
Admin > business owner > 
payments

Authorize - Admin > New Charge to Customer Profile 

Add ‘Charge’ button to 
transactions table header

On click, open form

On click, open form —

Auto fill the following fields in ‘Customer Info’:
First Name:
Last Name:
Email:
Address:
City:
State:
Zip Code:

Under ‘order information’:
Transaction type (make selection ‘Charge (authorize and capture) - 
do not allow admin user to edit field.)

Total amount (a required field - auto fill with previously selected 
transaction amount (ie. amount shown in Payment Details screen that 
was used to access ‘New Charge’ Form)

Description (a required field - insert this description into authorize > 
order info > description field… as well as admin > business owner 
notes) 

Payment Method - display card type, last 4 of card and card 
expiration date

Charge
Charge

New Charge - {Business_Owner_Full_Name}

Verify Customer Information: 

Close

First Name: {AutoFill_BO_FirstName}

Last Name:

Address:

Email:*

City:

State:

Zip code:

Submit

{AutoFill_BO_LastName}

{AutoFill_BO_Username}

{AutoFill_BO_Address}

{AutoFill_BO_City}

{AutoFill_BO_State}

{AutoFill_BO_Zip}

Allow fields to be edited?

Order Information: 

Transaction type:*

Total Amount:*

Description:*

{AutoFill_with_prev_transaction_amt} - Allow field to be edited

{insert the charge description into customer profile in authorize 
& business owner > admin notes}

Charge (Authorize and Capture)

Payment Method: UpdateMastercard ending in ####
Expires on MM/YYYY

New Charge - {Business_Owner_Full_Name}

Verify Customer Information: 

Close

First Name: {AutoFill_BO_FirstName}

Last Name:

Address:

Email:*

City:

State:

Zip code:

Submit

Submit

{AutoFill_BO_LastName}

{AutoFill_BO_Username}

{AutoFill_BO_Address}

{AutoFill_BO_City}

{AutoFill_BO_State}

{AutoFill_BO_Zip}

Order Information: 

Payment Information:

Payment Information:

Transaction type:*

Total Amount:* {AutoFill_with_prev_transaction_amt} - Allow field to be edited

Description:* {insert the charge description into customer profile in authorize 
& business owner > admin notes}

Charge (Authorize and Capture)

Payment Method:

Card Number:

Expiration Date:

UpdateMastercard ending in ####
Expires on MM/YYYY

CVV:

Billing Address: First and Last Name
123 Street Address
City, State Zip

On click allow user to edit billing

UpdateCancel

Charge


