
Authorize.net for Big Holler 
 

1. Go to account.authorize.net > Fill out the Username and Password found in the CRM 
a. If you need to reset the password, stop and message Todd on Slack which account is needed for 

reset and since it will ask for a pin to reset it. The logic of passwords for Auth.net is the default 
> !1Pospay@ and we change the number only in each new password. 

 
 

b. Once you log in look for home on the left side then look down the page about half way for 
Transaction Search. 

 
 
 

c. The two areas you will need>  1) Unsettled Transactions and 2) Search by Business day > Open 
on of them in a new tab and the other in your current window. 

d. The Unsettled Transactions looks like this: - This is for TODAYS sales only 
 
 
 
 
 
 
 
 
 

i. On the far left side is a Blue Number Set > If you want to Void a transaction or capture it 
– this is the area to perform that task. If you want to REFUND instead of voiding then 
you will need to wait until after the batch closes and then open Search by Business day 
(Below) 

e. The Search by Business Day looks like this: - This is for YESTERDAY and BACK sales only – Click 
search on this page, do not worry about putting a date range in 

 
 

i. Again look for the Blue area on the left side and  
open the ticket you want, then click refund. 
 
 
 
 
 
 

ii. Lastly, if you want to add a tip, go to the right side and  
Click View Re-Billable Transactions, then add ONLY the tip  
In the New Payment Amount box and click apply. 
 
 
 
 
 



Authorize.net for Big Holler 
 

 
 
Trouble Shooting for BH 
 

2. Often with BH transactions the either are approved or they are not approved.  If a charge is not 
approved then it ‘hangs out’ in the Unsettled transactions area until something is done to it. This 
means that the patron see two or more transaction on their banking app and ‘thinks’ they are being 
charged multiple times for one order. 

a. Look for Authorized/Pending Capture in the Unsettled Transaction tab 
 
 
 
 
 
 
 
 
 
 

b. Now Toggle between the Unsettled Transaction Tab and the Search by Business Day tab and 
look for:  

i. the Unsettled Transaction Tab - Date > Customer Name > Amount > Time  
1. match it to the corresponding  

ii. Search by Business Day tab - Date > Customer Name > Amount > Time 
1. Be cautious to match them correctly and also to look for the same last name 

with the same amount as a man/women may use two different cards thinking 
the cards are not working. 

 
 
 
 
 

2. Now Void or Capture the charge on the Unsettled Transaction Tab and do this for 
every transaction. If you cannot find the matching result on the Search by 
Business Day tab then charge the amount, if you can, then void the amount.  

3. In addition, watch for this scenario, the name could not be found on the Search 
by Business Day tab but it was found twice on the Unsettled Transaction Tab, so 
one was captured and one was voided. 

 
 
 
 

4. There may be 20 transaction a week to look through 
5. BH has known of this issue for over a year. 

 
 


