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How to Process Payments for Membership (websites with credit card processing)

Go to “Manage Store” from the admin
menu.
From “the “Manage Store” page you

View Orders ‘ Manage ltems Configure Shipping

Configure Sales Tax

== clubsandsigs harvard edu online Help =<

Total arders to date: & | CCE Code: 942b300a284c0999 | Website Time: 06/13/2013 12:58:07pm |

will see a CCB Code - copy and paste Customer First Name contains Order Total is Order Status is Show All =
. Customer Last Mame contains Sku {ltern 1D} Fayment Type: Show All -
th e COde ! nto a nOte pad or Wo rd Customer Email contains: Customer User [D is: Store Time-shift: Q 4

document.

[y =1 [ =] [ =] anet [y = [rom =] [0 =1
=] Apply Filter -=

Order date between:

I Curput ta Brawser

Max results per page: [30

Order #|Customer Name Customer Email Order Date Status [Pmnt Type |Total |Action
Click "Manage Users” from the admin 18 |Mohamrmed, Chandra chandra_mohamrmed®@harvard. edu|04/11/2018 11:26|paid | CCB - check | 50.00 |View | Delete | Shin
17 [Mahammed, Chandra chandra mohammed@hanard. edu|04/11/2013 11:23 | paid | CCE - check|20.00 | Wiew | Delete | Shin
menu. 16| Mahammed, Chandra chandra_mohammed @hanard. edu| 12/03/2012 12:43 | paid 0,00 |\iew | Delete | Ship
7 |Mahammed, Chandra chandra_mohammed @harvard sdu| 10/12/2010 18:32 | shis 0.00 |\iew | Delers | Shin
2|Mahammed, Chandra chandra_mohanmed @harvard, sdu| 08/08/2010 1528 paid 0.00 | iew | Delets | Shin
1IMahammed Chandra rhandra mohammed@harvard edul 072772010 27-13 [naid 0 00 iew | Delete | Shin

From the “Manage Users” page, do a

search for the person you would like to process a transaction for.

Click “apply filter” next to “Output to Browser".

In the “Action” column, select “Masquerade as User” next to the name of the person you would like to view.

You will then come to a screen confirming that you want to “Masquerade As User”. Click the “Masquerade”
button at the bottom of the page.

You will receive another confirmation screen. Click the link “Click here to begin the new session”.

You are now Masquerading as the user you selected. You should see a red box on the top left hand corner
that says “Reverse MAU”.
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You can now proceed to membership page as if you were the user. Select the membership that the user
has submitted a check for.

Proceed to the checkout page.

Fill out the billing information.

Copy and paste the CCB code into the credit card field. Make sure there are no spaces before or after the
number.

Click outside of the credit card field. Additional payment methods will appear in the drop down. Select
the payment method.
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Click Submit.
The user will receive a confirmation email for the transaction.
When you have completed your updates, click “Reverse MAU” in the top left corner of the screen.

If you need to MAU as multiple users -make sure you click the Home button after each update. This will
reset the session and will avoid the “Error 7” message or accidentally overwriting yours or someone else’s
profile information

In Manage Store, under payment type you will see “CCB - check, cash or whatever payment method you
processed. This code is also an indicator that the transaction was processed by an administrator.

Please delete the notepad or document that you may have pasted the CCB code on. The CCB code is
confidential and should not be saved or distributed. The CCB code would give anyone access to process
transactions without needing an actual payment. Also, the CCB code does change periodically so there is
no need to save the code in your files.



