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	    Credit & Debit Card Payment Work Instructions
Owner/ Department: IBU – KWT, Customer Service    



	Overview
	After package acceptance is completed, if customer pays by credit/debit card the following procedures should be applied by the RD Executive.

	Person Affected
	Receiving – Dispatching Executives

	Instruction
	· Check if POS machine is online and is in good working condition
· Accepts the credit/debit card for verification.
· Verify Name and validity of the credit/debit card (date of expiration) against the sender’s name. 
· Swipe the card on the machine slot for the magnetic strip reader and wait for the confirmation of connection.
· Input the amount of the shipment's transport charges
· Show the amount keyed in to the customer
· If customer uses an ATM card to pay, the personal pin number should be required to be keyed in by the customer. (POS machines can be detached from the terminal)
· If customer uses VISA, MASTER cards and the likes, the machine will automatically proceed to the next step of the process or will ask the owner for PIN.
· After customer keyed in his personal pin number, RE starts the link process by pressing the enter button on the POS machine or in some cases customer presses it, but RE needs to check and make sure the process is started and loads it back to the POS machine terminal if detached.
· Checks if POS machine is linking with the bank's terminal.
· If connection is not established, re-try, following the same procedures above.
· If link is established, a confirmation will appear on the POS machine screen and automatically prints a receipt.
· Give the first receipt to the customer and ask him to sign on the space provided on the receipt.
· Print a duplicate either in Arabic or English and attach it with the customers AIR WAYBILL copy.
· Attach the signed receipt with the Billing copy AIR WAYBILL.
· Complete the Cash Collection manifest mentioning credit card payment opposite the tracking paid through credit/debit cards, consider the shipment as cash sales and attach the receipt signed by the customer.
· At the end of the Retail Executive’s shift Initiate reconciliation procedure on the POS machine by choosing the process from the main menu (options), print the reconciliation receipt and attach with the cash collection manifest for Finance records, keeping a copy for the RD Executive’s reference.
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