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Payment Portal (Spec 5402)
Date Released: Nov 2017

Modules: Installation Manager, Navigator 

Description: Provides a payment URL via an automated email. 

Reason for Change: Provides a way to proactively request payment. 

Set-up on page 389

Installation Manager on page 391

Associated Files on page 397

Set-up

Sequence of Set-up

1. Create a Payment Institution for CardConnect (PAY 4)

2. Create a Payment Option specific to PayPortal. Payment Type Gateway, Payment Institution
whatever was setup in step 1 (PAY 3)

3. Create a Payment Profile for pay portal. On the F9 options, include the Payment Option that was
setup in step 2 (PAY 1). Set the Partial Payment Allowed flag as desired.

4. Within PAY 100 set default payment profile to what was set up in step 3.
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PAY 100 - Pay Portal Configuration 

The option Pay Portal Configuration (menu option PAY 100) was added to the Payment System Setup 
Menu. 

This option allows you to set up payment defaults. 

• Assign a Default Payment Profile. Payment profiles are created via menu option PAY 1 and can 
allow or deny access to specific functionality within the online payment process.

• The Base URL to Pay Portal is defaulted in. 

• Pay Portal is the default Name to Associate Link. You can change the default here. 
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• The setting Handle Pay Portal payments through___ Daily Cash or__AR Payments allows 
you to decide how to post portal payments. 

— If AR Payments is selected the portal payments are written to the AR payments tab in 
Navigator. 

• Unposted payments in AR Payments (PS0010F) are not represented in the Order 
Inquiry/Change, Cash Register, or Installation manager balance due values.  

• Transactions listed in the AR Payments (PS0010F) are posted via the manual cash deposit 
workflow.

— If Daily Cash is selected:

• Payments made in the payment portal are written to the Daily Cash file.

• Using the Daily Cash workflow inherits update of balance due, and the ability to post pay 
portal transactions via the daily cash workflow.

• If Daily Cash is selected: Enter the User, Branch, Password, and Payment Method 
used. 

Installation Manager
A new keyword has been added to the Installation Manager automated emails. The keyword provides 
a URL link to the Payment Portal. 

1. Access the Admin Panel of the Installation Manager. 

2. In the Automated Emails section, click Post Installation of Scheduled Job under the 
Customer heading.
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Note: This keyword is available in all 3 of the automated emails.

The window expands to allow you to enter the details for the email. 

3. To add the payment portal URL to the body of the email, click Insert Keywords and select 
Payment Portal URL. 
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4. The Payment Portal keyword is added to the body of the email. This keyword will be replaced by 
a URL hyperlink with the text of what is configured on the PAY 100 - Name to Associate Link 
setting. 

Note: To see a listing of all the available keywords, click the “?” to the right of the Email 
Body Keywords Available. 

5. Click Save. 
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6. The email is automatically sent out per the schedule set up in the Send Schedule portion of the 
window. 

7. The automated email is sent to the Install Email entered for the order. To manually send an email, 
click Send Reminder Email. 
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An example email is shown below. 

8. Click the Pay Portal link and enter a Payment Amount. 

Note: Any amount already paid on the order is subtracted from the Payment Amount. 
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9. Click Proceed to Payment and enter the payment details. 

10. Click Submit to receive the following window. 



Page 397 of 484January 30, 2019

Associated Files

Accounts Receivable

The Advanced Deposits payments created through the Payment Portal are displayed on the Accounts 
Receivable > Payments tab.

You can use the Payment Options filter to see your Pay Portal transactions.

These payments will need to be posted manually into Nav Accounting in order for other areas of the 
application to be aware of these payments. This can be done via the Accounts Receivable > Deposits 
tab > New Manual Deposit.

Order Manager 

An email reminder can also be sent from Order Manager via the Installation icon. 
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The Installation icon ( ) is displayed when the Install setting is activated on the order header. 


