Processing a payment in CR with a Credit Card Payment Type

Now that you have signed up with an outside vendor for processing credit card payments
through our Cash Receipting program, here is a quick reference document of the minor change
that will be seen on our Cash Receipting program.

Entering in the payment will be the same:
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Entering in the tendered amount will now be your credit card type that has been setup and
Click Close:
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**New Screen**

After the credit card tendered type is chosen, you will now receive this new screen. This will
give you the opportunity to use the barcode scanner provided or you may hand type in the card
information.
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Once entered in, if the card was successful, the system will prompt you to print a receipt. If it
was not successful, you will receive a decline message and will have the opportunity to enter in
another card number if desired.
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*dAx**Please Note:
Voiding a credit card receipt:

If the payment is unjournalized, you will void the payment in your Cash Receipting system and
this will also void the payment with your credit card processing company. If this void occurs in
the same day before midnight the customer will see no activity on their card, if it is after
midnight they will see a charge and a reversal.

If the payment is journalized you will need to process the refund in the credit card company’s
website and request a refund from them to the credit card and then handle the payment in CR
as any other type of journalized receipt that needs reversing.



