How to Lock and Unlock Card Accounts

Via Credit Lockout

1. From Card Fueling module, click Card Accounts. This will open the Account search screen.

Account | Venicie | Corcs | Account Netiork cRef

[) Openseieced [ New [ Exports [T]Columns= B8 Views {3 ExportAccount 45 Import Card ¢35 ExportCard £33 Credit Lockout 26 records

A Account Number | || Comains |~ + AdaFiker || — Ciear Fiters

Account Number Account Name Prone Adoress ay St Zip Code Cusomer Acive | Discount Scnedule Invoice Cycte | Local Price r

7878 Nortn Trucking Way FortWayne N 48815 v st Icot PPROFILE1 >
4235 Schwartz Road New Haven IN 46774 v No Discount M Local FW i
200 East Berry e, Surte 42 Fotwayne N 6802 v Manthly Valume Discours M
7414 HAZ Ave Vencouver, WA Vancouver wa 98655 v Manthly Velume Discourss BW
1564 West Main St Fotweye N 46804 No Discount B

2. In Account search screen, click Credit Lockout toolbar button. this will open the Credit Lockouts screen.
Credit Lockouts screen contains all Card Accounts which status are either Past Due, Exceeds Credit Limit, or Both.
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3. Select CustomerCard to be locked then click Locked toolbar button.
Card Lock message will be displayed.
Click OK button.
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Info

Total Cards Locked: 1
Total Customers Locked: 1

OK

4. Verify locked card, it should not appear on the Credit Lockouts screen anymore.

Verify Card Account, Card Locked checkbox should be checked.
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Via Card Account Detail Screen

1. From Card Fueling module, click Card Accounts. This will open the Account search screen.
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2. Select Card Account then click Open Selected toolbar button. The Card Account detail screen will be displayed.
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3. Click Locked grid button to lock all existing cards on Account. Or Click on the checkbox under Card Locked column to lock specific card

Then click Save toolbar button.
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4. Unlock all cards on Account by clicking on the Unlocked grid button. Or unlock specific card on Account by unchecking the checkbox under Car

d Locked column.
Then click Save toolbar button.
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