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Individual Transaction Search 
 
1. Select Transaction > Purchases 
2. Select a Date Range 
3. Enter search term in the Search text box. The search options include Txn Id, 

Reference, Card Holder and Card Number 
 

 
 
It is also possible to perform an individual transaction search on Authorizations and 
Refunds. 
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Settlement Summary Report 
 
1. Select Reports > Settlements Summary 
2. Select a Date Range 

 

 
 
You will be able to view a list of the daily settlement amounts within your date 
range. Amex and Diners will appear in separate columns to allow you reconcile these 
amounts when they are settled into your bank account. 
 
The settlement summary report provides a ‘View’ option that provides a breakdown 
of transactions by card type. You can also download an individual transaction report 
when viewing a settlement day. 
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Download Transactions 
 
1. Select Reports > Transactions 
2. Select a Date Range 
3. Select Download Detailed Report from the Actions menu 
 
Please note that there is a ‘Based on settlement date’ checkbox option. If this option 
is not selected, you will receive transactions from and up to midnight within the 
selected date range. 

All Merchants Report 
 
If you have multiple merchant accounts linked to your login, it is possible to view the 
daily settlement totals for each account. You can view this report by selecting 
Reports > All Merchants. 
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Virtual Terminal 
 
1. Select Virtual Terminal 
2. Complete the payment form by entering the Amount, Description (Optional), a 

Unique Reference, and the Card details. 
3. Select the Charge Card button to complete the transaction 
 
Please find an example of our Virtual Terminal below. 
 

 
 
 
Our Virtual Terminal provides an option to ‘Authorize Only’. This transaction type 
places a hold on the funds, but does not debit the card. You will need to capture the 
funds within 4-7 days if you proceed with this option. 
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Refund A Transaction 
 
1. Select Transaction > Purchases 
2. Select a Date Range 
3. If required, enter search term in the Search text box to locate the transaction. 

The search options include Txn Id, Reference, Card Holder and Card Number 
4. Select Refund from the transaction drop down menu. 

 
 

5. Select the tab to ‘Refund full amount’ or ‘Refund partial amount’ 
6. Enter a Description (Optional) and a Unique Reference 
7. Select the Refund button to complete the transaction 
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Repeat A Transaction 
 
1. Select Transaction > Purchases 
2. Select a Date Range 
3. If required, enter search term in the Search text box to locate the transaction. 

The search options include Txn Id, Reference, Card Holder and Card Number 
4. Select Repeat from the transaction drop down menu. 

 

 
 
 
5. Complete the payment form by entering the Amount, Description (Optional), a 

Unique Reference, and the Card details. 
6. Select the Charge Card button to complete the transaction 
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Add a Customer 
 
1. Select Customers from the left hand side menu 
2. Select New Customer from the Actions menu 
3. Enter the Customer details, including optional address and contact details 

 

 
 
4. Enter the Customers credit card, AND/OR bank account details 
 

 
 
5. Select the Create Customer button to add the Customer 
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Add a Payment Plan 
 
1. Select Customer 
2. Select ‘Create Payment Plan’ from the Actions menu 
3. Enter the Payment Plan details 

 

 
 

 
 
 
4. Select the Create Plan button to add the Payment Plan 
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Charge a Customer’s Credit Card 
 
1. Select Customers from the left hand side menu 
2. Locate the Customer using the search box 
 

 
3. Select Charge Card from the Customer drop down menu 
 

 
4. Complete the payment form by entering the Amount, Description (Optional), and 

a Unique Reference. 
5. Select the Charge Card button to complete the transaction 
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Debit a Customers Bank Account 
 
1. Select Customers from the left hand side menu 
2. Locate the Customer using the search box 
 

 
3. Select Create Direct Debit from the Customer drop down menu 
 

 
6. Complete the payment form by entering the Amount, Date, Description, and a 

Unique Reference. 
7. Select the Create Debit button to complete the transaction 
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Email or Download Receipt 
 
1. Select Transaction > Purchases 
2. Select a Date Range 
3. If required, enter search term in the Search text box to locate the transaction. 

The search options include Txn Id, Reference, Card Holder and Card Number 
4. Select ‘Download Receipt’ or ‘Email Receipt’ from the transaction drop down 

menu. 
 

 
 
 
5. If emailing a receipt, enter the email address and select the ‘Send’ button. 
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Email Reports 
 
1. Select Reports > Subscribers 
2. Select New Subscriber from the Actions menu 
3. Enter the Recipient name and email address 
4. Select each report that you would like the subscriber to receive. Please find the 

options below 
 

 
5. Select the Add Subscriber button 
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Invite Users 
 
1. Select Account > Users 
2. Select a New User from the Actions menu 
3. Enter the new Users email address 
4. Specify if the new User will be an Admin or Standard user. Admin users have the 

ability to set up additional and edit other users 
5. Select the Permissions for the User 
6. Select the Invite User button 
7. The user will receive an email invite with instructions on how to set up their 

password 
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Upload Batch Files 
 
 
1. Batch Payments > Batches 
2. Select ‘New Batch’ from the Actions menu. 
3. Ensure your batch file is named in the required format. Select the batch file, and 

Upload Batch. 
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