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System Design and Documentation

Module B: Strategic Skills


Business Development Process: 1B-04
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System Action Plan Template

Title/Code: Credit Card Processing / C-1-6-1


Date: November 11, 2009
	Result Statement

	Describe exactly the result this system must produce:

Employees will be able to process credit cards for payment of deposits or monthly service fees.


	Accountable Positions

	Position with overall accountability:

Administrator

	Participating positions:

Sales Department, Front Office Staff, any assigned by the Administrator




	System Diagram

	Identify the flow of work steps in the system and diagram them using boxes and arrows.
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System Action Plan Template

Title/Code: Credit Card Processing


	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Log into Virtual Merchant https://www.myvirtualmerchant.com/VirtualMerchant/login.do   Enter Account ID, User ID & Password.  Get this info from  your Administrator.  
	Sales Manager or one who is delegated
	When interested and before accepting payment.

	2.
	Notes of Interest:  

1) You will need to log in at least every 40 days or else you will be locked out.  2) The first time you log-in, you will be told your password is not valid.  Simply choose a new password and enter that.  

3) Never use the Back, Forward or Refresh buttons on your web browser.  

4) After 10 minutes of inactivity you will be logged out.  

5) The computer must allow pop-ups.  

6) We accept Visa, MasterCard, Discover and American Express.
	Sales Manager or one who is delegated
	Same as #1

	3.
	Select Your Terminal.  On the left side in blue, under User & Account.  This will be your community.  If it isn’t there, it will be in a drop-down menu to the right.
	Sales Manager or one who is delegated
	Same as #1

	4.
	Click on Credit Card.
	Sales Manager or one who is delegated
	Same as #1

	5.
	Click on Sales under Credit Card
	Sales Manager or one who is delegated


	Same as #1

	6.
	Enter info:

1) All items with a  red * are required.

2) Enter credit card number with no dashes or spaces.

3) Expiration Date: two digits for the month and two digits for the year with no dashes or spaces.

4) Amount: for a new resident’s deposit, enter $500.  For the monthly service fee of a current resident, there will be a convenience charge of 2% (for Visa, MasterCard or Discover) and 3% for American Express.

5) CVC2: This is the 3 digit security code found on the back of the card except for AMEX which is a 4 digit code on the front.

6) Customer Code: This is the same we use for our billing (the first three letters of the resident’s last name and the first letter of the resident’s first name.

7) Sales tax: always 0.

8) Address 1: the billing address of the credit card

9) Postal Code: of the billing address of the credit card.
	Sales Manager or one who is delegated
	Same as #1

	7.
	Click Process
	Sales Manager or one who is delegated
	Same as #1

	8.
	Print & Sign Receipt.  Ina separate pop-up window, you will find the receipt.  Print this and have them sign it.  Keep this in their file to show proof of payment.
	Sales Manager or one who is delegated
	Same as #1

	9.
	Check Approval.  Aon the main screen, you will see Credit Card Sale Response.  Look down at Message (the 7th item down), it will say APPROVAL if the car is accepted.  If it shows DECLINE, either ask for a different card or a check.
	Sales Manager or one who is delegated.
	Same as #1


System Action Plan Template

Title/Code: Credit Card Processing


	Resource Requirements

	Staffing
	One person from the sales department.

	Space and Facilities
	A private room large enough for a sales employee and the new resident party to meet and sign papers.

	Equipment
	Computer with internet access, web browser and printer.

	Supplies
	Paper and pen.

	Information
	     


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

· Credit Card payments will be processed appropriately every time.




System Action Plan Template

Title/Code: Credit Card Processing


	System Standards

	1. The highest standards of ethics will be used at all times.  Honesty & integrity will be employed at all times.

	2. Employee dress code will be followed.

	3. Deposit payments will have no convenience fee.

	4. Current resident monthly service fees will have added to it a convenience fee of 2% for MasterCard, Visa & Discover & 3% for American Express.

	5.      

	6.      

	7.      

	8.      

	9.      

	10.      

	11.      

	12.      


Use additional sheets as needed
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