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Create a Manual Payment
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Overview

Creating a manual payment through SalesPad Desktop is a pretty simple process. However, please be aware that
this process does not check the validity of the payment information, and it does not mask the credit card
number. Actual collection of the payment from the credit card is done via the credit card processor.

Usage

To create the manual payment, first click either Accept Payment or the hyperlink in the Payment field of the
Sales Document screen.

[ (ORDER) ORDST2336

Tl Close | kAl Save | & Print | [ '@ Fuffillment g Picking Assignment | 3§ Delete | [y Copy | @ Allocate | §@) Unallocate | ik Dynamics GP Z-Uss -

Document Properties Shipping Address Additional Properties Totals

Document #: | ORDST2386 ORDER (STDORD) Aagun Fitz Electrical Batch/Q: STARTING QUELE Misc Charge: $0.00000
Bob Fitz

Customer #: | AARONFITO001 Aaron Fitz Electrical 123 main street Price Level: |[RETAIL v Discount: $0.00
1

H 3 W. v o .| o
Cust PO SslesRep:  |PALLW R, M1 48548-5571 Discount % 0.00%
ReqShip: | 7/28/2021 v| salesTer: |TERRITORY 2 v United States o Holds Freight: $0.00000
i P: (312) 555-0102
Ship Method: | GROUND | PayTerms: |NET 30 v F: (312) 555-0102 Tax: $0.00000
Whse: DocDate: | 7/28/2021 v [ Ship Complete Total 25.00000

Currency:  |z-Us$ Created By: |jacob.beimers Payme
Accept Payment

Open the Credit Card tab on the Payments screen that appears. Enter the credit card information and save the
payment.

Payrments
Payments <
o Payments for INVOICE INVSP1343 Document Total: 0.00 Amount Remaining: -20.00 g
= PayFabric: 0.00° = Credit Card: 20.00 (") Cash/Check: 0.00 [£5 Cardknox: 0.00 | g
New Payment Payment Type | Trans T... | Card Name | Card Mumber Exp. Date Amount Paid | Auth C... | Transa... é
MANUAL MasterCard 5024 1/1/2020 20.00 43/20... o
Remove Payment
Credit Card Information Biling Address
Processor: AUTH.NET W Cardholder Mame: | Bob Fitz
Card Mumber: 5024 W Address 1t One Microsoft Way
Card Name: MasterCard w Address 2:
Expiration Date:  |01,/2020 W Address 3:
Security Code: a0z City: Redmond
Armourt: 20.00 | Date: |4/3/2018 W State: WA Zipt 98052-6399
Transaction Type: Authorization Charge Manuzl Country: usa Country Code: us
Type: Payment Deposit Address Code: PRIMARY W
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The payment information will be written to Microsoft Dynamics GP, and you will need to manually process the
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payment with your credit card processor outside of SalesPad.

Please note, Credit Card processing from the Credit Card tab in the Payment Window is Not
Supported.
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