Donor Charge (Event Payments - Card Reader)

Follow these simple instructions to submit additional charges for a bidder after
your event has ended and you have returned the card reader devices to

Auctionpay.

1. In the Auctionpay Event Software — PC Edition, activate the Sales Bar by

pressing F8 on your keyboard.

Sales Bar - Event: none, Operator: James
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Action:

Lty |

Paid: |

| Beszet |

2. Click on the Bidder Info tab of the Sales Bar.

3. In the Bidder No. field, enter the bidder number of the donor you are making
the additional charge for and press Enter.
* For new bidders, you will need to create a bidder record (use F6).

4. Click the Action field and select View Receipt from the drop down menu. Click
View Receipt button.

5. The Bidder Receipt form will open.

Bl Bidder, Purchases Form ['._||'E|E|
Bidder: |101 Hilda Bergland
] : Buyer's
Total Purchased; |$1105 Tax: 340 s $20
Erint HECEipt | EECEAC Tax | Armount Paid: ] Amount Due: $1165
Purchases:
Package Mame by, Walue Sale Price ~
3 Help Far the Gardener 1 4235
303 Handmade Collectors Edition T 1 300 $330
997 Centerpiece 1 F20 25
953 Computer lab fund donation 1 500
995 Raffle Tickets 5 $50
< | >
Fayments Received: FPending Credit Card Charges:
Payment Type Date Armaunt Card Armount
< >
< | Wi Edit Cards. Submit Charges. .




6. Click View/Edit Cards button.
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Seats I_' 3 ]
Credit Cards on File: Purch: 4 Hodnifedt
Friority | Card Status Inlse | Mas Amt
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7. To make a charge to a credit card on file, follow these steps:

7.1. Select the card you wish to charge and click the Toggle Use button to
display “Yes” in the In Use column for that credit card.

7.2. Verify all other credit cards on file are set to “No” in the In Use column.

8. To make a charge to a new credit card, follow these steps:

1. Click the Add... button. The Card Reader form will be displayed.

Swipe Card
Bidder Mao; | 101 | Hilda Bergland
Card: JPLEASE SWIPE CARD... iZancel
Maz, Amk.: ¥ InUse
[~ Card Data
Acck, Mo, |

Exp. Date: (P
Marme: |
Reset

9. Manually enter the new credit card information into the Card Data section of
the form.

10. Click the “OK” button to save the credit card information.



11.The new credit card will be displayed in the list of credit cards on file, verify
the credit card appears as the first entry.

B Auctionpayer Cards Form [’._]E rz
Bidder: |10 Hilda Bergland i
[Eroup: |Bergland Table: I'I_
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12.Follow steps 7.1 and 7.2 (above) to finalize the charge process.

13. Verify the new charge amount and credit card in the Bidder Receipt Form
View.

M Bidder Purchases Form

Bidder |1 m |Hilda Bergland

Total Purchased: i$1 105 Taw: $40 E?gn?,:fm $20
Amount Due: |$1165

gErintHeceipté Recalc Tax | Amaunt Paid: {0

]__—.
| " alue

Purchases:
FPackage Mame ity Sale Price -~
3 Help For the Garderner 1 F200
303 Handmade Collectors Edition [ 1 $200 $330
937 Centerpiece 1 $20 $25
933 Computer lab fund donation | 1 F500
939 Raffle Tickets ] $a0
B
£ [ b3
Fayments Recerved: Pending Credit Card Charges:
Fayment Type Date Aot Card Amourt
0026 $1165
€ | b3
£ > Wiew/Edit Cards. . Submit Charges. ..

14.Press the Submit Charges button to submit the charge.



