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Travel Agent - How to Make a Credit Card Payment With One Card 

Step 1 

Let us start by clicking on the 
Your Account tab. This will open 
a drop-down menu. Click the 
My Reservations tab.  

Step 2 

You will be brought to My 
Reservation screen. Find the 
reservation you wish to work 
with under the Reservations 
Results column. Click on the 
Reservation you are working 
with, and it will become 
highlighted. Then go to the 
right side of the Reservation 

screen click the Tools 
symbol.  

Step 3 

This will open the Tools menu. 
Click the Pay Now tab.  

Step 4 

The Invoice Details screen will 
appear. Click the Guest 
Payment Schedule  arrow 
symbol to open the drop-down. 
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Step 5 

This will open the Guest 
Payment Schedule / Per 
Reservation section. Here you 
will be able to see the 

FIRST DEPOIST – This will 
indicate the Due Date and 
Amount when the first deposit 
on the reservation is due. 

FINAL DEPOIST - This will 
indicate the Due Date and 
Amount when the Final Deposit 
on the reservation is due. 

Click the Pay Now button to 
make your payment. 

Step 6 

You will be brought to the 
Terms and Conditions screen. 
Go down to the Terms and 
Condition lines and click both  

 Check Boxes. 
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Step 7 

This will bring us to the Credit 
Card Payment screen. On the 
Payment Schedule line click the 
down arrow  symbol. Check 
the box for either First Deposit 
or Final Deposit. Then go to the 
Who Is Paying line and click the 
drop-down Arrow  to select 
the Guest or Agency who is 
paying. Click the Pay Now 
button.  

You will use the First Deposit  
for this example. 

Step 8 

This will bring us to the Credit 
Card Payment Details screen. 
Enter the following. 

Name – Add the Guest Name on 
the card. 
Credit Card #  
Month – Month on the card. 
Year – Year of the Card. 
CVV # - Add the CVV number. 
Billing Address – Add the billing 
address.  

Save for next time. 

 Yes, remember the card. 
mailing address  

 Save as billing address. 

 I Agree check box with the 
terms.  

Click the Pay & Confirm button. 
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Step 9 

You will be brought to the Your 
Payment is Confirmed screen. 
Click the Continue button to 
complete the payment process. 
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