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D ONATION DIRECTOR 
Credit Card Input and Processing – Using X-Charge 

 
Processing Credit Card Payments 
 
When you are ready to 
process your credit card 
payments you will need 
to start a new batch, 
save/next or continue 
with an existing batch.   
 
Go ahead and enter any 
other donations, 
payments or pledges that 
you would like to put in 
this batch.  If you are only 
wanting to process credit 
card payments click on 
the previous button.   
 
Notice at the bottom of 
this batch you now have 
a Make Pmts Button, 

click on it and enter a 
Process date. 
 
 
 
 
Enter a date that you 
would like to capture 
reminder dates up to and 
click on Fetch.   

 
If you have payments to 
process they will be listed 
in the grid, highlight those 
that you wish to process 
and click Make Pmts.  

This will add them to your 
batch.
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Notice that they have a 
yellow attention symbol 
which tells you that they 
need to be processed 
before you are able to 
post.   
 
Click on each transaction 
that you need to process.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tab through the dollar 
amounts just to verify that 
this is correct (change if 
needed).  When you tab 
off of tax value the 
 Run the CC button will 
appear.  
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Click on the button and 
your archived information 
will appear and you can 
now process the 
payment.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you will notice you 
have an Approval number 
(or message).   
 
You can now add for your 
information the expiration 
of the credit card and 
proceed with the entry of 
the payment as you 
normally would.

 
 
 

 
 
 

 
 


