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SETTING UP A PAYMENT TYPE SURCHARGE

e
Click on the setup menu. =% sHORTCUTS

” 12:41 PM
¥ Tue,5Jul'l6

¥ Active

. Amex Surcharge j I" Display Inactive
Click on the configuration

icon.

o

]

Payment Type Surcharge ° j ‘0004]

|

Click on the sales setup
menu.

Click on the sundry

income icon. ¥ Percentage of sale surcharge 2 %
I" Fixed amount surcharge $lo
Click new. I~ Only apply when sale total is less than $lo

Enter the name of the
surcharge.

5 0
m 4 —
£ | )

New Edit Save

Click done.

Select payment type
surcharge as the sundry
type.

Sundry Name

Tick the relevant box to
create either a percentage
surcharge or a fixed
amount surcharge. Then

enter the percentage or

amount in the relevant
field.

Done Cancel
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If you only want to apply
this surcharge when the
sale total is less then a
certain amount, you can
tick this box and enter the
relevant value.

Select the relevant tax
rate.

Click save.

Click done.

Next you’ll need to
associate this surcharge
with the relevant payment
type. Click on the payment
types icon.

Amex Surcharge
Payment Type Surcharge j
W Percentage of sale surcharge %) %
I" Fixed amount surcharge $lo

I Only apply when sale total is less than o $lo

Save

¥ Active

j I Display Inactive

B SHORTCUTS

12:41 PM
Tue, 5Jul'16
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BY  SHORTCUTS

Select the payment type

you want to apply the o 12:30 PM

surcharge to. * Active 7 Tue,5Jul'l6
~ Banking
Amex j I TreatChange as Tip
Select the surcharge you ~ Dicolay Inacti ¥ Open Cash Drawer
wish to apply. =P ey nacve W Credit/EFT Card
" Cancellation Charge
Click save. Card Identification |AmEXx
" Online Payment >
‘American Express Credit Card
Click done.

< Payment not for a Club > j Amex Surcharge 15 j

< Payment is not associated with a processor > j

N
v
| "

New Edit Save

Done
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