
PBE Exchange
Credit Card Functionality

How it Works
For users paying with a credit card on PBE Exchange, up to 3 cards 

can be saved and selected on the Check Out page. All credit card 
maintenance is located on the Check Out page of the desktop version.



OVERVIEW

CONTENT

• For users paying with a credit card, PBE Exchange allows up to 3 cards to be saved and selected on the Check Out page.
• Additional cards can be entered by deleting a previous card. 
• This feature is available for both PBE Exchange desktop and mobile app versions.
• All credit card maintenance is located on the Check Out page of the desktop version.

1. Adding a New Credit Card(s)
2. Checking Out with a Default Credit Card
3. Changing the Default Card
4. Deleting a Credit Card
5. Expired Credit Cards
6. Selecting a Different Card when Checking Out
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Adding a New  
Credit Card(s)  

From the desktop version of 
PBE Exchange, proceed to 
the Check Out page.

Enter or generate a PO#.

Next, click Change Card 
and the Saved Credit Cards 
section appears. 

Click Add Credit Card 
and the Credit Card 
Information modal appears.
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Adding a New  
Credit Card(s)  

From the Select Card drop-
down list, select a card type.

Complete the Cardholder 
Name field as it appears on 
the card.

To set the card as the 
default card, mark Save 
Card as Default.

When finished, click Save 
Card.

To save this credit card for 
future purchases, mark 
Save Card to Wallet. 

NOTE: If the card is to be used 
for only one purchase, do not 
mark Save Card to Wallet.

Complete the Card Number 
field.

From the Expiration Date 
drop-down lists, select the 
month and year.
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Checking Out  
with a Default 
Credit Card   

From the desktop version of 
PBE Exchange, proceed to 
the Check Out page.

Enter or generate a PO#.

Verify the default credit card 
under Payment Method is 
correct. If correct, click Place 
Order.
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Changing the 
Default Credit Card    

From the desktop version 
of PBE Exchange, proceed 
to the Check Out page and 
enter or generate a PO#. 

Next, click Change Card 
and the Saved Credit Cards 
section appears.

In the Saved Credit Cards 
section, go to the Default 
column and mark the 
desired card to appear when 
checking out.

When finished, click Save.
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Deleting a  
Credit Card     

From the desktop version 
of PBE Exchange, proceed 
to the Check Out page and 
enter or generate a PO#.

Next, click Change Card 
and the Saved Credit Cards 
section appears.

Locate the card to be 
deleted and click in the 
Delete column.

When the Delete Credit 
Card modal appears, click 
Delete. The Success 
modal will appear stating 
the credit card has been 
deleted.
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Expired  
Credit Cards   

NOTE: Even if just the expiration 
date needs to be updated on an 
otherwise valid card, the expired 
card must be deleted first and 
then added again as a new card.

When a credit card is expired, 
the message One or more 
of your credit cards have 
expired appears on the 
Check Out page under 
Payment Method.

Click Update Credit Card(s).

Next, click Add Credit Card 
and add the new card. 

Locate the expired card 
and click in the Delete 
column.

The expired card appears 
highlighted in red and 
Expired! appears under the 
Expiration Date column.
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Selecting a 
Different Card 
When Checking Out     

To select a different card 
for the purchase, select 
Change Card on the Check 
Out page. 

In the Saved Credit Cards 
section, locate the desired 
card and mark the circle to 
the left of the Card Type 
column. 

When finished, click Save.
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