
Updating an Expiring CC 
1. When you see an Account appear on the “Work: Credit Card Expiring Next 60 Days 

with Recurring Scheduled”, you need to get a new Payment Consent sent to the 
Client so that we can get a new payment method on file.  

2. Click on the Chargent Order: Order ID link on the dashboard.  

 

 

 

 

 

 

 

3. On the Chargent Order record, click Payment Consent Request.  

 

 

 

4. Select the Recipient to notify or manually add an email. 
5. Fill out the Payment Consent Request and click Submit.  

a. Note: there is a new field “Associated Contract” that you will need to select 
before you can submit the request.  


