
1. Sign in as a manager. 
2. Click ‘Credit Cards’ 

 
 

3. Click ‘Create Batch’. 

 
 
 
 
 

 
 

As long as there is a batch it shows a batch 
has been created with x records 



 
 

4. Click on the Settle button. 

 

As long as the batch is settle it will show 
that a batch was settled at the bottom of 
the screen that a batch was settled. 


