payment Txn's and more... (%]~ + A =)
Payments Zus \_—[j . . $ - B,
EEE Paymen[szus Home  Merchant Facilities About Payments2Us Payment Forms  ~ Recurring Payments Payment Txn's Manual Payments  More w &

Payment Txn

e
B PAY-0000027

Transaction Source Method of Paymen!

Checkout Credit Card

Details Letter Template

w Status & Source
Status €
Matching Start

Banked Payment
YES

Payment Source @

t Total Amount Bank Deposit Date
AUD 100,00 15/08/2019

Contact & Account Recurring Payment

Help Link
Status Information Table

Merchant Facility
DEVIO FACIL"T:!:‘{

Payment Farm

MName

+ Follow Receipt Refund

Email

David Montgomery

Chatter

Activity History (0)
Refund Txn's (0)
Recurring Authorisations (0)

g Notes & Attachments (0)

Edit
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Payments2us

Smart & fast

6.3. View receipt with logo

Q Q, Search.. B ‘) ¢ -!-

Payments 2us
EEE Payment52U5 Home  About Payments2Us  Merchant Facilities ~  Payment Forms ~  Payment Tens v More ¥
1| o2 Q -+ 9B ADIY Y QT B

payments2us.com

Receipt

Saturday, 29 January 2022

Mr Jeff Challis

PO Box 175
WILLIAMSTOWN VIC 3016
AUSTRALIA

Dear Jeff
Thank you for making your payment, your support is very much appreciated.

Please also checkout our must have App on the www.appexchange.com that allows you to default campaign
member status's based on the Campaign Type. Search for "AAkonsult Campaign Status”

Regards,
The team at AAkonsult Pty Ltd.
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