
Adding A Card Processing Fee 
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• Setup: Merchant Admin users will be allowed to set up the card processing fee percentage on the System 
Setup page 

• Functionality: Authorized Hub users (i.e. CSR2, Merchant Manager, etc.) will be able to:
• Manually add or remove the card processing fee to a new card transaction in the HUB. 
• Details:

• Fee can only be applied to bank card transactions (VISA, AMEX, Discover & MasterCard), Avcard, 
WF Contract, MSAviation and KHI Cards

• Only one card processing fee per transaction can be applied
• Fee can only be added if a product (greater than $0) has already been added to the transaction
• The amount of the card processing fee can not be edited when adding to a transaction
• The card processing fee will be calculated post-tax on the full amount of the transaction

• Once a transaction has been submitted/completed, the option to add or remove the card processing fee will 
not be available.

IMPORTANT: Check with your state laws on regulations regarding card processing fees as each state may have 
different rules.  Avfuel Corporation is not responsible for any fees that may have been added to a transaction 
that our outside state or federal regulations. 

The Avfuel Hub
How to Add a Global Card Processing Fee to Your Transactions
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Card Processing Fee: Setup
System Setup Page – Adding Card Processing Fee Percentage

Merchant Account> Transaction Details > Card Processing Fee

1. Enter a number representing the percentage to 
add to each transaction:
• Range can be anywhere from 00.00 – 99.99%
• Cannot exceed 2 decimals
• Character limit will be max 4 character
2. Save – scroll to the bottom and select Save

• An error will be displayed if merchant tries to save 
fee as:
• More than 4 characters
• Three decimals
• Special characters and letters
• Negative amount 
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Card Processing Fee: Adding to a Transaction
New Card Transaction – Adding Card Processing Fee

• The product sale must be greater than 
$0 in order for the Add Card Processing 
Fee button to display.

• The Add Card Processing Fee button will 
be hidden once the fee has already 
been applied to the transaction as only 
1 card processing fee is allowed per 
transaction.

Click the “Add Processing Fee” button 
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Card Processing Fee
New Card Transaction – Removing Card Processing Fee 

• To remove the Card Processing Fee from 
Transaction Summary, select X. 

• The Add Card Processing Fee button will 
display on the screen once the fee has 
been removed from the transaction.
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Card Processing Fee
New Card Transaction – Alternate Payment Option

• If Alternate Payment option is chosen 
and a Card Processing Fee is on the 
transaction, an error message will be 
displayed to remove  the Card 
Processing Fee from the transaction in 
order to proceed with an alternate 
payment option.
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Card Processing Fee
New Card Transaction – Declined Transaction, Alternate Payment Option

An error message will be displayed 
if the transaction is declined.

Since a Card Processing Fee has 
been applied, the merchant will 
need to remove it before entering 
in correct payment details
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Card Processing Fee
PDF and Print Invoice/Receipts
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