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Applying Credit Card Payments to Orders
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This guide explains applying credit and debit card payments to orders. It is intended for
general users.

Credit card and debit card payments are processed through your payment processing
integration (i.e. Payment Innovators or Global Payments Integrated). The process is fully
PCl-compliant.

Applying a Credit Card Payment Using the Apply
Payment Dialog

If the Billing Terms field for an order is Credit Card, you can apply a credit card payment
through the normal invoicing process or by using the Apply Payment dialog:

1. From the Main Menu, go to Order Management > Orders.

2. Use the Quick Search bar to locate the Open order with a payment due, then select the
Go-Toicon( - ).

3. Inthe Totals section of the order detail view, select the Add icon (€3 ).

[ XN Orders a
& = & Record:10f1 Newds Editg Deleted Print/® Actions A
. Y . .
Order: 60357 | King's Rock School District 10/22/26 oPEN @
Sales Order Job Costs & Approvals Notices Tasks G Emails Kd Docs @
Pending Fulfiliment Update
Bill To * Ship To End Customer * Comments & Next Steps Signed
Bill To > © Q@ customer PO # Ship To > Bind[ ] () @ ShipType  Ship Date
King's Rock School District King's Rock School District Complete  10/27/26
Angela Huang . Angela Huang
1 Infinite Loop Rate Card > Disc % 1 Infinite Loop Inventory Bin
Cupertino, CA 95014 5% Cupertino, CA 95014
Billing Terms Shipping Terms
Credit Card
Description Additional Info Next Step Next Step Date
=
Order Items
Code Description Quantity BO DS SO Unit Cost Markup Unit Price Total Margin
1 > HP-300 HP 300 Printer =+ 3 200.00 171% 542.86 1,628.58 63% A~
Subtotal 1,628.58 63%
Adjustment 0.00
Total 1,628.58 63%
Sales Billing Fulfillment hippi
Shipping 0.00 0.00
Order Type Payment Account Recurring Transaction > Currency Exchange Rate Tax ouT 0.00
Sales Visa 0002 (12/34) UsD 1 and Total 1,628.58  63%
Payment Due 1,628.58 @
* Dept Al Asgn By AH Asgn To AH Q| Tracking Status el
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4. Atthe Apply Payment dialog, if the payment is a deposit, enable Payment is a Deposit.

Orders a

Apply Payment

Amount Due 1,628.58
Credit Available 0.00
Payment (Amount or Percent) 1,628.58

Balance after Payment 0.00

Payment Method @ CREDIT CARD DEBIT CARD CASH CHECK ACH WIRE BILL ME OTHER

Credit Card Visa 0002 (12/34) Receipt Notes

Approval Code
D Payment is a Deposit

Cancel Apply Payment

5. Select Apply Payment.

After you select Apply Payment, aACE automatically creates an invoice an receipt, posts the
receipt, and closes the invoice.

‘eoe0 Invoices a8

Invoice: 60167 | King's Rock School District 10/23/26 CLOSED
Invoice Details Notices € Tasks % Emails B Docs @

Bill To + Description Payment Comments
Bill To > Q oOrder > Customer PO #
King's Rock School District 60357 | King's
ela Hua
?‘Elﬁniti Lunugp Billing Terms .
Cupertino, CA 95014 Credit Card Additional Info
Invoice Due Pmnt Expected
10/23/26 10/23/26 O
Invoice Items Invoice Items Override Go to Related Shipments >
Code Description Order Quantity Unit Price Unit Adj Total Tax Profile
1 > HP-300 HP 300 Printer = > 60357 3 542.86 0.00 1,628.58 OUT -
Subtotal 1,628.58
— . Adjustment 0.00 @
ts (1) i Refunds Total 1,628.58
n Receipt Date Payment Ref Memo Amaount Shipping 0.00 0.00
> 60167 10/23/26 TAS431 1,628.58 Tax ouT 0.00
Grand Total 1,628.58
— Balance 0.00 0%
f Dept AL Asgn To AK Q| Tracking Status Recur Transaction > a
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Applying a Due on Receipt Payment Using the
Apply Payment Dialog

If the Billing Terms field for an order is Due on Receipt, you can apply a credit card payment
through the normal invoicing process or by using the Apply Payment dialog:

1. From the Main Menu, go to Order Management > Orders.

2. Use the Quick Search bar to locate the Open order with a payment due, then select the
Go-Toicon( - ).

3. Inthe Totals section of the order detail view, select the Add icon (€3 ).

Orders a
& = ¥ Record:20f2 Newds Editg# Deleted Print/d Actions AV
. . 1 . .
Order: 60358 | King's Rock School District 10/23/26 oPEN @
Sales Order | 3ob Costs & Approvals Notices Tasks & Emails R Docs &

Bill To * Ship To End Customer * £ Comments & Next Steps Signed

Bill To > ﬂ ° Customer PO # Ship To > Blind ﬂ 0 Ship Type Ship Date

King's Rock School District King's Rock School District Complete  10/27/26

mﬁ:it:ulinngp Rate Card > Disc % T‘]‘gnf"l‘:it:ulrugp Inventory Bin

Cupertino, CA 95014 5% Cupertino, CA 95014
Billing Terms Shipping Terms
Due on Receipt
Description Additional Info Next Step Next Step Date
=
Order Items
Code Description Quantity BO DS SO Unit Cost Markup Unit Price Total Margin
1 > HP-300 HP 300 Printer =+ 3 ¥ 200.00 171% 542.86 1,628.58 63% A ~
Subtotal 1,628.58 63%
Adjustment 0.00
Total 1,628.58 63%
Sales Billing Fulfillment -
Shipping 0.00 0.00
Order Type Payment Account Recurring Transaction > Currency Exchange Rate Tax out 0.00
Sales usb 1 nd Total 1,628.58 63%
3 Payment Due 1,628.58 @
# Dept AT Asgn By AH AsgnTo MH Q| Tracking Status -Q

4. Atthe Apply Payment dialog, enter the value the customer is paying in the Payment
(Amount or Perfect) field as an amount or percentage.

aACE automatically updates the Balance after Payment field to reflect the remaining
balance after the payment.
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Orders a

Apply Payment

Amount Due

Payment (Amount or Percent) 600.00

Balance after Payment 1,028.58

Payment Method @' CR ARD . DEB ARD () CASH () CHECK ()ACH (JWIRE ()BILLME ) OTHER

Credit card [ Receipt Notes

Approval Code

D Payment is a Deposit

Cancel Apply Payment

5. Ensure the Payment Method field is set to Credit Card or Debit Card.

6. Inthe Credit Card field, select a credit card from the list or select the Add icon ( (4 ) to
add a new credit card.
If you add a credit card here, aACE will process a transaction value of the amount or
percentage in the Payment (Amount or Percent) field. To add a credit card for a
customer without charging the card, refer to Adding a Customer Credit Card

(https://aaceé.knowledgeowl.com/help/adding-a-customer-credit-card).
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Orders a

Apply Payment

Amount Due 1,628.58
Credit Available 0.00
Payment (Amount or Percent) 600.00

Balance after Payment 1,028.58

Payment Method @ CREDIT CARD () DEBIT CARD () CASH () CHECK () ACH ()WIRE ()BILLME () OTHER

Credit card [ | Visa 0002 (12/34) Receipt Notes

D Payment is a Deposit

Cancel Apply Payment

7. Atthe Apply Payment dialog, if the payment is a deposit, enable Payment is a Deposit.
8. Select Apply Payment.

Powered by aACE | 5



