manual entry credit card processing

Manual entry credit card processing is a method of accepting credit card payments by manually
inputting card details into a payment processing system. This method is particularly useful for
businesses that may not have access to a physical card reader or those that operate remotely or in
environments where card swiping is impractical. Given the rise of e-commerce and mobile
transactions, understanding the ins and outs of manual entry credit card processing has become
increasingly vital for businesses of all sizes. This article aims to explore the various aspects of
manual entry credit card processing, including its benefits, risks, best practices, and more.

Understanding Manual Entry Credit Card Processing

Manual entry credit card processing involves the keying in of a customer’s credit card number,
expiration date, and CVV (Card Verification Value) into a payment processing system. This can be
done through various platforms, including:

 Point of Sale (POS) systems

¢ Online payment gateways

e Mobile payment applications

While this method allows for flexibility, it is essential to understand how it works and what is
required for successful transactions.

How Manual Entry Processing Works

The process of manual entry credit card processing typically follows these steps:
1. Collect Customer Information: Gather the necessary credit card details from the customer,
including the card number, expiration date, and CVV.
2. Input Data: Enter the collected information into your payment processing system or terminal.
3. Process Payment: Initiate the transaction within the payment gateway or POS system.

4. Receive Confirmation: Once processed, the system will provide a confirmation of the
transaction, which can be printed or sent electronically to the customer.



Benefits of Manual Entry Credit Card Processing

Manual entry credit card processing offers several advantages for businesses, including:

1. Flexibility

This method allows businesses to accept payments in a variety of settings, such as:

¢ Remote sales
e Phone orders

e Mail orders

This flexibility is particularly valuable for businesses that may not always have a physical card
reader on hand.

2. Increased Sales Opportunities

With the ability to accept payments manually, businesses can cater to customers who may not be
physically present, opening up new revenue streams and improving customer service.

3. Quick Setup

Manual entry processing can often be set up quickly compared to installing physical card readers or
POS systems, allowing businesses to start accepting payments almost immediately.

Challenges and Risks of Manual Entry Credit Card
Processing

While manual entry credit card processing provides many benefits, it also comes with inherent risks
and challenges:

1. Higher Fraud Risk

Manual entry is more susceptible to fraud compared to card swiping or chip reading. Since the card
is not physically present, it becomes easier for unauthorized users to use stolen card information.



2. Increased Chargebacks

Chargebacks occur when a customer disputes a transaction. Manual entries, especially for card-not-
present transactions, typically have higher chargeback rates. It's crucial to have clear return and
refund policies to mitigate this risk.

3. Compliance and Security Concerns

Businesses must ensure they comply with Payment Card Industry Data Security Standards (PCI
DSS). This includes implementing security measures to protect customer data during the manual
entry process. Failing to comply can result in hefty fines and loss of business credibility.

Best Practices for Manual Entry Credit Card Processing

To minimize risks and maximize the benefits of manual entry credit card processing, businesses
should adopt the following best practices:

1. Use Secure Payment Processing Systems

Invest in reputable and secure payment processing systems that comply with PCI DSS standards.
These systems often have built-in fraud detection and prevention mechanisms.

2. Train Staff on Security Protocols

Ensure that all employees who handle manual entry transactions are trained on best security
practices. This should include recognizing fraudulent activity and securely handling customer
information.

3. Collect and Verify Customer Information

Always verify the identity of the customer, especially for high-value transactions. This could include
asking for additional identification or cross-referencing customer details.

4, Implement Strong Refund and Return Policies

Clearly communicate your refund and return policies to customers to help minimize chargebacks.
Ensure that these policies are easy to understand and accessible.



5. Monitor Transactions Regularly

Regularly review transactions for any unusual patterns or discrepancies. Quick detection of
potentially fraudulent activities can help mitigate losses.

Conclusion

Manual entry credit card processing can be an invaluable tool for businesses seeking to expand
their payment acceptance capabilities. While it offers flexibility and increased sales opportunities, it
is essential to be aware of the associated risks, such as fraud and chargebacks. By implementing
best practices and utilizing secure systems, businesses can effectively manage these risks while
reaping the benefits of manual entry processing. As the payment landscape continues to evolve,
staying informed about the latest trends and security measures is crucial for maintaining customer
trust and ensuring a smooth transaction experience.

Frequently Asked Questions

What is manual entry credit card processing?

Manual entry credit card processing is the method of entering credit card information by hand into a
payment system or terminal, rather than swiping or using a chip reader.

When is manual entry credit card processing typically used?

Manual entry is often used when the physical card is not present, such as in phone orders, online
transactions, or in cases where the card reader is malfunctioning.

What are the risks associated with manual entry credit card
processing?

The main risks include increased chances of human error, potential for fraud, and non-compliance
with PCI DSS standards if not handled properly.

How can businesses mitigate risks in manual entry credit card
processing?

Businesses can mitigate risks by implementing secure payment systems, training employees on data
handling, and regularly updating security protocols.

Is manual entry credit card processing compliant with PCI
DSS?

Yes, it can be compliant if businesses adhere to PCI DSS requirements, including secure handling of



cardholder data and maintaining proper security practices.

What information is required for manual entry credit card
processing?

Typically, the cardholder's name, card number, expiration date, and CVV code are required for
processing a payment manually.

How can businesses improve the accuracy of manual entry
credit card processing?

Businesses can improve accuracy by using validation tools, double-checking entered data, and
training staff on best practices for data entry.

What are some common challenges faced with manual entry
credit card processing?

Common challenges include increased processing times, higher chances of mistakes, and potential
customer dissatisfaction due to errors.

What technology can assist in manual entry credit card
processing?

Optical character recognition (OCR) technology and software that integrates with point-of-sale
systems can assist in reducing errors during manual entry.

Are there any fees associated with manual entry credit card
processing?

Yes, many payment processors charge higher transaction fees for manual entry transactions
compared to card-present transactions due to the increased risk of fraud.
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