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Watch a video

Check out multiple users at the same time

Go to Admin view > Users > Checkout.
Enter the user's name in the search box.
Click Search.

Locate the user's account.

AN

Users

Select

®
Select Guest
john adams )
Clear Filter
GUEST ADDITIOMAL DETAILS
Adams, John $1,000.00

Bid#:0
Table:
Company Name:

5. Select Begin Checkout.
o Details of transactions will appear.
6. Click +Select Additional Guests.



Select Canfirm

®
Guest Checkout $1,000.00
balance o be pad
Guests
Adams, John Desalect

Email Receipt Send Pay Link

+ elect Agditional Guest

Cart
#903 51,000 Donation 5100000
Total 5$1,000.00

7. Search for the additional user to add.

Add Additional Guests

Salect & guest by searching the guest list below.

|Jane Doe|

8. Click Search.
9.



Add Additional Guests

Select a quest by searching the guest list below.

Jane Smith

GUEST ADDITIONAL DETAILS

Smith, Jane $500.00
Bid #:0
Table
Company Name:

Click Select next to the user's account that you would like to add.
o Page will repopulate with the combined order.
10. Click Make a Payment.

Salact Canfirm
[
Guest Checkout $1,500.00
balance 1o be pad
Guests

Adams, John

Smith, Jane

Send Pay Link

+ elect Agditional Guest

Cance Makea w
Cart
John Adams
#5903 51,000 Danation 5100000
Jane Smith
Donaticn £50000
Total $1,500.00

1. Select the appropriate form of payment.



Saelect Canfirm Payment

< Back to Confirm

Payment Information

Adams, John

balance: $1,000.00 1,000.00 Edit

Smith, Jane 500.00 Edit

balance: 5500.00

Salect a Payment Type

= = 5]

Enter Credit Card Check Cash
Other Fledge

12. Follow prompts to complete the payment with the appropriate method.
Note: Visit How to Checkout A User to learn all about the payment options.


http://givesmartsandbox.knowledgeowl.com/help/360001036951-checkout-a-user

