
 To add a transaction for a client with multiple 
payment methods go to the Clients tab from the left 
hand navigation pane then click Search.

 Use the Selection drop down box to pick the criteria 
you wish to search for this client by.

 Enter a value for your search criteria
 Click Search
 Then click the first name of the client you wish to run 

a transaction for.



 Select the Payment Methods tab from the top of the 
customer database.

 A list of the available payment methods for this client 
will be shown to the right.

 Click the New Trans icon next to the payment 
method you run a transaction with.



 The clients Payment and Bill To information will be 
automatically populated on to the sale page of your 
Virtual Terminal.

 Simply add the sub total, then tax separately if 
appropriate in your office. The total will 
automatically populate.

 Enter an Invoice number in the Order info section if 
your office uses this to reconcile or reference with.

 Then click Add Transaction



 You will receive an instant response as to whether 
this transaction was approved or declined.

 And That’s It!


