Payments2us @

How to manage expired credit cards

Approximately 45 days before a card is expired, an internal email notifying staff off the
upcoming expiry.

Alternatively you can also get a list of expiring cards, but navigating to the Recurring
Payments Tab, then creating or selecting an existing list view filter based on the Card Expiry

Date. Also, make sure you enter the details in straight away and staff do not write them
down for updating later.

1. Contact payee for instructions

You'll need to call the payee or ask them to phone you with the new details. Please ensure they
don't email you the Credit Card details.

If their card expiry date is the only option to have been updated, then you can select that
option, vs. getting the full card details again.

1.1. Navigate to the Recurring Payments tab
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1 Bob Barker Donation  Credit Card Avi Green 7/05/2019 Active 1. Online Payment  Daily v

2 Loan repayment Credit Card Anusree Murali 6/06/2019 Active 1. Online Payment Monthly w

How to manage expired credit cards (c) AAkonsult Pty Ltd 2024-04-02 Page 1



Payments2us

Smart & fast

1.2. Find the recurring payment name
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1 Bob Barker Donation  Credit Card Al Green 7/05/2019 Active 1. Online Payrment  Daily hd
2 Credit Card Anusree Murali 6/06/2019 Active 1. Online Payment Monthly v
2. New Card
I h il
2.1. Select the Update Card Details button
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Recurring Payment
Loan repayment Edit Update Card Details
Recurring Payment Status Contact Account Amount Frequency
Active Anusree Murali AUD 0.00 Monthly
Inactive Suspended - Max retries ex. Expired

Recurring Payment Status: Active

Details Original Payment Txn Activity

v Information

Recurring Payment Name Account
Loan repayment
Recurring Payment Status € Contact

Active

Cancellation Reason

Campaign

Credit Card Token Payment

¢

Update Expiry Date Change Record Type

Last Payment Date

6/05/2019

Payment Txn's (0) v
Recurring Payment Txns (0) v
Change Schedules (0) v
Change Schedule Logs (0) A
Opportunities (0) v
Natas & Attacrhmants (0) v x
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2.2. Update details and confirm

Al v
Payments 2us

Payments2Us Home  Merchant Facilities

Search Salesforce
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Payment Txn's s Manual Payments

E UPDATE REGULAR PAYMENT DETAILS
Loan repayment

Regular Payment Details

* Credit Card Type
Visa MasterCard
* Name On Card

Anusree Murali

* Credit Card Number

* Expiration Month

—-None-

v @

Message

4/ 2019

Cancel Confirm

4 IMM/YYYY)

3. New Expiry Date

3.1. Select the Update Expiry Date button
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Payments2Us Home  Merchant Facilities

Search Salesforce

Payment Forms s About Payments2Us
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Recurring Payments Payment Txn's s Manual Payments

* Morew &

s Recurring Payment
d Loan repayment

Recurring Payment Status Contact

Active Anusree Murali

Recurring Payment Status: Active

Details Original Payment Txn Activity

v Information

Recurring Payment Name
Loan repayment
Recurring Payment Status €

Active

Cancellation Reason

Suspended - Max retries ex.

Edit Update Card Details

Account Amount Frequency

AUD 0.00 Monthly

Account

Contact

Campaign

Expired

Credit Card Token Payment Update Expiry Date

Last Payment Date

6/05/2019

E Payment Txn's (0)

H Recurring Payment Txns (0)

Change Schedules (0)

Change Schedule Logs (0)
Opportunities (0)

T Nates & Attarhmante (0)

Change Record Type
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3.2. Update details and confirm

Update Regular Payment Details

*Month *Year

o7 v ] 2024 v
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