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Receipts can be emailed to customers once a transaction has been approved. The software automatically sends a

payment receipt for autopay customers. 

How to manually send a payment receipt once the payment has been
approved. 

From the customer’s page in question, click the CC/eCheck -> Transactions and then the Receipt button to the right-

hand-side of the approved transaction. Enter the customer’s email and click send. 

 

For autopay customers the software automatically sends the payment
receipts once the transactions have been approved. 

The software sends a payment receipt automatically to autopay customers to the email address that is set up under the

autopay method on file (credit card or eCheck).

To find/modify the email address where the payment receipt is sent, from the customer’s page click on the CC/eCheck -

> Credit Card (or eChecks) depending on the payment method on file. 

 (Credit card payment method displayed in the example below) 



 

At this screen, the email address for the autopay payment receipt can be modified accordingly. 


