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Setup  
A trainer will assist setting the service, merchant id’s for use with Card Connect.  

To see if your company is set up go to Order Entry>Utilities> Credit Card Setup>Credit Card Setup 

 

Also confirm Credit Card Prefixes are configured. Order Entry>Utilities> Credit Card Setup>Credit Card 

Prefixes 

 

  



Posting Payments 

Card Present  
Post payments like usual using the payment icon in Order Entry. 

 

Skip the receipt register.  

Checkbox options  

(See details later in document)  

▪ “Card not Present” – this will launch manual card entry on a terminal.  

▪ Customer consented to save credit card information= Information is saved to be used on future 

transactions  

Enter amount in the credit card box and select ok 

A box will pop up with a terminal or choice of terminals to select.  

 



The last four digits of the terminal are shown on the select screen.  

 

Next enter the Billing Postal Code. This can be skipped by leaving the information blank and selecting ok.  

 

Next Scan or tap the card using terminal or To cancel now, press Red X twice on the terminal. 

Payment is then posted and receipt info is displayed including the approval code.  

 

Printed receipt has payment details. 

 



Card not Present  
A customer may give their credit card information over the phone.  

 

Process as before except select the 

Checkbox options  

▪ “Card not Present” – this will launch manual card entry on a terminal.  

Follow instructions on Terminal to type in card number and complete on terminal. 

  



Saving Credit Card Information for Future Transactions 
A customer may authorize a down payment now and full payment using the same card in the future.  

 

Checkbox options  

▪ Customer consented to save credit card information= Information is saved to be used on future 

transactions  

The actual credit card number is never saved, instead a token is saved.  This token is only valid to be 

used by the merchant id associated with the initial transaction.  The information cannot be stolen and 

used by another party.  

Posting Token Payments 
After initial payment has been made, when user goes to make a payment the option to select a token 

from the previously used card is an option.  

 



Saved Information 
The token information is saved on the customer record.  

Edit the customer record and go to the Credit Card Token Tab to access the saved credit card 

information.   

 

A token may need to be edited to change the billing zip code or expiration date.  

 

While most tokens will be added during a transaction on an invoice, token information can be found on 

the Card Pointe Service.  

  



Voiding or Refunding Payments 

Full Refund 
Select the receipt history on the order to be processed.  

The option to void or refund depends on whether the payment has been processed via CardConnect yet.  

If it has not the transaction will be voided.  

 

 

Partial Refund  
To give a partial refund, create a new invoice for the material being returned or amount being refunded. 

It will have a negative balance due.  

 

 



When posting the payment make sure the amount paid is negative. This will pop up the refund screen.  

Enter either the original invoice number or the last four digits of the credit card number.   

 

The refund is processed, and a receipt is created. A refund may not be processed for more than the 

amount received on a card.  

 

Forced Credit  
This option is for payments which were processed before using RFMS Credit Card Services with 

CardConnect.  Create the negative invoice and post a negative amount in card payment field.  

 

The remaining steps are just like posting a payment from a new card.  



Posting Virtual Terminal Payments 
For payments made in Card Pointe’s Virtual Terminal and not in RFMS or an App, payments can be 

manually posted to order by selecting “Post Receipt Only” which will not process any card transaction 

assuming the processing has been done already. 

 




