
Select the ‘Sale’ option by touching the corresponding blue touchscreen 
button. 

You may need to scroll down through the menu by touching the         
touchscreen button to fi nd this option.

STEP ONE

Confirm the sale amount is correct. Press the green ENTER key on the 
bottom row of keypad buttons for YES (or the red CANCEL key for NO and 
re-enter the sale amount). 

STEP THREE

HOW TO... 
Process a CNP sale
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Enter the sale value (e.g. for 10.76 key 1076) and press the green ENTER 
key on the bottom row of keypad buttons.

STEP TWO

Key in the full card number from the front of the card. 
Use the yellow CLEAR key to correct any mistakes, or press the green 
ENTER key on the bottom row of keypad buttons to confirm the card 
number.

STEP FOUR

CONTINUED



Enter the expiry date MMYY and press the green ENTER key on the 
bottom row of keypad buttons.

Note: The terminal may also ask for an Issue Number printed on certain 
types of debit cards.

STEP FIVE

The screen will ask whether the customer is present.  
For all Cardholder Not Present (CNP) transactions press the red CANCEL 
key on the bottom row of keypad buttons to select NO.

STEP SIX

If the customer can provide the CVV2 number touch the blue touchscreen 
button next to PRESENT, key in the CVV2 number and press the green 
ENTER Key on the bottom row of keypad buttons.

Note: If there is no CVV2 number touch the blue touchscreen button next to 
NOT PRESENT or if your customer cannot read the CVV2 number touch the 
blue touchscreen button next to ILLEGIBLE. In either case continue to Step 
8. You will be charged an Exception Fee if the CVV2 number is not provided 
on CNP transactions - refer to your Schedule of Fees.

STEP SEVERN

You will then be asked for the customer’s postcode. Only enter the 
numbers from the customer’s postcode. e.g. for B91 2AA, key 912 and press 
the green ENTER key on the bottom row of keypad buttons.

STEP NINE

This step refers to AVS (Address Verification Service). Enter the customer’s 
house number and press the green ENTER key on the bottom row of 
keypad buttons. If a house name, leave blank and press the green ENTER 
key on the bottom row of keypad buttons.  

Note: This service is not available to merchants in the Republic of Ireland, 
who should press the green ENTER key on the bottom row of keypad 
buttons, to continue.

STEP EIGHT

The terminal will connect to Elavon to obtain an authorisation.

STEP TEN


