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Features
Verbiage defined as:

*Sales Return Order- involves returning items to the warehouse whereas Sales Credit Memo is similar to a reversal to sales order.  But from 
SensePay's perspective, there is no difference in the credit card refund process. Both Sales Return Orders and Sales Credit Memo after posting, 
would trigger SensePay to refund the transaction amount back to the customer credit card.

**Critical SensePay related errors are sent to the Remote Log server with a message level 3(Error). Debugging messages are sent to the Remote Log 
if the "Enable Debugging" option is turned on in the SensePay App Settings.

Unique SensePay Features-

Pay by Link
Sales by SMS

Features

Security
End to end encryption

Workflow
Card on file
Split tender
Customer lookup
Pay by link
Returns
Transaction status
Deposits

Pay
Refund

Authorization
Void

 Receipts
Receipt configuration
Customer receipt confirmation

Payment Mechanisms
Manual entry
NFC
QR code
EMV
Tokenization

Payment Type
Credit
Debit
EMV credit
EMV debit

Processor Options
Dynamic currency conversion

Reporting Information
Remote logging

Sales Invoices and Sales Orders-

Card on File
Customer Payment Link
Manual Card Entry
Authorization

Sales
Void

Return
Partial 

Sales return orders*
Sales credit memos*

Recurring Invoices - Job Queue
Make on Account Payment
Post and Send - Sales by SMS
Customer info sent as part of Auth/Capture
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Sales Orders-

Deposit
Pay
Refund

Pre-Payment Invoice

Post
Void Post
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Installation
Disclaimer: Images in this guide are for example purposes. 

Login to Business Central (BC):

Login to BC

IMPORTANT: The above link is to the BC sandbox environment. Make 
sure to confirm which environment to be in 'Sandbox' or 
'Production'.  The Environment can be changed by clicking on the upper 
right hand icon 'Environment Sandbox' and switching environments. It is 
important to be logged into the Sandbox or Production environment to 
successfully upload the SensePay extension.

Deployment package:

Login into TeamCity

Under Projects > Dynamics 365 > PaymentProducts > SensePay For BC

Download the most recent SensePay For BC DEV

         

Upload and Deploy SensePay Extension 
in BC:

In BC > click on search icon in upper right hand corner > search for and 
click on 'Extension Management'

IMPORTANT: If SensePay has previously been installed, make sure to 
uninstall the old version, prior to installing latest SensePay extension. 
This can be done in BC > extension management > find SensePay for 
BC  > click on three dots in upper right hand corner and click uninstall > 
wait > scroll to SensePay for BC in extension management again > click 
on three dots upper right hand corner and unpublished SensePay for BC 
> it should no longer appear in extension management > confirm that to 
be true > now proceed with installing latest SensePay extension.

Click on Manage tab > Upload Extension > in 'Select .app file' field look 
for your SensePay extension download > move radio button to the right 
for 'Accept the privacy policy and the disclaimer' > click Deploy

It should take a few minutes to install. If it takes longer than 5 minutes, 
check the installation status for any errors. Verify the app is installed 
properly by checking the installed extensions in management.

Check status of upload by going to Extension management > manage 
tab > installation status

https://businesscentral.dynamics.com/Sandbox?company=CRONUS%20USA%2C%20Inc.
https://teamcity.pdx1.newestech.com/project.html?projectId=Dynamics365_PaymentProducts_SensePayForBc
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Setup Payment Method:

Search icon > Payment methods > click on Payment methods

Here different payment methods can be added

Confirm SensePay is listed in Payment Methods
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Basic Setup
Disclaimer: Images in this guide are for example purposes. 

SensePay Settings:

Once SensePay Extension has been installed a new tab will appear 
'Integrated Payments'.

Click on Integrated Payments > SensePay Settings

IMPORTANT: (Second image: Demo Company) If in Sandbox 
Environment make sure once in SensePay Application Settings > 
Actions tab > Inquiry > Change Demo Company > Change Demo 
Company to Yes. If this is not done, this will impact the 'Work Date' 
setting in 'My Settings' which will affect posting schedule.

Payment Settings:

Production Environment: Optional. If in sandbox environment, 
leave disabled.

API Key: Enter API Key provided

Payment Link Valid Hours: This can be set to any number of 
hours. It is up to the customer to decide how many hours they 
would like the link to be valid for e.g. 10, 24, 48

Payment Method Code: SENSEPAY

Enable Debug Logging: Optional, but recommend enabling

Payment Plans: In this section only one of the two options can be 
selected at a time.

Send Payment Link on Post Sales Invoice / Order: Use if no 
card on file is setup for customers. An embedded payment link 
will be received by the customer to make payment.

 Note: There is also a separate page covering 'Customer 
Payment Link - Setup' if more guidance is necessary.

Auto Capture Payment on Post Sales Invoice / Order: 
Requires setting up card on files for the customer. If this option is 
chosen Card on File can be setup as follows:

 Note: There is also a separate page covering 'Card on File(CoF) 
- Setup' if more guidance is necessary.

Card on File Setup-

Homepage > Customers > Select customer

More Options (if Actions tab not displayed) > 
Actions tab > SensePay > Create Cards On File

Add New Credit Card tab > Enter Credit Card 
information here > Pay

Use Card on File-

Make sure to have select this option in SensePay 
Settings.

When creating a sales transaction > Under Sales 
tab choose either Sales Invoice or Sales Order > 
EFT Payment Method section > Card on File 
section > click on three dots next to Credit Card > 
select which Card on File to be used.

Recurring Invoice Settings:
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Auto generate recurring invoices on post: Optional.

Enable this option to automatically generate a recurring invoice 
for the next payment period.

Auto post and send recurring invoices: Optional.

Enable this option to automatically post invoices or sales orders 
that have the Recurring option enabled and the Recurrence 
schedule setup. Requires setting up code unit "50148 
AutoPostEFTRecurringInvoice" to run in the job queue. This is 
covered in this guide in 'Setup job queue entries' section. 

Payment Registration Setup:

Search icon > Payment Registration Setup

Journal Template Name: Payment

Journal Batch Name: General

Balancing Account Type: G/L Account

Balancing Account: 10100

Click OK

Basic Setup Information:

Search icon > Email Accounts > Add an Email Account > Enter email 
account information > Send test email to confirm

Settings icon > My Settings > Work Date > Confirm correct date

Setup Job Queue Entries:

Transaction Status Job-

Search icon > Job Queue Entry > New

Object Type to Run: Codeunit

Object ID to Run: 50141 (this checks transaction status)

Recurrence section:

It is recommended to enable all Recurring Jobs and for 
each day of the week

Next Run Date Formula:

You can specify a schedule here to run this job. You could 
have it run once a day e.g.1D, or once every 10days e.g.
10D

No. of Minutes between Runs:

Recommended 60. This would run a job every 60 minutes 
to connect to SensePass to check the transaction status.

Set Status to Ready

Recurring Invoice Job-



10

Note: Recommended to have this job run after business hours.

Search icon > Job Queue Entry > New

Object Type to Run: Codeunit

Object ID to Run: 50148

Recurrence section:

It is recommended to enable all Recurring Jobs and for 
each day of the week

Next Run Date Formula:

Recommended for production environment: 1D

Note: If 'Next Run Date Formula' is set then specific days 
previously enabled, will be disabled in the left column.

Starting Time: Can be specified

Ending Time: Can be specified

No. of Minutes between Runs:

Note: If 'Next Run Date Formula' is set this row defaults to 
0.

Set Status to Ready

Setting up Recurring Invoice in Sales Invoice-

Sales > Sales Invoices > New

General section:

Select Customer

Confirm Posting Date

Lines section: Choose item No. and quantity

Recurring Payment section:

Is Recurring Invoice: enable

Recurrence Expiration Date: When recurring invoice 
should end, up to a year from posting date.

Recurrence Frequency: e.g. 15D (15 days) In this 
example, every 15 days an invoice job will be ran.

EFT Payment Method section: Select Card on File information

It will be Posted automatically

Document Sending Profile:

Search icon > Document sending profiles > new

 This is required if you have setup a background job IMPORTANT:
to automatically post the invoice and recurring invoices, because it 
needs to be able to send a email. There can be multiple document 
profiles setup, which can be assigned to different customers depending 
on what options are best. These different document sending profiles can 
be assigned to various customers: homepage > customers > general 
section > show more > document sending profile

General:

Code: Name for profile e.g. SENDPROFILE

Description: Short summary of code name chosen above e.g. 
document sending profile
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Sending Options:

Printer: e.g. No

Email: e.g. Yes

Email Attachment: PDF

Disk: e.g. No

Electronic Document: e.g. No

Setting up Customer:

Click on Customers tab

General section > show more > Enter name and Select document 
sending profile...

Address and Contact section > Enter customer address, email address 
and phone number

Contact > Enter contact name

 IMPORTANT: Make sure to assign a email address to every 
customer. This will enable the ability to email payment links and 
invoices to customer.

Invoicing section > Enter information

Payments section> Enter Information

Payment Terms Code: e.g. 15 Days

Payment Method Code: SENSEPAY

 IMPORTANT: Payment method code can be changed to 
something other than what is selected here in customer 
information, when you create a sales invoice.

Shipping section: Enter Information
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Card on File(CoF) - Setup
Disclaimer: Images in this guide are for example purposes. 

This information is also covered in the 'Installation and Setup for SensePay' guide.Note: 

    When using Card on File, Business Central will send an invoice. 

Create Card on File:

Homepage >Integrated Payments > SensePay Settings > Payment 
Plans section

'Auto Capture Payment on post Sales Order/Invoice' move radio 
button to right. This will turn on the Card on File feature under 
Customer tab.

Homepage > Customers > Select customer

More Options (if Actions tab not displayed) > Actions tab > SensePay > 
Create Cards On File 

Add New Credit Card tab > Enter Credit Card information here > Pay

Use Card on File:

Under Sales tab choose either Sales Invoice or Sales Order > EFT 
Payment Method section > Card on File section > click on three dots 
next to Credit Card > select which Card on File to be used.

Delete Card on File:

Homepage > Customers > Select customer

More Options (if Actions tab not displayed) > Actions tab > SensePay > 
Create Cards On File 

Select Card to be deleted > More Options (if Actions tab not displayed) 
> Actions tab > Delete Selected Card
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Set Default Card on File:

Homepage > Customers > Select customer

More Options (if Actions tab not displayed) > Actions tab > SensePay > 
Create Cards On File 

Select Card to be deleted > More Options (if Actions tab not displayed) 
> Actions tab > Delete Selected Card
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Customer Payment Link - Setup
Disclaimer: Images in this guide are for example purposes. 

This information is also covered in the 'Installation and Setup for SensePay' guide.Note: 

   When using Payment Link, SensePass will send a receipt

Setup Payment Link on Post Sales Order
/Invoice:

Integrated Payments > SensePay Settings > Payment Plans section:

'Send Payment Link on post Sales Order/Invoice' move radio 
button to right.

This will turn on the Send Payment link feature under Customer 
tab.

Create Sales Invoice or Sales Order:

Sales > Sales Invoice or Sales Order > New

General section: Select Customer No.

Lines section: Select No. and quantity

Invoice Details section: Payment Method Code- SENSEPAY

EFT Payment Method: The Send Payment link radio button is 
grayed out and already turned to ON. The option of Card on File 
is no longer present.

Post Sales Invoice:

Hover over Post icon tab (upper left hand corner, directly 
under Home tab)

 Note: It is recommended to choose Post and Send here.

Post- Customer will NOT receive an email of the 
invoice

Post and Send- Customer will receive an email of 
the invoice

Customer Payment Link - Pay:

Go to email account listed under customer information in General 
section, find emailed invoice.

Click on 'Pay the Invoice' button > Click on preferred payment 
option

Depending on how this was Posted the customer would get 
several emails:

Post - emails would include: Pay the Invoice with link and 
receipt once it was paid

Post and Send - emails would include: Sales invoice, Pay 
the Invoice with link and receipt once it was paid

Check Transaction Status.
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PayByLink for Tokenization
Disclaimer: Images in this guide are for example purposes.

Customers tab > Select Customer > Actions tab > SensePay > 
Create Cards on File

On the Customer Credit Cards List page

Actions > Tokenization > Add Card by Link

'Send request to customer to create a card token?'

Click Yes. Click Ok.

Check Email

Click on the payment link

Pay with the card displayed

Transaction should be approved

Customer credit cards list page

Click Refresh Token button

It should add and display a new credit card entry

Note: The tokenization transaction also is updated by the 
"CheckInitTransactionStatus" job queue the runs periodically.
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Transactions



18

Sales Invoices
Disclaimer: Images in this guide are for example purposes.

Description: Sales invoice for customer after you ship the item.

Create Sales Invoice:

Sales tab > Sales Invoices > New >

General section:

Show more > Customer No.

 Important: Confirm in General section the email address is 
present and posting date is the correct date.

Lines section: This is where the item information is entered.

Lines section > No. (drop down menu) > Select item

Quantity tab > Enter quantity

Invoice Details section:

Invoice Details section > Show more

 Note: If this was entered in on customer card page, the 
information will already be filled in, but can be changed if needed.

Payment Terms Code: Select terms code from list

Payment Method Code: SensePay

Recurring Payment section:

 Important: This needs to be setup in Job Queue Entries to be enabled. 
If this option was not enabled in SensePay Settings, this option will not 
appear here.  If Recurring Payment is not needed this section can be 
skipped.

 Setup Recurring Payment-

Search icon > Job Queue Entry > New

Object Type to Run: Codeunit

Object ID to Run: 50148

Recurrence section:

It is recommended to enable all Recurring Jobs and for 
each day of the week

Next Run Date Formula:

Recommended for production environment: 1D

Note: If 'Next Run Date Formula' is set then specific days 
previously enabled, will be disabled in the left column.

Starting Time: Can be specified

Ending Time: Can be specified

No. of Minutes between Runs:

Note: If 'Next Run Date Formula' is set this row defaults to 
0.

Set Status to Ready
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Recurring Payment section in Sales Invoice, following 
setting up Recurring payments job queue:

Is Recurring Invoice: enable

Recurrence Expiration Date: When recurring invoice 
should end, up to a year from posting date.

Recurrence Frequency: e.g. 15D (15 days) In this 
example, every 15 days an invoice job will be ran.

 Note: If Recurring Payment is enabled, then in EFT Payment 
Method section Card on File has to be provided and selected.

Recurring Payment will be Posted automatically.

EFT Payment Method section:

Card on File Used

Radio button 'Send Payment Link to Customer' is grayed out

Select Card on File information to be use

Send Payment Link to Customer Used

Radio button 'Send Payment Link to Customer' is on and moved 
to the right

 Important: If in this section the radio button to 'Send Payment 
Link to Customer' is grayed out, that is because in SensePay 
settings this option was not selected. You can change that by 
doing the following:

Homepage> Integrated Payments > SensePay Settings > 
Payment Plans section

Send Payment Link on Post Sales Invoice / Order: Move 
radio button to the right(on)

Go back to Sales tab > Sales Invoices > Select the sales invoice 
> EFT Payment Method section > confirm radio button is on for 
'Send Payment Link to Customer'

Post Sales Invoice:

Hover over Post icon tab (upper left hand corner, directly 
under Home tab)

Note: It is recommended to choose Post and Send here.

Post- Customer will NOT receive an email of the 
invoice

Post and Send- Customer will receive an email of 
the invoice

Click Yes

Confirm Successful Post of Sales Invoice:

Check email account that was listed in customer information, to confirm 
that sending of invoice was successful. There should also be a sales 
invoice attachment in the email.

Once the invoice has posted, it is moved from 'Sales Invoices' to 'Posted 
Sales Invoices'. To confirm this do the following:
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Sales > Posted Sales Invoices

Look for invoice no.. It should now have a 0.00 Remaining 
Amount. On right hand side under 'Details' it should show the 
Status as TransactionApproved.

Important: If struggling to find invoice no. on Posted Sales Invoice 
page,  click on filter icon on upper right hand side > use 'Filter list by' 
and change the 'No.' column to descending. 

Check Transaction History: While on Posted Sales Invoice page > 
Click on 'Customer No.' for said invoice > click on name used on invoice 
e.g. 'School of Fine Art' > Customer Card page. (see screenshot)

On Customer page hover over Actions tab > SensePay > Click on EFT 
Transaction History. Here you can confirm status as 
'TransactionApproved'.

Customer Ledger Entries Journal: Customers > select the customer 
to confirm Post of Sales Invoice > Customer tab > Ledger Entries > look 
for Invoice under  'Document No.' column. Here you can see the invoice 
and the payment applied to that invoice. (see screenshot) 

Important: Always confirm that a payment has been applied to an 
invoice in Ledger Entries. 
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Sales Order
Disclaimer: Images in this guide are for example purposes.

Description: Need to ship item before it creates a sales order.

Create a Sales Order:

Sales > Sales Order > New

General section:

Show more > Customer No.

 Important: Confirm in General section the email address is 
present and posting date is the correct date.

Lines section: This is where the item information is entered.

Lines section > No. (drop down menu) > Select item

Quantity tab > Enter quantity

Invoice Details section:

Invoice Details section > Show more

Payment Terms Code: Select terms code from list

Payment Method Code: SensePay

Recurring Payment section:

 Important: This needs to be setup in Job Queue Entries to be enabled. 
If Recurring Payment is not needed this section can be skipped.

Setup Recurring Payment-

Note: Recommended to have this job run after business hours.

Search icon > Job Queue Entry > New

Object Type to Run: Codeunit

Object ID to Run: 50148

Recurrence section:

It is recommended to enable all Recurring Jobs and for 
each day of the week

Next Run Date Formula:

Recommended for production environment: 1D

Note: If 'Next Run Date Formula' is set then specific days 
previously enabled, will be disabled in the left column.

Starting Time: Can be specified

Ending Time: Can be specified

No. of Minutes between Runs:

Note: If 'Next Run Date Formula' is set this row defaults to 
0.

Set Status to Ready
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Recurring Payment section in Sales Order, following setting 
up Recurring payments job queue:

Is Recurring Invoice: enable

Recurrence Expiration Date: When recurring invoice 
should end, up to a year from posting date.

Recurrence Frequency: e.g. 15D (15 days) In this 
example, every 15 days an invoice job will be ran.

 Note: If Recurring Payment is enabled, then in EFT Payment 
Method section Card on File has to be provided and selected.

Recurring Payment will be Posted automatically.

EFT Payment Method section:

Card on File Used

Radio button 'Send Payment Link to Customer' is grayed out

Select Card on File information to be use

Send Payment Link to Customer Used

Radio button 'Send Payment Link to Customer' is on and moved 
to the right

 Important: If in this section the radio button to 'Send Payment 
Link to Customer' is grayed out, that is because in SensePay 
settings this option was not selected. You can change that by 
doing the following:

Homepage> Integrated Payments > SensePay Settings > 
Payment Plans section

Send Payment Link on Post Sales Invoice / Order: Move 
radio button to the right(on)

Go back to Sales tab > Sales Invoices > Select the sales invoice 
> EFT Payment Method section > confirm radio button is on for 
'Send Payment Link to Customer'

Post Sales Invoice:

Hover over Post icon tab (upper left hand corner, directly 
under Home tab)

Note: It is recommended to choose Post and Send here.

Post- Customer will NOT receive an email of the 
invoice

Post and Send- Customer will receive an email of 
the invoice

 Important: An item needs to be shipped first before an invoice is 
posted.  Make sure to choose 'Ship and Invoice' option > click OK.
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Sales Order: Post PrePayment Invoice and Void Post 
Prepayment Invoice

Disclaimer: Images in this guide are for example purposes. 

This is only possible for Sales Order, not Sales Invoice. Note: 

Before posting prepayment invoices, it is required to setup the prepayment posting account, setup the number series for prepayment 
documents and make sure you are on latest SensePay build (1.0.11.3) or newer

Prepayment Account Setup:

Search icon > General Posting Setup

Select a prepayment account from the drop down list

Number series setup:

Search icon > Sales & Receivables Setup

Number Series section 

Enter the series number for:

Posted PrePmt. Inv. Nos.

e.g. P-PRINV+

Posted PrePmt. Cr. Memo Nos.

e.g. P-PCRM+

Create Sales Order:

Sales > Sales Order > New

General and Lines section-

Select a customer

Enter a line item

EFT Payment Method section-

Choose either Payment link or Card on file

Note: This can be changed in Integrated 
Payments > SensePay Settings

Prepayment section-

Prepayment %:  Enter amount, e.g. 25
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Actions tab > Posting > Prepayment > Post Prepayment 
Invoice

After the prepayment has been posted

Related tab > Prepayment > Prepayment Invoices

It should show the posted prepayment invoice and amount

Check the Following:

Sales order

General section-

Status: "Pending Prepayment"

Home page > Customers > select Customer > Customer tab 
> Ledger entries

It should show a payment entry applied to the prepayment 
invoice

Go back to  page > select the sales orderSales order

Note: If payment link option was used. Do not set the 
Sales Order to Release status until the customer 
completes the payment and the transaction is updated

Click Release tab, to release the sales order

The status of the sales order should change to 
"Released"

Void or Refund the Prepayment:

Open the Sales Order page > select the Sales Order to be 
refunded

Actions tab > Posting > Prepayment > Post 
Prepayment Credit Memos

After the prepayment credit memo has been posted

Related tab > Prepayment > Prepayment Credit Memo

It should show the credit memo for the prepayment
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Open the Sales Order > select the Sales Order 

Actions tab > Posting > Prepayment > Post 
Prepayment Invoice again

It should show the status of the invoice as "Pending 
Prepayment"

Go back to Sales Order page > highlight the Sales Order

Note: If payment link option was used. Do not set the 
Sales Order to Release status until the customer 
completes the payment and the transaction is updated

Click , to release the sales order.Release tab

The status of the  sales order should change 
to "Released"

Post and Send, the entire sales order

Check the  pagePosted Sales Invoice

Note: The posted sales invoice and the amount, which 
should be the total minus the prepayment amount

Check the  pageLedger Entries

Homepage > Customers > select Customer > 
Customer tab > Ledger Entries

It should show the payment entries applied to the 
sales order invoice and the prepayment invoice.
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Sales Orders: Pay Deposit or Refund Deposit
Disclaimer: Images in this guide are for example purposes. 

This is only possible for Sales Order, not Sales Invoice.Note: 

Pay Deposit Setup:

Sales > Sales Orders > New

General section: Select Customer

Lines section: Select item and quantity

Invoice Details section: Payment Method Code - SENSEPAY

EFT Payment Method section: Enter Card on File information if 
this is to be used for deposit

Actions > SensePay > Pay Deposit

Amount To Charge: Enter deposit amount

Description: e.g. Deposit

Actions: Choose either option

'Process by Card on File'

'Process by Manual Entry'

A new screen will pop up and when filling in the 
phone number box

Enter (area code) phone number > then 
insert a "1" at the beginning of the phone 
number

Note:  If you enter a "1" first followed by the 
10-digit numbers, the numbers will be 
truncated.

Deposit approved and processed. Click OK. Click Close

When Deposit approved, back on Sales Order page Invoice Details 
section a deposit field will show the approved amount.

Post and Send:

Post icon (on Sales Orders page) > Post and Send > Click Ship and 
Invoice
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Refund Deposit Setup:

Sales > Sales Orders > Click on Sales Order that has Deposit to be 
Refunded

Confirm Sales Order information:

General section: Customer

Lines section: Item and quantity

Invoice Details section: Payment Method Code - SENSEPAY

Actions > SensePay > Refund Deposit

Amount To Charge: Enter deposit amount to be Refunded

Description: e.g. Refund

Actions: Process Refund/Void Transaction

Refunded to original payment transaction. Click OK. Click Close.

Post and Send:

Post icon (on Sales Orders page) > Post and Send > Click Ship and 
Invoice
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Post and Send - Sales Invoice or Order by SMS
Disclaimer: Images in this guide are for example purposes.

Edit Customer phone number:

Customers tab > Select Customer > Customer card page

Add a prefix "1" to beginning of the Customer phone number

Run transaction using SMS:

Integrated Payments tab > SensePay Settings

Enable > Pay by Link option

Sales tab > Sales Order or Sales Invoice > New

Enter Customer information

Select item and quantity

Post

The customer should receive a payment link in the email as well 
as in the phone text message.

Confirm Transaction Approved:

Customers tab > Select Customer > Customer tab > Customer 
 > Show Queued TransactionsLedger Entries

Actions tab > Run update job

Status > TransactionApproved

Create a card on file by SMS:
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Customers tab > Select Customer > Customer card page

Actions tab > Tokenization > Add a New Credit Card

In the phone number box

Enter (area code) phone number > then 
insert a "1" at the beginning of the phone 
number

Note:  If you enter a "1" first followed by the 
10-digit numbers, the numbers will be 
truncated.



31

Returns
Disclaimer: Images in this guide are for example purposes.

Create a Return:

 Important: Add product payment first before creating credit memo

Sales > Posted Sales Invoices > Select Customer No. > Customer Card 
page > Customer tab > Ledger Entries > Find Invoice

Confirm there are both an Invoice and a separate Payment for 
purchased item Highlight under Document type the 'Payment' row 
for this item > Click Apply Entries > Click Unapply Entries > 
Under 'Initial Document Type' Payment should be highlighted > 
Unapply > Yes > OK

Go back to Sales > Posted Sales Invoices page > Refresh the 
page > Now the invoice should show under 'Remaining Amount' 
column the original cost of the item and not 0.00.

Create Corrective Credit Memo:

 Important: There are two ways to Create Corrective Credit 
Memo's

On Posted Sales Invoices page, highlight the invoice:

Option #1- Under No. column click on the three dots > 
Create Corrective Credit Memo

Option #2-  Correct tab > under No. column click on the 
three dots > Create Corrective Credit Memo

Sales Credit Memo page:

 Important: On Sales Credit Memo page is where a full return or 
a partial return and be made. A partial return in SensePay can 
only be done once on a transaction.

General section: Applies-to Doc. No. is the correct 
Invoice number for the return

Lines section: Confirm items, quantity and amount to be 
returned

Credit Memo Details: Confirm under Payment Method 
Code that SENSEPAY is selected

Post Sales Invoice:

Hover over Post icon tab (upper left hand corner, directly 
under Home tab)

Note: It is recommended to choose Post here.

Post- Customer will NOT receive an email of the 
invoice
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1.  

2.  

Post and Send- Customer will receive an email of 
the invoice

Click Yes

Posted Sales Credit Memo page:

Transaction has been refunded. This can be confirmed in several 
locations:

Sales > Posted Sales Credit Memos > Search for invoice > 
Remaining Amount should be 0.00. Also, under Details listed 
on the far right side status is updated to TransactionRefund.
Customer page > Customer > Ledger Entries > under 
Document Type it should show Credit Memo and show under 
'Amount' a negative amount of the original cost should be 
shown e.g. -1.34

Sales Return Orders:

Customer > Select Customer > Customer tab > Ledger entries > Find 
the payment entry for the posted invoice > Highlight the payment line> 
Click Apply Entries tab > Click Unapply entries > Click Unapply button > 
Yes > OK

Sales > Sales Return Orders > New

General section: select Customer

Invoice Details section:

Applies-to Doc. Type > Invoice

Applies-to Doc. No. > click three dots > select Invoice to 
be returned

Lines section: Either manually enter the item information  OR

Go to Prepare tab > Copy Document

Document type: Posted Invoice

Document No.: Find invoice with correct number

Click OK. This will auto fill the line item information 
for the Sales Return Order.

Invoice Details section:

Payment Method Code: SENSEPAY

Home > Post > Receive and Invoice > OK > Yes

Confirming Sales Return Orders:

There are two places to look, to confirm Sales Return Orders:

On Posted Sales Credit Memo page, in the Details box on right 
hand side the status is now TransactionRefund.
Customers > Select customer > Customer tab> Ledger Entries 
> Highlight invoice

Document Type will now be Credit Memo and Remaining 
Amount will be 0.00
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Partial Refund
Disclaimer: Images in this guide are for example purposes.

Setup Scenario for Testing:

Integrated Payments tab > SensePay Settings

Enable Pay by Link or Card on File option

Sales tab > Sales Invoice or Sales Order > New

Added a few line items and select quantity

Pay by link was selected > check email and pay

Card on File selected > fill in Card on File information

Post 

Partial Refund:

Home page > Customers > Select Customer > Customer tab > Ledger 
Entries > Show Queued Transactions

Transaction status should be TransactionApproved

If not approved:

Click on transaction > Actions tab > Run update Job

Customer Ledger Entries page > Highlight  and click three Payment
dots > Select > Unapply > Yes > OkUnapply Entries... 

Sales tab >  > Sales Credit Memo New

Select Customer

Applies-to-Doc.-Type... > Select Invoice

Applies-to-Doc.-No. > Click three dots

Highlight the invoice to be returned > Click Ok

To fill in Line Item information

At the top click Prepare > Copy Document... > Document 
No. > Click the three dots > Highlight the Posted Sales 
Invoice > Click Ok > Click Ok

Delete a line item from the credit memo to perform a partial 
refund

Home > the credit memo > YesPost 
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Check Status:

Customers tab > Select Customer > Actions tab > SensePay >  EFT 
Transaction History

Status > TransactionPartiallyRefunded

Note:  All the SensePass transactions logs can be viewed from the 
Settings page.

Integrated Payments > SensePay Settings > Action > Inquiry > Sh
ow logs

The most recent SensePass request and response entries 
should be on the top.

To see the details of the latest log message, click on the 
top entry, copy the response message and paste into a 
notepad.

Check the " " and " " refundConfirmation amount
fields in the response, it should show the partial 
amount being approved.



36

1.  
2.  
3.  

Make On Account Payment
Disclaimer: Images in this guide are for example purposes.

 Note: On Account Payments can be tied to a Sales Invoice or not. 
Account Payment option can be used if payment link sent to customer 
has expired and invoice is past due.

Customer > Select customer > Customer page:

Payments: Payment Method Code- SENSEPAY

Actions > SensePay > Make On Account Payment

Amount to Charge: Enter amount to be charged

Description: e.g. Payment

Applied-to-Doc. No.: click three dots and attach sales 
invoice or leave blank if it does not need to be attached to 
a sales invoice

Card on File section: Select Card on File

Actions tab: Select either option

'Process By Card on File'

'Process By Manual Entry'

A new screen will pop up and when filling in 
the phone number box

Enter (area code) phone number > 
then insert a "1" at the beginning of 
the phone number

Note:  If you enter a "1" first followed 
by the 10-digit numbers, the numbers 
will be truncated.

Click OK

Confirm Payment has been Applied:

Customer > Ledger Entries > Confirm payment
Customer > Balance due > Will reflect new balance
Customer > Actions tab > SensePay > EFT Transaction history

Void on Account Payment:

Customer > Select customer > Customer card page > Actions > 
SensePay > Make on Account Payment

Amount to charge: Enter amount

Description: e.g. payment

Actions > Choose either option

'Process by Card on File'

'Process by Manual Entry'

A new screen will pop up and when filling in the 
phone number box
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Enter (area code) phone number > then 
insert a "1" at the beginning of the phone 
number

Note:  If you enter a "1" first followed by the 
10-digit numbers, the numbers will be 
truncated.

Click OK.

Click Close.

Customer Ledger entries > Click on the newly generated payment entry 
> Click Reverse Transaction > Select Reverse

Confirm void on account payment:

Customer Ledger Entry page, a new payment entry with a 
corresponding positive amount.

EFT Transaction History page > status "TransactionRefund"
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Cancel Payment - Before Customer Pays by Payment Link
Disclaimer: Images in this guide are for example purposes.

Note: The cancelling of a posted invoice is only applicable if the invoice is not yet paid.

Setup Scenario for Testing:

Integrated Payments tab > SensePay Settings

Enable > Pay by link

Sales tab > Sales Invoice or Sales Order > New

Enter Customer information

Select Item and quantity

Post

The customer should receive a payment link in the email

Cancel Payment:

After the Sales Invoice is Posted > Go to Posted Sales Invoice page

Click on the desired that is to be canceledPosted Invoice 

Click on Correct button > Choose Cancel > a Display 
Prompt will appear > Select Yes

This will cancel the transaction and create a new Cr
edit Memo

Note: The payment link should become invalid. If testing, verify by 
clicking on the payment link from the email. It should show the payment 
page is unavailable.

Note: If the payment link is already clicked on and the customer has 
made the payment, then when an invoice is cancelled, a refund will be 
performed when a credit memo (return) is created.
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Additional Features
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Authorize: Sales Invoice or Sales Order
Disclaimer: Images in this guide are for example purposes.

Setup Authorization:

Sales > Sales Invoice or Sales Order > New

General section: Select Customer

Lines section: Choose item No. and quantity

Actions tab > SensePay > Authorize

Description: Enter description here

Actions: Choose either option

'Process by Card on File'
'Process by Manual Entry'

A new screen will pop up and when filling in the 
phone number box

Enter (area code) phone number > then 
insert a "1" at the beginning of the phone 
number

Note:  If you enter a "1" first followed by the 
10-digit numbers, the numbers will be 
truncated.

Screen with pop up with authorization was 
approved. Click OK.

Void Authorization:

Sales > Sales Invoice or Sales Order > Find invoice

General section: Confirm Customer

Lines section: Confirm item No. and quantity

Actions tab > SensePay > Void Authorization

Description: Enter description here

Actions: Process Refund/Void Transaction

Screen with pop up with authorization was been voided. Click OK.
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Post and Send:

Sales Invoice or Sales Order> Post icon > Post and Send
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Customer Info sent as part of Auth/Capture
Disclaimer: Images in this guide are for example purposes.

Create Sales invoice:

Sales > Sales invoice > New

Enter customer information

Select item and quantity

Actions tab > SensePay > Authorize

Authorize Payment page

Action > Other > Send Payment Link

The customer should receive a payment link in the 
email. Click on the payment link to complete the 
authorization.

Sales Invoice page

Actions > SensePay > Check Authorization Status

The following should be updated by this process on Sales 
Invoice page, if the authorization is completed and 
successful:

The card number, card type and card expiration date

Note: If the "Send payment link to customer" option 
is enabled, it will be turned off.

Post

Note: The authorization status and payment details of the sales 
invoice will also be updated by the "CheckInitTransactionStatus" 
job queue that runs periodically
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Check Transaction Status
Disclaimer: Images in this guide are for example purposes.

Check Transaction Status:

There are a couple ways to achieve this.

Option #1:  Search icon > 'Job Queue Entry' > column Object 
Caption to Run will have 'CheckInitTransactionStatus' listed > 
highlight the correct row > click 'Set Status to Ready'

Option #2: Sales >Sales invoices page > click on Customer > 
Customer > Ledger Entries > Show Queue Transaction > click on 
the correct row > highlight the row again > Action > Run Update 
Job. This will update the status of the job ran.

After sale has posted:

Option #3: Sales > Posted Sales Invoice > Find invoice > 
Open posted sales invoice

Remaining amount: 0.00

Status: TransactionApproved
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Recurring Invoice
Disclaimer: Images in this guide are for example purposes.

This information is also covered in the 'Installation and Setup for SensePay' guide. Note:

Setup Recurring Invoices:

Search icon > Job Queue Entry > New

Object Type to Run: Codeunit

Object ID to Run: 50148

Recurrence section:

It is recommended to enable all Recurring Jobs and for 
each day of the week

Next Run Date Formula:

Recommended for production environment: 1D

Note: If 'Next Run Date Formula' is set then specific days 
previously enabled, will be disabled in the left column.

Starting Time: Can be specified

Ending Time: Can be specified

Note: Recommended to have this job run after business 
hours.

No. of Minutes between Runs:

Note: If 'Next Run Date Formula' is set this row defaults to 
0.

Set Status to Ready

SensePay Application Settings:

Integrated Payments > SensePay settings >

Payment Plans

Enable > Either option

Recurring Invoice Settings

Enable > Auto generate recurring invoices on post

Enable > Auto post and send recurring invoices

Setting up Recurring Invoice in Sales Invoice-

Sales > Sales Invoices > New

General section:

Select Customer

Confirm Posting Date

Lines section: Choose item No. and quantity

Invoice Details:

Payment Terms code: Select terms code

Payment Method code: SENSEPAY
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Recurring Payment section:

Is Recurring Invoice: Enable

Recurrence Expiration Date: When recurring invoice 
should end, up to a year from posting date.

Recurrence Frequency: e.g. 15D (15 days) In this 
example, every 15 days an invoice job will be ran.

EFT Payment Method section:

Select Card on File information

Post icon > Post
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Report Layout
Disclaimer: Images in this guide are for example purposes.

Report Layout - Import and Setup for 
Sales Invoice:

Search icon > Report Layouts

Reports layouts page > Search icon > 1306

Click New Layout

Report ID: 1306

Layout Name: SensePay Invoice

Description: SensePay Invoice

Format Options: RDLC

Click OK

Choose RDLC Layout File: click here to 
browse

Search icon > Report Layout Selection

Select Layout > Search Icon > 1306

Highlight 1306 > Click Select Layout > click on 1306 with 
description: 'SensePay  Invoice' or whatever was entered 
in previous description when new layout was created

Search icon > Report Selection - Sales

Under 'email body layout description': click on 'Invoicing'

Highlight row with description: 'Invoicing'
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Manually Run a Job
Disclaimer: Images in this guide are for example purposes.

 Note: Make sure on Job queue entries page > CheckInitTransactonStatu
s is On Hold, while manually running job. Once the need to run a job 
manually has past, make sure to change CheckInitTransactonStatus 
status back to Ready. 

Customers > Select Customer > Customer tab > Ledger Entries > Show 
Queue Transaction 

Initialized queue transaction page > Actions tab > Run update job
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