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In association with Columbus Bank and Trust.

T7P Quick Reference – Retail

Sale:

· (Swiped) Swipe Card, press Enter, then key in Amount, then press Enter.

· (Keyed) Press, Enter.  Key in 13 to 16 digit card number, press Enter, key in 2 digit day and 2 digit month, press Enter, Enter.  Then key in the Amount (no decimal point), press Enter, key in billing street number, key in 5 digit Zip Code, press Enter.

Credit Sale:

1. (Void) Press Void (must be on the same batch), key in Invoice Number and follow the prompts.  Continue to press Enter after verifying the correct amounts until unit displays transaction voided.

2. (Return) Press Credit, swipe card and follow prompts, proceed as if you are doing a sale.

Detailed Reports:

· Press: Reports, 3, Enter… Keep these as well as all reports.

Closing Batch Manually:

· Press Transmit, key in 0000, then Enter. 

