
Using the “Payment” screen in the POS (Credit Card) 
 

There are three main functions that can be performed from the “Payment” screen in the POS.  These 
are: 

1. Cash sale 
 

2. Credit Card sale 
 

3. Discounts 
 

Here we will walk through the procedure for a “Credit Card” sale. 

Credit Card Payment Transaction: 

1. Once an order has been rung up, tap the green “Checkout” button. 
 

 



4. The “Payment” screen will appear.  Tap the “Card” button. 

 

 

 

 

 

 

 

 

 

  

 

 



5. The “Credit Card” screen will appear.  Note: If no cursor appears in the “Swipe card” box, tap it. 
 

 

 

 

 

 

 

 

 

 

 

 



6. Once the cursor appears, you are ready to swipe the credit card.  NOTE: This screen also tells 
you the amount being charged, including the “Convenience Fee” or “Percentage”, if there is 
one.  Every location is different. 

 

 

 

 

 

 

 

 

 

 

 



 

7. You will see the 16-digit card number populate the “Swipe card” box as encrypted dots. 

 

 

 

 

  

 

 

 

 

 

 

 



8. The “CVC” screen will automatically appear.  You will type in the “CVC” number.  NOTE: Usually 
found on the back of the card.  Once complete, tap the “Done” button at the bottom of the 
screen. 

 

 

 

 

 

 

 

 

 

  

 



9. The “Credit Card” screen will automatically re-appear with all the information to process the 
transaction.  Tap the green “GO” button. 

 

 

 

 

 

 

 

 

 

 

 



10. A screen will flash up automatically letting you know the transaction is being processed. 

 

 

 

 

 

 

 

 

 

 

 

 



11. When it is done, one of two screens will appear.  The “delivery screen” or a message telling you 
the card did not process and the reason why.  It could say a number of different things.  
Common issues are a “bad swipe” on your part, a “declined” card, a mis-typed “CVC” number 
etc.  Below is an example of what one of those screens look like.  If you see a screen like this, tap 
the “OK” button. 

 

 

 
 
 
 
 
 
 
 
 
 
 



12. The “Credit Card” screen will automatically re-appear.  You can try the process again.  
Occasionally you may have to hand type a card in.  This usually occurs because the magnetic 
strip on the back of the card is damaged or worn out.  At the bottom of the “Credit Card” 
screen, you will tap “Type Card with Keyboard.” 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



13. The “Credit Card” number screen will automatically appear.  Type the “Card Number” in the box 
and tap “Done.” 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



14. The “Expiration Date” screen will automatically appear.  Type the “Expiration Date” in the box 
and tap “Done.” 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



15. The “CVC Number” screen will automatically appear.  Type the “CVC Number” in the box and 
tap “Done.” 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



16. The “Credit Card” screen will automatically re-appear with all the information to process the 
transaction.  Tap the green “GO” button. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



17. A screen will flash up automatically letting you know the transaction is being processed. 

 

 

 

 

 

 

 

 

 

 

 

 

 



18. The “Delivery” screen will automatically appear. 

 

 

 

19. You have a decision to make on this screen.  The operation of this screen is covered in the 
document titled “Using the Payment screen in the POS (CASH).” 

 

 

 

 

 

 

 

 


