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Purpose  

This module enables your organization to accept credit card payments from customers via PayPal through input 

within the user interface.  This module eliminates the need to open PayPal in a second screen to perform 

transactions and keeps a record of the PayPal transaction within the system. 

 

NOTE:  Use of this module requires a PayPal Payments Pro account. 

 

Overview 

This procedure outlines the steps for setup and use of the PayPal Interface Module. 

Required Modules/Features 

• Pentagon 2000 Core 

• Accounting Module 

• PayPal Interface Module 
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Procedure 

1. PayPal Setup 

a. Go to PayPal.com and sign-in to the account that will be used to accept payments. 

NOTE: The PayPal account that is linked to accept payments must be upgraded to PayPal Payments Pro to 

accept credit cards through the Pentagon 2000 PayPal Interface Module 

b. Left-click the Tools option from the PayPal toolbar. 

 

c. The Tools page will appear.  Left-click the API Access option from the Tools page. 

 

CONTINUE TO NEXT PAGE 
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d. The Setting up API permissions and credentials window will appear.  Left-click the Go to API Access button. 

 

e. The API Access page will appear.  Left-click the Request API credentials link. 
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f. The Request API Credentials page will appear.  Endure the Request API signature option is selected and 

left-click the Agree and Submit button. 

 

g. The View or Remove API Signature page will appear.  Take note of the API Username, API Password, and 

Signature; those fields will be used within the Pentagon 2000 administrative setup. 

 

END OF SECTION 
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2. Test PayPal Interface Setup 

a. From the Tools page (on the PayPal website), left-click the PayPal Developer Site option. 

 

b. The Developer Site window will appear.  Left-click the Go to Developer Site button. 
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c. The PayPal Developer Home Page will appear.  Left-click the Applications option from the PayPal 

Developer toolbar. 

 

d. The Applications page will appear.  Left-click the Sandbox accounts option from the Applications page left 

sidebar. 

 

CONTINUE TO NEXT PAGE 
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e. The Sandbox test accounts page will appear.  Left-click the Create Account button. 

 

f. The Create test account window will appear. 

 

i. Account details section 

1. Country field – Select the appropriate country. 
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2. Account type field – Select the “Business” radio button. 

3. Email address field – Enter the email address that will be used as the login for the test account (this 

does not need to be a valid email address). 

4. Password field – Enter the password to be used for the test account. 

5. First Name field – Enter the first name to be associated with the test account. 

6. Last Name field – Enter the last name to be associated with the test account. 

ii. Payment methods section 

1. PayPal Balance field – Enter the beginning balance that you would like to have in the test account. 

2. Bank verified account field – Select the “Yes” radio button. 

3. Credit card type field – Select any option. 

iii. Log In with PayPal section 

1. I want to add Log In with PayPal to my site flag – Do NOT mark as “checked”. 

2. Notes field – Enter any notes that you would like regarding this test account. 

g. Left-click the Create Account button. 

h. The Sandbox test accounts page will appear and the new account will appear on the list. 
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i. Left-click the email address; the line will expand to show a menu of choices.  Left-click the Profile option. 

 

j. The Account details window will appear.  Left-click Upgrade to Pro. 

 

k. The Account details window will expand.  Left-click the Enable button. 

 

CONTINUE TO NEXT PAGE 
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l. A message will appear indicating that PayPal Payments Pro is now enabled. 

 

m. Left-click the API credentials tab on the Account details window. 

n. The Classic TEST API credentials information will appear.  Take note of the Username, Password, and 

Signature; those fields will be used within the Pentagon 2000 administrative setup. 

 

END OF SECTION 
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3. Administrative Setup 

a. From the ribbon, left-click Administration, left-click System and left-click System General Defaults. 

 

b. The Company Setup will appear.  Left-click the Paypal tab. 

 

i. PayPal Mode group box 

1. Testing radio button – Enables link through PayPal sandbox account to allow testing transactions to 

be performed. 

2. Live radio button – Enables link to live PayPal account to allow actual transactions to be performed. 

ii. API Credentials group box – This section of the setup enables the integration of the Pentagon 2000 user 

interface with PayPal 

NOTE: During testing, the API credentials from the PayPal sandbox account must be entered.  When 

operating in a live environment, the API credentials from the actual PayPal account must be entered. 

1. User Name field – Enter the API Username provided by PayPal. 

2. Password field – Enter the API Password provided by PayPal. 

3. Signature field – Enter the Signature provided by PayPal. 
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iii. PayPal Accounts group box – This section of the setup identifies the bank account to which PayPal 

funds will be deposited. 

NOTE: If your system is licensed as an Advanced Multi Company, the PayPal Accounts group box will 

appear on the PayPal tab of the Company/Div/Dept Setup window. 

1. Left-click the Add button in the PayPal Accounts group box.  The list of bank accounts from the 

Financials Administration Bank List will appear. 

 

2. Select the account (left-click the line within the search screen and left-click OK; or double-click the 

line within the search screen). 

3. The account will appear in the grid within the PayPal Accounts group box. 

iv. Left-click the OK button from the Company Setup window toolbar to save the settings and close the 

window. 

END OF SECTION 
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4. Sales Order Transactions 

a. Once a sales order has been created and all applicable costs have been identified, left-click the Header tab. 

 

b. Ensure the terms identified within the Terms field are setup as Credit Card/COD. 

i. Left-click the Edit button on the Sales Order window toolbar to put the document into “edit” mode. 

ii. Left-click the ellipsis within the Terms field.  The Terms List search window will appear. 

 

iii. Select terms which have a “Y” in the Credit Card/COD column (left-click the line within the search 

screen and left-click OK; or double-click the line within the search screen). 

iv. Left-click the OK button on the Sales Order window toolbar to save the changes. 
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c. Left-click the Acct tab 

 

i. Pay – This option allows you to process a credit card payment. 

1. Left-click the Pay button within the PayPal group box. 

2. The PayPal Payment window will appear. 

 

NOTE: All fields are mandatory except the Reference field. 

3. If the customer has a credit card on file (in the Customer file), left-click the Credit Cards button on 

the PayPal Payment window toolbar and select the credit card to complete the form; otherwise the 

form may be completed manually. 

a. First Name field – Enter the first name as it appears on the card. 

b. Last Name field – Enter the last name as it appears on the card. 
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c. Address field – Enter the billing address (this will be populated from the sales order customer, 

but may be modified if necessary). 

d. City field – Enter the billing address city (this will be populated from the sales order customer, 

but may be modified if necessary). 

e. Zip Code field – Enter the billing address ZIP code (this will be populated from the sales order 

customer, but may be modified if necessary). 

f. Country field – Enter the billing address country (this will be populated from the sales order 

customer, but may be modified if necessary). 

g. Credit Card Type field – Select the type of credit card being used. 

h. Credit Card Number field – Enter the credit card number (do not include spaces). 

i. Expiration Date field – Enter the month and year of the credit card expiration date. 

j. Verification Code field – Enter the 3 or 4 digit CVV. 

k. Amount field – Displays the amount to be charged (this will be populated from the sales order, 

but may be modified if necessary). 

l. Currency field – Displays the currency in which the payment will be collected (this value cannot 

be modified). 

m. Reference field – Enter any reference number or notes desired. 

4. Left-click the Pay button on the PayPal Payment window toolbar. 

5. A process running window will appear, then disappear and the status on the Acct tab will be 

updated displaying “Advance payment paid”. 
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ii. Authorize – This option allows you to process a credit card authorization without charging the 

customer’s credit card. 

1. Left-click the Authorize button within the PayPal group box. 

2. The PayPal Authorization window will appear. 

 

NOTE: All fields are mandatory except the Reference field. 

3. If the customer has a credit card on file (in the Customer file), left-click the Credit Cards button on 

the PayPal Authorization window toolbar and select the credit card to complete the form; 

otherwise the form may be completed manually. 

a. First Name field – Enter the first name as it appears on the card. 

b. Last Name field – Enter the last name as it appears on the card. 

c. Address field – Enter the billing address (this will be populated from the sales order customer, 

but may be modified if necessary). 

d. City field – Enter the billing address city (this will be populated from the sales order customer, 

but may be modified if necessary). 

e. Zip Code field – Enter the billing address ZIP code (this will be populated from the sales order 

customer, but may be modified if necessary). 

f. Country field – Enter the billing address country (this will be populated from the sales order 

customer, but may be modified if necessary). 

g. Credit Card Type field – Select the type of credit card being used. 

h. Credit Card Number field – Enter the credit card number (do not include spaces). 

i. Expiration Date field – Enter the month and year of the credit card expiration date. 
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j. Verification Code field – Enter the 3 or 4 digit CVV. 

k. Amount field – Displays the amount to be charged (this will be populated from the sales order, 

but may be modified if necessary). 

l. Currency field – Displays the currency in which the payment will be collected (this value cannot 

be modified). 

m. Reference field – Enter any reference number or notes desired. 

4. Left-click the Authorize button on the PayPal Authorization window toolbar. 

5. A process running window will appear, then disappear and the status on the Acct tab will be 

updated displaying “Authorization Approved”. 

 

6. Once the payment is ready to be processed, left-click the Capture button. 

7. A process running window will appear, then disappear and the status on the Acct tab will be 

updated displaying “Invoice Paid”. 

 

END OF SECTION  
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5. Sales Invoice Transactions 

a. Before the sales invoice can be paid, the invoice must be approved.   

i. Left-click the Aprv1 (approve) button on the Sales Invoice window toolbar. 

ii. A Confirm dialog box will appear with the following message.  Left-click the Yes button. 

 

iii. The document status on the Sales Invoice will change to “Invoiced(A/R)”. 

 

b. Left-click the Acct tab 
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i. Pay – This option allows you to process a credit card payment. 

1. Left-click the Pay button within the PayPal group box. 

2. The PayPal Payment window will appear. 

 

NOTE: All fields are mandatory except the Reference field. 

3. If the customer has a credit card on file (in the Customer file), left-click the Credit Cards button on 

the PayPal Payment window toolbar and select the credit card to complete the form; otherwise the 

form may be completed manually. 

a. First Name field – Enter the first name as it appears on the card. 

b. Last Name field – Enter the last name as it appears on the card. 

c. Address field – Enter the billing address (this will be populated from the sales invoice customer, 

but may be modified if necessary). 

d. City field – Enter the billing address city (this will be populated from the sales invoice customer, 

but may be modified if necessary). 

e. Zip Code field – Enter the billing address ZIP code (this will be populated from the sales invoice 

customer, but may be modified if necessary). 

f. Country field – Enter the billing address country (this will be populated from the sales invoice 

customer, but may be modified if necessary). 

g. Credit Card Type field – Select the type of credit card being used. 

h. Credit Card Number field – Enter the credit card number (do not include spaces). 

i. Expiration Date field – Enter the month and year of the credit card expiration date. 

j. Verification Code field – Enter the 3 or 4 digit CVV. 
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k. Amount field – Displays the amount to be charged (this will be populated from the sales 

invoice, but may be modified if necessary). 

l. Currency field – Displays the currency in which the payment will be collected (this value cannot 

be modified). 

m. Reference field – Enter any reference number or notes desired. 

4. Left-click the Pay button on the PayPal Payment window toolbar. 

5. A process running window will appear, then disappear and the status on the Acct tab will be 

updated displaying “Invoice paid”. 

  

CONTINUE TO NEXT PAGE 
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ii. Authorize – This option allows you to process a credit card authorization without charging the 

customer’s credit card. 

1. Left-click the Authorize button within the PayPal group box. 

2. The PayPal Authorization window will appear. 

 

NOTE: All fields are mandatory except the Reference field. 

3. If the customer has a credit card on file (in the Customer file), left-click the Credit Cards button on 

the PayPal Authorization window toolbar and select the credit card to complete the form; 

otherwise the form may be completed manually. 

a. First Name field – Enter the first name as it appears on the card. 

b. Last Name field – Enter the last name as it appears on the card. 

c. Address field – Enter the billing address (this will be populated from the sales invoice customer, 

but may be modified if necessary). 

d. City field – Enter the billing address city (this will be populated from the sales invoice customer, 

but may be modified if necessary). 

e. Zip Code field – Enter the billing address ZIP code (this will be populated from the sales invoice 

customer, but may be modified if necessary). 

f. Country field – Enter the billing address country (this will be populated from the sales invoice 

customer, but may be modified if necessary). 

g. Credit Card Type field – Select the type of credit card being used. 

h. Credit Card Number field – Enter the credit card number (do not include spaces). 

i. Expiration Date field – Enter the month and year of the credit card expiration date. 
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j. Verification Code field – Enter the 3 or 4 digit CVV. 

k. Amount field – Displays the amount to be charged (this will be populated from the sales 

invoice, but may be modified if necessary). 

l. Currency field – Displays the currency in which the payment will be collected (this value cannot 

be modified). 

m. Reference field – Enter any reference number or notes desired. 

4. Left-click the Authorize button on the PayPal Authorization window toolbar. 

5. A process running window will appear, then disappear and the data on the Acct tab will be updated 

displaying “Authorization Approved”. 

 

6. Once the payment is ready to be processed, left-click the Capture button. 

7. A process running window will appear, then disappear and the data on the Acct tab will be updated 

displaying “Invoice Paid”. 

 

END OF SECTION  
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6. Credit Card Payment Documentation 

a. When a credit card payment is processed in the sales order or sales invoice, a credit card payment record is 

created. 

b. From the ribbon, left-click Financials, left-click Accounts Receivable, select Receipts From Customer and 

left-click Credit Card Payments. 

 

c. The Credit Card search window will appear. 

 

d. Select a credit card transaction processed through the PayPal interface (left-click the line within the search 

screen and left-click OK; or double-click the line within the search screen). 

NOTE: Transactions processed through the PayPal interface will have a transaction ID in the Note field. 

CONTINUE TO NEXT PAGE 
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e. The Credit Card window will appear. 

 

i. Apply To tab – Identifies the sales order or sales invoice for which the credit card was processed. 

ii. Info tab – Identifies the bank that the funds will be deposited into and displays the PayPal Transaction 

ID in the Note field. 

 

END OF SECTION 
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7. PayPal Documentation 

NOTE: All information in this section relates to test sandbox PayPal accounts, but also applies to live accounts. 

The PayPal user interface may have been updated since this procedure manual was created. 

a. From your PayPal account, left-click the History option. 

 

b. The History page will appear.  Left-click the Details link on each line to view details sent from Pentagon 

2000. 
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c. The Transaction Details page will appear. 

 

NOTE: Pentagon does not collect or receive PayPal fee data from PayPal.  PayPal fees will need to be 

deducted manually using a general ledger journal entry. 

END OF DOCUMENT 


