
OBTAIN CARD PRE-AUTH

USER GUIDE

TEMPORARY RESERVE FUNDS ON A CLIENT’S CREDIT CARD



OBTAINING A CARD PRE-AUTHORISATION 

1. Click on TRANSACT.

2. Click on OBTAIN CARD PRE-AUTH.

➢ Obtaining a card Pre-Auth allows you to temporarily 
reserve funds on a client’s credit card for a future 
payment.

➢ A Pre-Auth is valid for 7 to 8 days.
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CLIENT INFORMATION SCREEN

1. Select RECEIPT BOOK.

2. Fill in AMOUNT and REFERENCE FIELDS.

3. Click on OBTAIN PRE-AUTH.

➢ The amount entered will be reserved on the client’s 
credit card.
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CARD DETAILS SCREEN

1. Select TYPE of card.

2. Fill in card details in selected REFERENCE FIELDS.

3. Tick the I ACCEPT CHARGEBACK RISK box.

4. Click on CONTINUE to obtain Pre-Auth.

➢ The risk for CHARGEBACK is high.

➢ CHARGEBACK is the fee charged by the bank when 
the client reverse the transaction.
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NEXION WILL PRINT RECEIPT

1. Click on COMPLETE RECEIPT to complete the 
obtained card Pre-Auth.

➢ To minimize the risk of CHARGEBACK, 
• the cardholder needs to sign the practice copy of the receipt

• take an imprint of the card on the practice copy of the 
receipt
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