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Welcome!

Thank you for choosing Damar Software and TransFirst Health Services as your complete payment processing solution!

We believe the following steps will ensure your sta ff has the proper tools and training to begin use o f your new payment 
processing program.

Step 1: Receipt of Materials
You should have in hand your Welcome Kit along with your USB Card Reader available and ready to connect.  Should you be missing
any of these items, please call TransFirst Health Services at (800) 543-5327.

Step 2: Training
Damar Software will contact your office to schedule an installation and training appointment and, at that time, will verify that you have 
all of the required items mentioned above.  This appointment will assist you with connecting your card reader and train you on the steps 
for processing transactions in OmegaPrax Dental.

A TransFirst Support Representative will also contact you to schedule an appointment for training on the Transaction Central Virtual 
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A TransFirst Support Representative will also contact you to schedule an appointment for training on the Transaction Central Virtual 
Terminal.  The Virtual Terminal provides you with a ‘virtual’ processing capability anywhere you have access to the internet, and should 
be used primarily for its reporting capabilities (the virtual terminal operates apart from OmegaPrax Dental and does not automatically 
post transactions back to OmegaPrax Dental).  This appointment will train you on use of Transaction Central and demonstrate 
supplemental reports for all processed transactions.  If you would like to schedule training prior to our call, please contact TransFirst’s
Training Department at (800) 543-5327  and one of our experts will be available to assist you. 

Step 3: Regular Use
Begin using this integrated payment processing solution for all of your payment handling needs!

Again, thank you for allowing us to serve your prac tice and welcome to the program!
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Process Flow Summary

• Credit Card (Sales, Voids, Credits) – Each day as you handle credit card payments from your patients, you will manage them 
through OmegaPrax Dental .  Transactions will automatically post to the patient ledger and reports.

• ACH (Electronic Check) Processing – OmegaPrax Dental allows you to process payments from a checking or savings account.  
This function is best explained as “electronically depositing a check at your bank.”  Remember, like paper checks, ACH transactions 
are not guaranteed funds. 

Damar Software
OmegaPrax Dental handles most of your daily transaction processing from within the software. The following outlines your normal daily 
use:

Page 5
V111210

are not guaranteed funds. 

• Balancing Procedures – As the business day wraps up, you will use the reports in OmegaPrax Dental to review the total 
transactions and dollars put into the system and confirm the information matches your daily deposit totals.  The reports will help you 
balance on a DAILY and MONTHLY basis. TransFirst will complete settlement of the transactions each night, and route the data 
through the credit card system for deposit to your bank account. 

• Recurring Payments – Transaction Central’s virtual terminal allows you to setup and store patient payment profiles to collect 
patient payments at a later time, after insurance claims have been adjudicated.  The recurring tool can also be used to create and 
automatically process payment plans.

• Merchant Statements – At the end of each month you will receive a merchant statement from TransFirst and other card institutions 
such as American Express.



Processing a Credit Card Payment

Generally, the user is in the Account Ledger screen at 
the time of payment.

In the Account Ledger screen:

Step 1. Click to select the charge line item and 
click Payments.

In the Payment Information screen:

Step 2. Select the Payment Type as Credit/Debit 
Card with Logo and enter the Amount
and the Reference #, if available.  Click
CC/ACH.

In the Credit Card Payment Capture screen:

Step 3. Verify the Amount is correct and Click

1

2
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Step 3. Verify the Amount is correct and Click
Swipe Card.   Swipe the card when the 
Swipe Card window appears.  The 
account name, card number, and 
expiration date will be populated 
automatically. 

Note: If the credit card is not present manually enter 
the credit card information in the payment process 
screen.

Step 4. Verify the Name, Address, and Zip Code 
are correct.  Enter the Security Code on 
the card, if applicable.

Step 5.  Click Submit.

Note: A confirmation screen will be displayed 
indicating the approval or decline of the transaction.

5

4

3



Processing an ACH (Electronic Check) Payment – One T ime

The steps for processing an ACH payment are similar 
to that of credit card.  The primary difference when 
processing an ACH transaction is the type of 
transaction selected.  It is also important to point out 
that like paper checks, ACH payments are NOT 
guaranteed funds.

Starting at the Payment Information screen:

Step 1. Select ACH-Direct Deposit from the 
Payment Type drop down menu and enter
the Amount. Enter the Reference # and 
click CC/ACH.

In the ACH Payment Capture screen:

1
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In the ACH Payment Capture screen:

Step 2. Enter the Bank Routing Number and
Account Number and select the Account 
Type as Checking or Savings.

Step 3. Enter the Name, Address, and Zip Code.  

Step 4. Select the CheckType as Personal or 
Business.

Step 5. Click Process Submit.

Note:  A confirmation screen will be displayed 
indicating the approval or denial of the transaction.

2

5

3

4



After you click submit on the payment screen, the software will process the transaction and collect a response from TransFirst.

If the payment is ‘Approved’ , OmegaPrax Dental will log the transaction information and record the payment.  

Transaction Responses 
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If the payment is ‘Declined’ , a decline message will be displayed and the payment will NOT be recorded in OmegaPrax 
Dental.



CREDIT CARD PAYMENT RECEIPT ACH PAYMENT RECEIPT

After the payment is processed and approved a message indicating the approval will be displayed. 

Step 1. In the approval message the user has the option to print receipt. Click Yes.

Step 2. The Payment Receipt will be printed.

Note:  Users can re-print a receipt from the Electronic Funding Manager screen within the 
OmegaPrax Dental system.

Payment Receipts

2
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Processing Voids/Credits
An incorrect item/transaction can be VOIDED on the same day it is entered.  An incorrect item/transaction (or a “return”) after the day 
it was entered can be CREDITED.  In OmegaPrax Dental , the steps are the same for the user but the system automatically makes
the correct selection for you based on the transaction date.  

If the payment was processed on a previous day, the system will issue a FULL credit of the original payment amount.  The credit will 
be submitted to the client’s credit card and the amount will be logged.  If necessary, you can process a new payment with a different 
amount.

Note: ACH transactions are NOT guaranteed funds! For that reason the system does NOT allow ACH transactions to be voided or 
credited.  

On the Main screen:

Step 1. Click File Maintenance �
Electronic Funding Transactions.

In the Electronic Funding Manager screen:

1
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2

Step 2. Select the Current Transactions 
(Eligible for Void) tab to complete 
a void transaction.  Select the 
Settled Transactions (Eligible for 
Credit) tab to complete a 
credit/refund transaction. 

Step 3. A list of transactions will be 
displayed.  Select the transaction 
and click Void Transaction or 
Issue Credit Transaction button.

Note: The system will enable the 
appropriate button based on the tab 
selected.  Upon approval the system will 
update the line item to show as refunded.

2

3
3

2



End of Day Balancing

At the end of each day, you will use OmegaPrax 
Dental to access transaction reports. OmegaPrax 
Dental provides the total transactions put into the 
system and will help you balance your bank 
deposits on a daily or monthly basis.  

TransFirst will automatically complete settlement 
of all transactions in the system each night and 
route the funds through for deposit into your bank 
account. 

From the Main screen:

Step 1. Click File Maintenance �
Electronic Funding Transactions.

Step 2. Click the Print Transaction Report 

1

2
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Step 2. Click the Print Transaction Report 
button located at the bottom of the 
window.

In the Reporting screen: 

Step 3. Select the Date Range and 
Transaction Types to be included in 
the report.  

Step 4. Click Preview or Print.

Note: The report will be generated based on 
your search criteria. 

3

4

4



Transaction Central 
Accessing the Virtual Terminal

Section 2
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Transaction Central Password

Transaction Central is a supplemental tool provided by TransFirst it can be used in conjunction with OmegaPrax 
Dental for management of credit card and ACH payments. Transaction Central provides payment processing 
functionality although any payments processed in Transaction Central will not be recorded in OmegaPrax Dental.  
Generally, Transaction Central is used for balancing of payments and management of ACH returns.  

Establishing Your Password

1. Before you login the first time, you will need to establish your password.

2. In your web browser’s address field enter: HTTPS://WWW.OC2NET.NET/BILLING/GETPASSWORD.ASP
Press ENTER or click

3. You will get to a screen that will ask you to enter your Merchant ID and Checking Account Number.  Your Merchant ID (TC ID) 
can be found on your Quick Reference Card.  Enter the required information and click Submit.
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Transaction Central Password (cont)

Establishing Your Password (cont)

4. Once you enter the required information, you will get to a new screen where you can 
enter your password.  A password may already be assigned by the system, but you 
should change the password for security purposes.  If accepted, you will receive a 
message stating password change successful.

IMPORTANT4
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Visa/MC Regulations require that your password be changed

every 30 days.  The Transaction Central system will prompt

you when this becomes necessary. Your new password must

have at least one upper case character, one numeric, and one

of the following “special” characters (!@#$%^&*_-).  The

password you select must be at least 8 characters in length

with a maximum of 16 and should not include any “spaces”. 



Navigating to Transaction Central

1. In your web browser’s address field enter:
HTTPS://WWW.OC2NET.NET/BILLING/LOGIN.ASP

Press ENTER or click

2.  You will be taken to the Transaction Central Login Screen.

Transaction Central Website
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Create a Shortcut for Regular Use

1. Before you login the first time, go to your tool bar and select “Favorites”, and then “Add”.

2. In the Name field, enter ‘Transaction Central’ and click OK.

3. To create a shortcut on your desktop, right-click on the link you created in your 
“Favorites” folder.  From the list select “Send To” .  You will see a 2nd drop down list.  
From that list select “Desktop” .  An icon will appear on your desktop with the name 
‘Transaction Central.’  Either of these shortcuts will now provide quick and easy access.

Transaction Central Shortcut
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Logging into Transaction Central

1. Enter your Transaction Central Merchant ID and Password.

2. Click Login.
IMPORTANT

The Transaction Central system will time out for security reasons if there is no activity for a prolonged period 
of time.  Users should make efforts to complete any tasks in entirety before getting up from PC or handling 
other office tasks.  Once complete, to log out of the system, simply select Log Out in upper right hand corner. 
This will take users back to the main log-in page.

Transaction Central Login
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Recurring Billing
via Transaction Central Virtual Terminal

Section 3
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Manual & Auto Recurring Functions

There are three types of recurring profiles that 
can be stored:

1. Manual Recurring – this option refers to clients 
that pay a different amount each time or make 
payments sporadically.

2. Recurring – this option refers to clients that set 
up established payment plans with a standard 
amount and set frequency/date (we refer to this as 
“auto” for automatic).

Your Transaction Central account provides the ability to create profiles for patients/clients that make regular payments so that you 
don’t have to re-enter the data each time they pay.  This feature can be accessed from the approval screen after a successful 
transaction, or, by selecting Manual Recurring or Recurring from Transaction Central’s Home Page or from the Transaction Detail 
Report.  
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3. Manual/Automatic Recurring – This option 
allows users to establish a Manual Recurring and an 
Automatic Recurring profile for their client at the 
same time.

Depending upon the type of recurring file, users will 
manage payments via this feature by:

• Creating the initial recurring profile.

• Entering payment data for manual profiles as   
needed.

• Editing profiles as changes are required.

• Reviewing transactions created by recurring 
profiles as they are included in daily 
transaction/sales volume totals.

1 2



Option 1

1. After completing a credit card or ACH sale, users 
can create a recurring profile by selecting “Add to 
Recurring” on the response page. 

2. Review the information that follows from the initial 
transaction to the profile build.  The user has the 
ability to add a Manual, Automatic, or both Manual 
and Automatic recurring profile.  Once you have 
made your selection and edit the profile as needed, 
select Add Recurring Transaction.

3. The system will produce a response indicating that 
the transaction has been stored.

Note: When you select Manual/Automatic the payment 
that you had just completed will be listed as the first 
payment in the Auto Recurring profile.

Building Initial Profiles

1
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payment in the Auto Recurring profile.

3

2



Option 2

1. From the main Transaction Central screen, select 
Manual Recurring or Recurring option as desired.

2. The system will offer to Add New Recurring 
Transaction .

3. A data entry screen will appear.  Complete all data 
fields and select Add Recurring Transaction.  
Note: For “Auto” Recurring, there are extra data 
fields such as Billing Cycle , Number of Payments
and Recurring Payment Date (the date you want 
the first payment to occur).

4. Again, the system will produce a response 
indicating that the transaction has been stored.

Note:  When selecting Manual/Automatic, an auto 
recurring profile and a manual recurring profile will 

2

3

Building Initial Profiles (cont)
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recurring profile and a manual recurring profile will 
be built. When selecting Manual as the profile type 
an Amount may be required.  Although the amount 
will not be saved with the profile, simply enter an 
amount of $0.01.

4

1



1. Select Recurring from Main Transaction Central Screen.

2. Using Search Filters, locate the profile either by the Ref No used in initial storage or by Account Name.

3. When proper profile is displayed, select the Add Recurring field.

4. A data entry screen will appear.  Complete data fields and select Add Recurring Transaction.  Note: For “Auto” Recurring, there are 
extra data fields outlining Billing Cycle, Number of Payments and Recurring Payment Date (the date you want the first payment to
occur).

5. Once complete, the system will produce the message “Stored the Transaction”.

Building Initial Profiles (cont)

The user can also add additional recurring profiles for a customer using the Recurring List.  This is useful when you have an automatic 
profile built but want to add a manual profile (or vice-versa).
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1. From the main Transaction Central Screen, Click on Reports � Transaction Detail Report.

2. Using Search Filters, locate the transaction either by the Ref No used in initial storage, by Account Name or any of the other search 
filters that are available.

3. When the proper transaction is displayed, select the Add Recurring field.

4. A data entry screen will appear.  Complete data fields and select Add Recurring Transaction.  Note: For “Auto” Recurring, there are 
extra data fields outlining Billing Cycle, Number of Payments and Recurring Payment Date (the date you want the first payment to
occur).

5. Once complete, the system will produce the message “Stored the Transaction”.

Transaction Central also provides users the ability to add recurring profiles from the Transaction Detail Report.

Building Initial Profiles (cont)

Page 23
V111210

4

5

3



Completing Transactions for Recurring Clients

1

2

Any Transactions for “Auto” Recurring will 
process automatically.  To process payments for 
Manual Recurring Profiles:

1. Select Manual Recurring from Main 
Transaction Central screen.

2. Using Search Filters, locate the profile either 
by a Ref NO used in initial storage or by 
Account Name.

3. When the proper profile is displayed, select 
Process in the action Key Field.

4. Enter transaction amount in small screen that 
appears and select Process.

5. The response will appear like a normal 
transaction

6. Transactions resulting from both manual and 
auto recurring profiles will appear in your 
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4
.

4

auto recurring profiles will appear in your 
normal daily transaction reports.



1. Select Manual or Recurring from Main 
Transaction Central Screen.

2. Using Search Filters, locate the profile either 
by a Ref No used in initial storage or by 
Account Name.

Note: A link will be displayed to download an excel 
spreadsheet of the recurring profiles that 
matched the search criteria entered.  The excel 
spreadsheet can be saved to your computer for 
internal use.

3. When the proper profile is displayed, select the 
Recurring ID field.

3

2

1

Maintaining Profiles

Occasionally, clients or the Transaction Central System will notify you of changes required in Stored Profiles.  To edit Profiles:
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Recurring ID field.

4. The profile will display, allowing you to review 
or edit each of the stored fields.

5. After making any edits, select Save Edited 
Information.

6. The system will respond with Stored the 
Transaction

Note: Selecting Reports from the Transaction 
Central Home Page will present the user with 
an option for Recurring Expired CC.  All 
recurring profiles with credit cards due to expire 
in the next 90 days will be listed.  Users can 
access this information to review and collect 
updates from recurring clients, and then update 
their recurring profile(s).  

4

5



Recurring Reports

1. All transactions that occur through Recurring Profiles will appear in regular Summary or Detail Transaction Reports.  

2. The Recurring Detail report will show the user a complete listing of all Recurring transactions and each payment made 
through that profile.  This can be useful in review of total paid by a user, dates payments made, etc.

3. The Recurring Problem Summary provides a listing of all transactions from the recurring profiles that have been returned 
or declined.  Reviewing this report will show users clients that should likely be contacted for updated information or re-
authorization of payment plan.

There are several additional reports that will assist in management of Recurring Payments:
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ACH
Electronic Check Transactions

Section 4
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Daily ACH Process Flow Summary

1. Sales – Each day as you handle ACH payments from your clients you will process them through OmegaPrax Dental .
2. Void – An incorrect ACH that is still open in the system (same day) can be removed by completing a VOID using Transaction Central.

NOTE: ACH Credits are NOT advised for audit and security reasons. P lease contact the Help Desk for more information.
3. As the business day wraps up, or by end of the shift, etc., you will use Transaction Central’s Reports function to review either a Summary or Detail of

all the ACHs entered into the system.
4. ACHs settle automatically.
5. Additionally, in Reports Function, users will review the ACH Reports daily or on a regular basis, to resubmit or revise any ACHs that are reported as

rejects or returns by the system. ACHs can be resubmitted up to three times and do not incur NSF fees (ACH Return Fee is $3.50).
6. Finally, in Reports Function, ACH Journal can be reviewed daily to determine the deposit total submitted to your bank account for regular balancing

or audit.

Note: ACH processing can be blocked by request of bank or bank account holder. Authorization from check/draft issuer may be required.

From the Transaction Central Main Screen users will navigate through varying functions for their daily handling of ACH payments, very similar to
handling of credit card payments. The primary difference is that Credit Cards are authorized and settled live; ACHs are accepted into the system if the
data fits requirements BUT THE AVAILABILITY OF FUNDS IS NOT REVIEWED. An ACH transaction turns a paper check into an electronic
transaction for easier tracking and reduced fees OR can be set for use without receipt of paper check at all. It is a convenience product that saves time
and money. Daily use of the product is easy once the process is understood.
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Note: ACH processing can be blocked by request of bank or bank account holder. Authorization from check/draft issuer may be required.

1
.

2 3



1. Select Void on the Transaction Central Main Screen.

2. A “Search By” screen will appear.  Using the reference 
ID, account number, etc. as available, complete the 
Search, and select Apply Filters .  

3. The transaction, or a listing of those that match your 
search criteria, will appear.  Select the correct transaction 
and you’ll receive a detail of the requested transaction.

4. You can then select Cancel.

1. Select Void on the Transaction Central Main Screen.

2. A “Search By” screen will appear.  Using the reference 
ID, account number, etc. as available, complete the 
Search, and select Apply Filters .  

3. The transaction, or a listing of those that match your 
search criteria, will appear.  Select the correct transaction 
and you’ll receive a detail of the requested transaction.

4. You can then select Cancel.

To reverse an ACH the same day, users can complete a VOID.  ACH credits are not advised and the functionality i s not available 
by default.  

ACH Voids
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5. A box will appear asking if you are sure 
you want to cancel this transaction; 
select OK.  

6. Your transaction will process and the 
response will appear on the screen.

7. If you’d like to provide a copy for 
yourself or the accountholder, go to file 
at the top left of your screen and select 
print.

8. Upon successful cancellation, this 

5. A box will appear asking if you are sure 
you want to cancel this transaction; 
select OK.  

6. Your transaction will process and the 
response will appear on the screen.

7. If you’d like to provide a copy for 
yourself or the accountholder, go to file 
at the top left of your screen and select 
print.

8. Upon successful cancellation, this 

5

6

ACH Voids (cont)
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8. Upon successful cancellation, this 
transaction will no longer be part of 
your daily batch and will NOT settle to 
the account nor your bank account.  

9. If you have posted an ACH payment 
in your practice management 
software that has been voided in 
Transaction Central, be sure to 
delete the payment in the practice 
management software also.

8. Upon successful cancellation, this 
transaction will no longer be part of 
your daily batch and will NOT settle to 
the account nor your bank account.  

9. If you have posted an ACH payment 
in your practice management 
software that has been voided in 
Transaction Central, be sure to 
delete the payment in the practice 
management software also.



ACH Balancing

1. Select Reports from the Transaction Central 
Main Screen.

2. As with Credit Card Sales, you can review the 
total dollar value of your batch for that day by 
selecting Transaction Summary Report .

3. If you’d like to review the details of each 
transaction completed for that day, select 
Transaction Detail Report .

As your business day, or shift etc., winds down, Transaction 
Central provides two options for review of that day’s ACH 
totals.

1

2 3
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4. Both of these reports contain the information for 
transactions completed for a given day.  
Review of these reports allows balancing to 
your other daily records and revision of any 
transactions that had errors.

5. A few minutes at the end of the day for this 
review can prevent errors and confusion if 
problems exist . 



ACH Returns Handling

1. From the Reports menu select Return List .

2. As with other reports you can search by specific criteria such as date range etc. Once completed, select Apply Filters.

3. The resulting Returns List will display including a detail explanation for the return.  (A formal listing of these reasons is included in your 
TransFirst Health Welcome Kit).  In the Action field you will see the Resubmit option for any return that can be resubmitted for payment.

4. By selecting Resubmit , users can send the payment back through the system.  The response will be similar to that of an original sale.

5. For returns indicative of an incorrect account number or other data issues, the return reason can be seen under the Reason column or after 
you have selected Resubmit on a single returned ACH.

6. When you click Resubmit, you will have the opportunity to edit/correct the payment information.  After you have updated the information, or if 
you simply want to resubmit the item as-is, select Change info and Resubmit Transaction.  After you click resubmit, the item will be removed 
from the returns list.

NOTE: Be sure to keep transactions that are managed in Transaction Central, synchronized with your practice management software!

By selecting the ACH Returns Report, users can see a listing of any ACH that has NOT cleared the intended bank account.  This
should be done daily, or on a regular basis, as the items can be resubmitted or revised to correctly capture the payment due.
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ACH Corrections Handling

Occasionally, ACH transactions may be processed by a bank which made a modification or correction to the data that was submitted
by you.  This often relates to the account number or routing number.  The ACH Returns Report will outline any ACH that has cleared 
the bank account with a bank correction.  It is important to review these corrections regularly so that you can appropriately modify the 
information you have on file, or modify the information stored in a recurring profile (if applicable), to correctly capture future payments.

1. From the Reports menu select Return List .

2. As with other reports you can search by specific criteria such as date range etc. Once completed, select Apply Filters.

3. The resulting Returns List will display including a detail explanation for the correction.  (A formal listing of these reasons is included in your 
TransFirst Health Welcome Kit).  In the Action field you will see the View Correction option to review the correction and remove the item from 
the returns list. 

4. By selecting View Correction, the payment information will be displayed and the corrected information will be highlighted in red. 

5. Corrections are indicative of an incorrect account number or other data issues.  The reason for the correction can be seen under the Reason 
column or after you have selected View Correction on a single returned ACH.

6. When you click View Correction, you will have the opportunity to view the corrected payment information.  After making a note of the  
correction and updating the payment information where necessary, select Click to remove this item from returns list and the item will be 
removed. 
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removed. 

4
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• ACH transactions are generally deposited into your bank account within 3 business days.

• ACH deposits are Gross (the fee is taken out at the end of the month).

• ACH Returns may occur AFTER we’ve initially deposited to your bank account, and will then be deducted from that day’s deposits.

To help users balance the deposits made by TransFirst to the outstanding ACH balances in the system, an ACH Journal is provided.  

1. Select Reports from the Transaction Central Main screen, then select ACH Journal.  As with other reports, the search filter will default to 
today’s date and all ACH transactions unless otherwise indicated by user.

ACH Deposit Balancing

As ACHs move through the system and are approved at the receiving bank, TransFirst will deposit into your bank account, like credit card 
transactions.  There are a few differences, however, between the two deposit types:
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Once the Journal is displayed, several types of entries will be noted:

ACH Journal

1. Batches submitted to Transaction Central System will be listed in GREY (by selecting the RefID you can review the details of any batch 
listed as needed). Note: ACH transactions are batched automatically at  11AM PST daily.

2. Fees and any Internal instructions (like deposit time frame, etc.) will be listed in WHITE.

3. Payment Orders from our system will be in BLUE – (this entry also includes a RefID field that can be selected  to review details of that order).  This 
means our system has released the funds that were on hold.  

4. Actual Transfer of Funds to your bank account, or  Deposit, are listed in GREEN .  This is TOTAL we sent into your account that day  and 
the transaction detail is listed in the Payment Ord er entry that corresponds to this total.

5. The  YELLOW line shows that  a return has occurred (you’ll want to go to the Return List report and resubmit if possible).

6. A PINK line item shows that a returned ACH created a debit to your bank account since the initial transaction was already deposited.

Please note that your bank may report the Green Dep osit listings MINUS the Yellow Returns as one depos it to your account.  The ACH 
Journal should help you to balance the deposit to a ctivity each day.  As always, please contact our he lp desk for any further information.
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Supplemental Reports
via Transaction Central Virtual Terminal

Section 5
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Credit Card Balancing

If for any reason there is a discrepancy in your bank 
deposits or a patient is inquiring about a certain payment.  
The Transaction Central reports contain the full detail of 
items processed through the OmegaPrax Dental system 
and will assist you with balancing or locating these items.

Note: Reports include credit card transactions entered 
directly into your practice management software program
AND those entered directly into Transaction Central.  

1

2 3

1. Select Reports from the Transaction Central Main 
Screen.

2. As with Credit Card Sales, you can review the total 
dollar value of your batch for that day by selecting 
Transaction Summary Report .
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2 3Transaction Summary Report .

3. If you’d like to review the details of each transaction 
completed for that day, select Transaction Detail 
Report .

4. Both of these reports contain the information for 
transactions completed for a given day.  Review of 
these reports allows balancing to your other daily 
records, and revision of any transactions that had 
errors.

5. A few minutes at the end of the day for this 
review can prevent errors and confusion if 
problems exist . 



1. Upon selection of Transaction 
Summary Report , a Search Filter 
function will appear allowing you to 
select time frames, transaction types, 
etc. that you wish to review.  The 
system will default to today’s date and 
all card types and you only need to 
enter information if you wish to see 
very specific transactions.

2. Select Apply Filters.

3. The batch or batches that match the 
filters indicated in your search will 
appear.  Review the listed Transaction 
Amount, number of transactions, 
Credits Amount, number of Credits and 

Transaction Summary Report
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Credits Amount, number of Credits and 
Daily Total to your internal records for 
the day.  If these totals match, your 
review is complete.

4. If the batch totals do NOT meet your 
records OR if you have transaction 
entry areas that are not part of your 
internal record keeping, you can review 
the detail of any batch by selecting the 
Posted Date Field aligned with the 
batch in question.

5. You can also review the detail of a 
batch by selecting Transaction Detail 
Report from the Transaction Central 
Main Screen.

1

2

34



1. The Transaction Detail Report gives you 
a complete, listing of each open transaction 
in the system.  If you navigate to this 
screen from the Main Menu, you will be 
presented with a Search Filter.  Complete 
as needed.

2. The detail will be provided for your review 
including all of the information you input 
into the system, or that was input via other 
methods, relative to each transaction that is 
part of the batch.

3. Transactions can be reviewed by selecting 

3

Transaction Detail Report
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3. Transactions can be reviewed by selecting 
the Trans ID field for that transaction and 
the corresponding details will be presented 
with a button to ‘View Receipt’.  

Note: To print a receipt, click the ‘View Receipt’ 
button and then click File � Print from your 
browser’s toolbar.



Transaction Settlement Report

1. Once all information is reviewed and 
balanced as needed (no other tasks are 
required to settle), our system will 
automatically settle the transactions.

2. To review the previous day’s, or any given 
day’s or period of day’s, settled batches or 
settled transaction details, select Reports
from the Transaction Central Home Page.

3. Select the desired report, complete the 
Search Filter as with other report requests, 
and click Apply Filters.  Summary Reports 
show Totals for Batches and Detail Reports 
show Specific Details of each Transaction.

3
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show Specific Details of each Transaction.

4. The amounts shown here should align with 
the credit card deposits received from 
TransFirst into your local bank account.  
Help Desk representatives can assist you 
in reviewing this information anytime you 
have any questions. 

5. NOTE – Just above each Transaction 
Detail Report, you will find a hyperlink that 
allows you to review the data in an Excel 
spreadsheet.  If you have Excel and click 
on the hyperlink, you will be able to Open 
or Save the report.  

5



Miscellaneous Tools 

Section 6
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CVV – Card Verification Value

Card Verification Value (CVV)

Visa / MasterCard / Discover Card

CVV, Card Verification Value, is a security measure that card issuers provide for merchants to 
reduce fraud.  This security feature will help confirm that the cardholder is in physical possession of 
the card.  CVV is not required on any transaction, and if it does not match, the transaction may still 
be approved.  If CVV does not match and the transaction is approved, merchants can cancel 
transaction, verify information and re-submit, and/or request a different credit card or other form of 
payment.
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Visa / MasterCard / Discover Card
The Card Verification Value is found on the back of the card in the 
signature area, after the credit card account number.  This is a 
unique, 3-digit number.

American Express
The Card Verification Value is found on the front of the card just 
above the embossed credit card number.  Depending on the type of 
American Express Card, the number can be found on the right OR 
left side.  This is a unique, 4-digit number. 



Check Diagram

Use the following diagram to help locate Bank Account Numbers and Bank Routing Numbers for 
processing of ACH transactions for your clients.  

NOTE: This image is an example for demonstration purposes only.

The numbers on the bottom of a check 
typically correspond to three (3) 
elements: routing number, account 
number, and check number.  This 
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number, and check number.  This 
example shows the routing number as 
122000496, the account number as 
12345678, and the check number of 
101.



Sample Payment Authorization Forms

Payment authorization forms can help reduce your AR cycle.  By implementing use of payment 
authorization forms at your practice (add to check-in paperwork), your clients can provide you with their 
signed authorization for you to collect fees/charges directly from their credit card or bank account, either 
for future visits or to pay post-adjudicated balances.  

NOTE: If you’d like an electronic copy of this form, please contact TransFirst Health Services Support.
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ACH Verbiage for Patient Statements, etc.

It is recommended that you notify your patients about your check-handling procedures.  You may want 
to include verbiage on statements mailed to patients/clients, check-out forms, etc. notifying them that 
you will be clearing their check electronically.  Below is sample verbiage which you may decide to use.

“When you send us a check as payment, you authorize u s to 
clear your check electronically. Electronic transact ions may 
clear the same day we receive payment. Returned chec ks or 
other negotiable instruments may result in an 
additional processing charge (returned item fee) to the 
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additional processing charge (returned item fee) to the 
maximum allowed by law. The returned item may also be  re-
presented electronically. Notations made on checks o r 
accompanying materials will not secure your rights. The 
physical checks which we clear electronically may no t be 
returned by your financial institution.”



USB Card Reader – Figure 1

USB Card Reader Setup
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USB Card Reader – Figure 1

USB Card Reader Connection – Figure 2

Step 1. Unpack your USB Card Reader from its box.  The USB Card Reader should look like the image in Figure 1. 
(color may vary)

Step 2. The USB Card Reader connects to your computer using a USB port, most often found on the back side of 
your computer.

Step 3. Using a little pressure, plug the USB Card Reader into any available USB port.  Make sure that the plug is 
inserted with the USB symbol pointing up or to the right.  Do NOT force the plug into the port or you could damage the 
connector – see Figure 2.  (In some cases, your computer may display a ‘Found New Hardware’ pop-up and then 
notify you when the reader setup was successfully completed by your operating system.  In rare cases, you may need 
to provide your operating system installation disc to complete installation.)

Step 4. If connected properly, the LED (light on the top side of card reader) will illuminate in GREEN indicating it is 
ready for use. If the LED has a constant RED illumination, there may be a problem with the connection or the card 
reader itself.

If you have any trouble with the setup of your USB Card Reader, please contact TransFirst Health Servi ces at  
(800) 654-9256  for assistance.



Fasteners – Figure 3 Attach Fasteners – Figure 4

The most consistent, successful use of the card reader will occur when it is used in a stabilized fashion.  Therefore, 

USB Card Reader Mounting
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The most consistent, successful use of the card reader will occur when it is used in a stabilized fashion.  Therefore, 
we recommend that you mount the USB Card Reader to a hard, steady surface either from the bottom or side of the 
reader, prior to use and depending upon your work space.  Mounting can be easily accomplished by using Velcro 
fasteners or other similar fastening tape.  For your convenience, fasteners are included in the contents of your order –
see Figure 3.

Step 1. Position the USB Card Reader on a flat, convenient location for your frequent use.  Typical mounting 
locations include: keyboards, monitors, or desks – you may decide to mount the reader nearby or directly on these 
surfaces.  (Be sure to leave at least 4 inches of clearance on both ends of the device to allow room to swipe a card.)  

Step 2. Peel back the tape on the fastener and then adhere the fastener to the underside of the USB Card Reader –
see Figure 4.

Step 3. Clean the surface at the mounting location, allow to dry, and then peel back the tape on the partnered 
fastener and adhere to your chosen location.  Note: The card must be swiped through the reader so that the magnetic 
stripe on the card faces the side of the LED.

Step 4. Firmly press the USB Card Reader on to the fasteners at the mounting location.  Be sure that the both pairs 
of fasteners are aligned.

Step 5. Allow the USB Card Reader’s cable to rest on your desk and/or or place/fasten the cable so that it will not 
impede on your work/desk area (standard tape can be used to secure the cable to a surface).



USB Card Reader Usage
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Swipe Card – Figure 5

Step 1. A card may be swiped through the reader slot when the LED is GREEN.  

Step 2. To swipe, the magnetic stripe of the card MUST face towards the front (the side with the LED) and may be 
swiped in either direction – see Figure 5.

Step 3. Slide the card from one end of the reader, completely through to the opposite end of the reader.  If you do not 
swipe the card properly, or if there was an internal error, the LED will flash RED for approximately 2 seconds.

Step 4. If the LED flashed RED during the swipe, simply wait until the LED turns GREEN and retry.

• If the LED is GREEN AND a card will not read when s wiped, try to lightly clean the magnetic stripe on the card 
and re-try.  If you are still unable to swipe the c ard and the LED remains GREEN, this card is non-rea dable and 
will need to be key-entered.

• If the LED continues to illuminate RED, or if you c annot get the LED to illuminate at all, please cont act 
TransFirst Health Services at (800) 654-9256  for a ssistance.



Support Information

Damar Software Support (800) 732-0949

• Installation

• Transmission

• Technical

Monday-Sunday, 9:00 a.m. to 5 p.m. CST

(excluding holidays)
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TransFirst Health Services Support (800) 543-5327

• Technical

• Funding

• Fees

• Statements

• Transactions

24 hours a day, 7 days a week



Notes
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