
HOW TO BYPASS A SALE 
Bypassing a sale records the sale in POSIM but does NOT authorize nor fund 
the transaction. This is useful when your internet is down or when you need to 
enter a sale into POSIM that has already been processed in Authorize.Net.  
Bypassing records the transaction in POS IM only and does not fund nor 
authorize the transaction.  
 

 

When you check bypass you receive 
the following message, “This option 
removes the credit card from 
processing. This credit card WILL 
NOT BE FUNDED.” This reminds 
you that you need to process the 
sale in the virtual terminal in 
Authorize.Net.  

 
When you are ready to process the sale, e.g. your internet is now functional; 
retrieve the credit card information from the Credit Card Audit Report. Open 
Sales Point, click Reports, and then Credit Card Audit Report. 
 

 
 



 

This box will appear once you click 
Credit Card Audit Report. You’ll be 
able to set the date parameters to 
what you need. In order to view the 
full credit card number, your user 
account needs to be set to allow that 
privilege.  

 
 
 
 

 

The Credit Card Audit Report displays 
the credit card number, the expiration 
date, and the amount. Print the report to 
use when logging in to Authorize.Net to 
process the sale. In order to unmask the 
numbers, you will have to set up your 
privileges, which our Tech Support team 
can help you with. (NOTE: If you do not 
see the expiration date in the report, that 
information can be found on the 
processed invoice.) 

 
After you have bypassed the sale in POS IM, you will usually hand key the sale 
in Authorize.Net. Although your internet may be down at the store, you may take 
the Credit Card Audit Report to another location, log in to Authorize.Net, and 
enter the sales in the Virtual Terminal. 
 
 



 

To run the credit card transaction 
manually through Authorize.Net, 
click on Virtual Terminal (located 
under the Home tab). 

 

 

You will only need to fill in the Card 
Number, Expiration Date, and the 
Amount. These are the only required 
fields for processing the transaction. 

Make sure to select the Charge a 
Credit Card option. 



                    

You may want to enter the Invoice # 
and a Description, such as “internet 
down” so that there’s a record of 
what happened. 

 

 

All of the other boxes (i.e. Shipping 
Information, etc.) are not required in 
order to process the transaction. 
They are optional. After that, just 
scroll down to the bottom of the page 
and click submit! 

 
 
 
 


