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Payments User Guide 
Overview 
Improve your customer and employee experience through mobile payments and onsite payment terminals 
through the Payments solution.  The Payment solution is run on the iService platform.  The solution can be 
used in one of these three configurations depending on the solutions that a dealer may be using. 

• iService standalone customers – no integration offered with a competitive DMS provider 
• iService customers who are also using Lightyear as their DMS 
• Lightyear only customers will receive an iService site to run the Payments solution 

 
Accepting Payments in Service 

Select the $ button from the top navigation bar in the Totals window in Service. 

 
 
The Payments for Repair Order popup will appear.  The user will need to select how to process the card 
payment by selecting Text Customer, Manually Enter Card or Swipe / Tap Card. 
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Processing Swipe / Tap Card Payment 
• Select the Swipe / Tap Card button and confirm the balance due, that pulls to the Amount field.   
• Based on the settings for Processing Fees, a user may also see an amount in the Processing Fee field 

that charges the customer an additional fee for use of the credit card. 
• Choose a Terminal from the drop-down menu and select Push to Terminal button to process the 

transaction. 

 
 

• Once the card transaction is processed, the user will see a timestamp in green to indicate the payment 
has been processed. 
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• The Accounting distribution for the transaction will appear in the distribution section of the Totals 
window. 

 
 
 

Accepting Payments in Parts 
Select the $ button from the top navigation bar in the Counter window. 

 
 
The Payments for Parts Invoice popup will appear.  The user will need to select how to process the card 
payment by selecting Text Customer, Manually Enter Card or Swipe / Tap Card.   
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Processing Manual Payment 
The Amount field will populate with the remaining balance due.  

 
 
Select the Add Payment button to process the amount entered in the Amount field. 
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Processing Swipe/Tap Payment 
• Select the Swipe / Tap Card button and confirm the balance due that pulls to the Amount field.   
• Based on the settings for Processing Fees, a user may also see an amount in the Processing Fee field 

that charges the customer an additional fee for use of the credit card. 
• Choose a Terminal from the drop-down menu and select Push to Terminal button to process the 

transaction. 

 
 

• Once the card transaction is processed, the user will see CONFIRMED in green 

 
 

• The Accounting distribution for the transaction will appear in the distribution section of the Counter 
window. 
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Voiding a Transaction 
A transaction can be voided but it must be voided before the batch cutoff time for the daily credit card 
processing.  A void transaction will “undo” the original credit card transaction before it is settled and will avoid 
incurring any processing fees. 
 
The Void button will be active in the payment window.  

 
 
For Service & Parts, voids write back a second distribution (to maintain the paper trail). For Finance payments, 
the system will void the receipt in Lightyear. 
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Processing Refunds 
 

Parts – Credit Memo 
A credit card refund can be processed in the Counter window in Parts. To process a refund, follow these steps. 
 

1. Make sure the original CT is in status “99” which means it has been posted to accounting 
2. Follow the normal steps to process a Credit Memo, returning the part(s) to inventory and creating a 

“CM” invoice 
• Access the Counter window in Parts and locate the original CT. 
• Click Options, Create Credit Invoice   
• Highlight the parts that are being returned from the original invoice 
• Click the Hyperlink at the top of the Create Credit Memo window 

 

 
 

• Adjust QtyOrd field to represent the number of parts being returned, then select Create New 
Credit Memo 
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• The original invoice will now appear with a “CM” at the end of the counter ticket number. 

 
 

3. Refund the payment 
• Click the $ Pay button from the Counter window  
• The Payments for Parts Invoice pop up will appear 
• The refund amount will pull to the Amount line.  Leave the negative amount in the Amount field 

alone. 
• Hit Refund button  
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• The Refund Payment pop-up will appear 
• The user will need to update the amount to be refunded to match the amount of the Credit Memo, 

then tap Refund 

 

• Continue with the normal steps to process a credit card transaction.  When everything has been 
completed for the refund transaction the user will receive this confirmation pop-up message. 
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RO’s and F&I 
The refund process for RO’s and monies taken in F&I will follow the same process flow.  The user will need to 
locate the original transaction in Lightyear to proceed with processing a refund. 
 
 
 
 

Refund the payment 
• Click the $ Pay from one of the following windows 

o From the Totals window in Service for RO’s 
o From the Deal Transaction window in F&I for Deals 
o From the Customer Master window when monies were collected against a customer 

number i.e., no RO, CT or Car Deal. 
• Find the original transaction and hit Refund  

 

• The default amount is the full transaction value. The user can adjust the amount if needed, then tap 
Refund.  

Note:  Surcharges are not calculated when processing a refund.  The refund amount will default 
the original transaction amount less any surcharges.  
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Exception: If the original transaction was a debit PIN, industry practice requires the customer to provide a 
physical card they want the funds returned. 

1. Select Refund to Terminal 
2. On the pin pad, select Manually Enter or Swipe/Tap 
3. Key in the desired card (or swipe it). It does not need to be the original payment method. 

 
Writeback 
For Repair Orders & Counter Tickets, a new distribution writes back for the negative amount. This retains the 
audit trail for accounting purposes. 

For Deals a refund will void the receipt in Lightyear. Refunds writeback if they are for the full amount and the 
receipt’s still open in Lightyear; otherwise, the user’s warned they need to manually update the accounting.  

Accepting Payments in F&I 
To process a payment from the Deal Transaction window, a deal must be started in F&I to link a card 
transaction.  The option to process payments is also available in the Wholesale/Dealer Trade window. 
 
The amount that pulls into the payment request comes from the Cash Down field in the Buy window or the 
Lease window. 
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Processing payments from the Guest window 

 
 

Processing a Payment – No Stock # 
From the Guest window, select a customer to process a payment, then select the $ Pay button.  A deal # will 
be created to tie the customer payment for tracking purposes, along with a Cash Receipt.   
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Enter the amount to collect in the Amount box and select Add Payment 

 
 
Choose how the customer will pay, Text Customer, Manually Enter Card, or Swipe/Tap Card 
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If Swipe/Tap Card is selected the user will need to select which Terminal, they are using to process the 
transaction.  If a Processing Fee has been set up to calculate, that will display in the window. 
Then select Push to Terminal to send the credit card transaction. 

 
 
The user will receive the following notification once the Push to Terminal button has been selected 

 
 

A CONFIRMED message will display once the transaction has been completed. 
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A cash receipt will be generated in Lightyear for the transaction. 

 
 

Card on File 
When dealership employees process a payment, they can save the credit card number to the customer’s 
account. The sensitive credit card information is stored securely through Global Pay – iService never sees card 
numbers, simply storing an identifier Global Pay uses to locate the card. 
 
Select the Save Card for Future Payments checkbox to store the credit card number securely. 
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Text to Pay 
A user can elect to send a text to pay request to a customer.   

 
 
The customer will select payment by debit card or credit card.  Processing fees will appear based on Payment 
settings.  The customer will then manually enter the card number and select the green Pay button to process 
the payment. 
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Reconciliation Process – Reporting 
There are three reports that can be used to aid in the reconciliation process for a cashier or accounting office.  
To locate the reports, select from the left navigation Reporting, then select the report for the desired 
department Payments (Service), Payments (Parts), or Payments (Finance). 

 
 
The Payment reports will default the current system date in the Transaction Date field.  A user can opt to 
select a transaction date range.   
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To reprint a receipt for a card transaction, select the printer icon at the end of a transaction row.  A print dialog 
box will appear to print the customer’s receipt. 

 
 
For users that would like to Export the report there are options to export to either a CSV or Excel format, from 
the bottom left of the Payment report window. 
 

 
 
Report Column Headings: 
Type – whether the transaction was processed as an actual Payment, Refund or Void transaction 
Processed By – this will denote the logged in user that processed the payment request from a terminal, or it 
will show Cust App when a payment request was processed via text request. 
Transaction ID – the transaction id that is provided by the credit card processor as a reference for the credit 
card transaction 
Paid Via / Collection Method – this will indicate how the transaction was processed, whether by Terminal, 
Dealer Entry or Customer App. 
 

Payment Setups and Permissions 
The settings and permissions for the Payment solution can be found in iService. 
 

Setup Transaction Fees 
Access the Payments setups by selecting Settings > Payments from the left navigation.   
To configure the transaction fees to collect at the time a transaction is processed, scroll down to the 
Transaction Fee section. 

• Enter Name of Transaction Fee 
• Select how the fee should calculate, Flat amount or Percentage of the total amount 
• Enter the percentage number of flat amount in the Amount field 
• Enter Minimum or Maximum values if applicable 
• Select the type of card transaction, the fee will be associated with Credit Card and/or Debit Card 
• Select the collection method the fee will be applied if used, Taps/Swipes, Manually Entered 

Cards, or Text-to-Pay 
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Permissions 
General Access 

Permission DealerBuilt 
Admin Manager Service 

Advisor 
Parts 
Agent 

Sales Agents & Sales 
Managers 

Finance Payments �� �� � � �� 

Parts Payments �� �� � �� � 

Repair Order Payments �� �� �� � � 

 
Actions 
���means configurable per-user by someone that has Manager access in iService.  

Permission DealerBuilt 
Admin Manager Service 

Advisor 
Parts 
Agent 

Sales Agents & Sales 
Managers 

Text Payments �� �� �� �� �� 

Process Refunds �� �� ��� ��� ��� 

Manual Payments 
(GlobalPay) �� ��� ��� ��� ��� 

Edit Processing Fees �� ��� ��� ��� ��� 
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Configurable Settings Details 
Setting Default Where to Configure 

Process Refunds Off User edit screen → "Process Refund" checkbox 

Manual Payments On User edit screen → "Allow Manual Payments" checkbox 

Edit Processing Fees On User edit screen → "Edit Processing Fees" checkbox 

Note: Manual Payments setting only applies when GlobalPay is the active payment provider. 
 
Reporting 

Permission DealerBuilt 
Admin Manager Service 

Advisor 
Parts 
Agent 

Sales Agents & Sales 
Managers 

iPay Report �� �� �� � � 

Finance 
Report �� �� � � �� 

Parts Report �� �� � �� � 

Note: Technicians have no access to anything Payments. 
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