
PAYMENT SENSE INSTRUCTIONS 

 

• Open CC Payments  

• Select PAYMENT tab 

• Select TRANSACTIONS BY CARD DETAILS 

 

  
ENTER CORRECT AMOUNT 

FULL NAME/DATE/TIME OF BOOKING 

CUSTOMER CARD DETAILS 

IGNORE 



 

 

  

CORRECTLY FILL BILLING ADDRESS 

(IF ADDRESS DOESN’T MATCH 

CARD THE TRANSACTION WILL BE 

DECLINED) 

Must copy and paste cross full 

reference number into reference 

box of acc 81 



IF THE CARD GETS DECLINED BECAUSE 

ADDRESSES DON’T MATCH PLEASE 

REFER TO CHELSEA DURING OFFICE 

HOURS 

 

Insert full cross reference number 

Must change to AM-MOTO-GBP for 

American express cards (shown in 

drop box) 

MUST ALT-Z PRICE AND NOTE 

THE AMOUNT TAKEN IN THE 

NOTES 
 


