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CREDIT CARD MAINTENANCE
From the A/R Customer screen click Manage Cards to 
load the Credit Card Maintenance screen

Click on Edit/New/Delete to Update/Create/Remove  
the customer’s Credit Card profile.

CREATE A NEW CARD
To create a new card, enter all details and click on 
Verify Card Details to load the Vault Plugin Card 
Screen.

Insert card number, expiration date and security code, 
then press Next.
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CREATE A NEW CARD (CONTINUED)

After filling in all the available fields, press Submit to 
sync your new card to the gateway.

Once card is created successfully on the gateway, click 
on Save to save the Credit Card profile.

AUTHORIZATION
From the O/E Order Entry Screen click
Pre-Authorization to load the Credit Card Authorization 
Screen

Click on Process Authorization to place hold of the 
transaction amount on the Credit Card.
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SALES - FROM INVOICE ENTRY SCREEN
From the O/E Invoice Entry Screen click Process 
Payment to load the Credit Card Charge Screen

Click on Process Payment to charge the transaction 
amount on the Credit Card.

A new A/R Receipt entry will be created.

SALES - FROM SHIPMENT ENTRY SCREEN
From the O/E Shipment Entry Screen click Process 
Payment to load the Credit Card Charge Screen ( 
Shipment and Invoice needs to be created)
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SALES - FROM SHIPMENT ENTRY SCREEN (CONTINUED)

Click on Process Payment to charge the transaction 
amount on the Credit Card.

A new A/R Receipt entry will be created.

SALES - FROM A/R INVOICE SCREEN (DOCUMENT TYPE INVOICE/DEBIT NOTE)

From the A/R Receipt Entry Screen click Process 
Payment to load the Credit Card Charge Screen

Click on Process Payment to charge the transaction 
amount on the Credit Card.
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SALES - FROM A/R INVOICE SCREEN (DOCUMENT TYPE INVOICE/DEBIT NOTE) (CONTINUED)

A new A/R Receipt entry will be created.

RECEIPTS - FROM A/R RECEIPT SCREEN
From the A/R Receipt Entry Screen click Process 
Payment to load the Credit Card Charge Screen

Click on Process Payment to charge the transaction 
amount on the Credit Card.

No new receipt entry will be created.

REFUND - FROM ORDER ENTRY SCREEN
From the O/E Credit Note Entry Screen click Refund 
Transaction to load the Credit Card Refund Screen.
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REFUND - FROM ORDER ENTRY SCREEN (CONTINUED)

Click on Process Refund to charge the transaction 
amount on the Credit Card.

A new A/R Refund entry will be created.

REFUND – FROM A/R INVOICE SCREEN (DOCUMENT TYPE CREDIT NOTE)

From the A/R Credit Note Entry Screen click Refund 
Transaction to load the Credit Card Refund Screen.
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REFUND – FROM A/R INVOICE SCREEN (DOCUMENT TYPE CREDIT NOTE) (CONTINUED)

Click on Process Refund to charge the transaction 
amount on the Credit Card.

A new A/R Receipt entry will be created.
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VOID A PRE-AUTHORIZATION ON AN ORDER
Click View Details.

Click Void.

VOID A CAPTURE ON AN O/E INVOICE
Click View Details.
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VOID A CAPTURE ON AN O/E INVOICE (CONTINUED)

Click Void.

Note: When you capture a payment for an OE Invoice it creates an A/R 
Receipt. Voiding a payment will not affect the receipt at this point. The 
user will need to delete the receipt if not posted. If the receipt was 
posted, the user will need to go into Bank Transactions and reverse the 
receipt. 

VOID A CAPTURE ON AN A/R INVOICE

Click View Transaction.

Click Void.

Note: When you capture a payment for an OE Invoice it creates an A/R 
Receipt. Voiding a payment will not affect the receipt at this point. The 
user will need to delete the receipt if not posted. If the receipt was 
posted, the user will need to go into Bank Transactions and reverse the 
receipt. 


