The Golf Club


IC Verify End-of-day Close-out


Directions: Check the steps off as you complete them.


Write your name/initials here: __________________________.  Today’s date: _______________________


Perform your normal InfoTouch shift and daily close-outs.


When the close-out is complete, go to the ICVERIFY computer.


At the DOS prompt, hold the ALT key down and press the V key to display the menu. (This is called ALT-V)


Select CHARGE CARD AUTHORIZATION (and press ENTER)


Press the DOWN ARROW KEY to select SETTLEMENT, then press ENTER.


It should say… “PROCESSING…”   The total of the batch and number of transactions should appear. 


Write the information here:   


Batch #:_________________________________


Batch total:_______________________________   


Number of items:__________________________


Type a Y at REPORT OPTIONS and press ENTER.


Type a Y at PRINTER and press ENTER. This will redo the processing step but will print the results on the printer. This printout may be handy in case the batch settlement doesn’t take for some reason.


Type a Y to the “CLOSE BATCH NOW?” question. This should be done only once, because it actually dials out and transmits the data to your card processor.  Note whether the batch was approved or not approved. If it’s NOT approved, you should call your credit card processor (NOT ICVERIFY).


When it’s done, the screen may look like it did at step #1 above. 


Write the totals here again:   


Batch total:_________________________________ 


Number of items:____________________________





Circle one of the following:   Settlement     		APPROVED			NOT APPROVED





Type the long authorization number here: ____________________________________________


                                                                    ____________________________________________


If it was APPROVED, go to step # 17 below.


If it was NOT APPROVED, write the phone number (from the screen)  here:_____________________


Write the SETTLEMENT NOT APPROVED number here: ___________________________________


Write the VOICE AUTHORIZATION number here: _________________________________________


Call the telephone number. Write the person’s name you talked to here:_________________________ 


Write your recap of your conversation with this person here:














You’re done. You can press the ESC key (escape) three times to exit back to the C:\ICVERIFY  prompt.


If you have trouble with any of these steps, call the ICVERIFY people for help in using their software. The customer help telephone number is 1-800-382-5535. They will ask for your special IC Verify code number, which is _____________.
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