STANDARD OPERATING PROCEDURE FOR USING CREDIT CARD TERMINAL 

 

1. Make 2 copies of Bill, one to mail with yellow receipt to customer and one to match with Bank of America printouts 

2. Press 8 on the credit card terminal, then enter the credit card number and follow directions on terminal as they appear 

3. At the end of day on terminal, run Terminal Totals by entering, 2,2,1 then Detail Audit List, hit Enter, 2,1,1.  Save this terminal tape to attach to the bills that were charged at the Finance Center for the day 

4. Make address labels for each bill charged at the Finance Center and mail to customer.

