KENSIUM

- Pay with Extend

Steps for Creation of Virtual Card

[xl e PAY BY AMEX button will be enabled in the check and payments screen.
* Vendors Screen: Navigate to Vendor screen and create a new vendor.
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¢ Associate the AMEX payment method with the respective vendor, add the Payment method and
Cash Account in Payment Tab.
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Vendors

¢ Navigate to Purchase order screen

]

» Create a purchase order for the vendor AMEX payment method is associated.

Purchase Orders

¢ Add the Vendor and Inventory ID and Click on Save.
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Purchase receipts screen:

» Navigate to Purchase receipts screen.
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¢ Create and purchase receipt and release the receipt for the same and create bill for the order.
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Purchase Receipts

Bills and Adjustments screen:

* Navigate to Bills and Adjustments screen.
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¢ Create payment for the bill and click on [Remove Hold] then click on Pay Action
e status for the payment which will change to balanced status
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[ Your product iz in trial mode. Only two concurment users are allowed.

Bills and Adjustments

Checks and Payments screen:

» Navigate to Checks and Payments screen.
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Checks and Payments

¢ In Checks and Payments screen click on Pay by Amex Action
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Checks and Payments

B ¢ To pay with Extend, click the button. A pop-up page with a virtual card will appear. Select the
account and verify the vendor’s details.
¢ Create a virtual card and receive an automatic email from the extended support team.
e A new tab titled “Extend details” will appear on the Checks & Payments screen, displaying virtual
card info.
¢ Click on the view virtual card link in the email from the extend support team.
o After creating a virtual card, click on Generate code to receive an email containing the code.
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mant you 8 Vetual Card Shrough
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Astrre Unitll Jume 18, 2033

View your virtual card

You received a Virtual Card for S2!

1  Toaccess your card, generate a temporary code via email

It will be sent to s*****m@k*****m.com

Generate Code

Submit the code and view your card
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Generate Code

E e Enter the code and click submit to view the virtual card.

Extend <support@paywithextend.com>
Tac Sweety M

Hzllo,

Enter the access code on your Virtual Card screen and you'll be able to use your
card immediately.

3 S 2 4 1 9

This code is only valid for one hour. After that you'll need to reguest 3 new one.

Code

2  Submit the code and view your card

This code will work for 1 hour

Submit and View Card
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$10.00

2]
q“? AMERICAN EXPRESS

Card
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éf AMERICAN EXPRESS

I 40884

02/27 3342

Gusad Cand
FIPP G4T257 40884 0z/27
LL Y 4
SWEETY 5w 1002 Longfaid Ave
Loutsyills, KY, 40215
Active Until M

Card

Note: If the payment method is EXTEND, the user will not be able to release the payment, and an alert

message will appear.
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