
 

 

 

 

 

 

 

 

 

 

 

Quick Reference Guide
PAYMENT GATEWAY

 
 

 

 

 

 

 

 

  

 

 

 

 
 

Quick Reference Guide 
PAYMENT GATEWAY (Virtual Terminal)

Document Version 
Copyright © 2013 ePaymentAmerica, Inc. All Rights Reserved

(Virtual Terminal) 

 

 

 

Document Version 131227 
, Inc. All Rights Reserved 



 

 

Logging in to the Virtual Terminal

 

1. Open your internet browser; 
• We strongly recommend

2. Type the web address (URL) for the 

• https://gateway.epaymentamerica.com
3. Input your username in the Username 

4. Input your password in the Password 
5. Click Login (the Reset button lets you re
6. After you login to the system, 
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in to the Virtual Terminal 

recommend use of Internet Explorer (latest version). 

for the ePaymentAmerica login page in the Address

https://gateway.epaymentamerica.com; 

ername field; 

Password field; 

button lets you re-enter your username and password);

, the Menu bar will appear on the screen.   
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Transactions Report  (Find Transactions) 

Transaction Summary 

 

1. To view Transaction Summary, click on the Find Transactions folder; 

2. Click on Summary; 

3. Use the Filters to narrow your search if needed by Date Range or specific Dates; 
4. Click Submit. 

 

 
 

 

 

  



 Quick Reference Guide 

 

Page 4 of 11 

Transactions Report  (Find Transactions) 

Credit Card Transactions 

 

1. Click on the Find Transactions folder; 
2. Click on the Credit; 
3. Use the Transaction Filters to narrow your search by the parameters available; 

4. Click Submit. 

5. You can download the transaction list generated in different formats: Excel, PDF, Tab 

Delimited or XML. 
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Processing Transactions  

 

Credit Card Sale 

 

1. Click on the Virtual Terminals folder; 

2. Click on Credit; 
3. Enter the sale transaction information into the Credit Card Sale form; 

4. Click Process; 
5. Click on Print Receipt to print the transaction receipt; 
6. Enter the Customer’s email and click on E-Mail Receipt to send the receipt by email. 
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Processing Transactions  

 

Credit Card Void 

 

1. You can Void any credit card transaction not yet settled (batched out); 
2. Through Find Transactions, locate the transaction you want to void; 
3. To void the transaction, click “Yes, Void this Transaction”; 
4. If the transaction has been settled, the “Refund” option will appear instead. 
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Processing Transactions  

 

Credit Card Refund 

 

1. You can Refund any credit card transaction already settled (batched out); 
2. Through Find Transactions, locate the transaction you want to refund; 
3. To refund the transaction: 

• Edit the Amount (if needed and not higher than original); 

• Click “Yes, Refund Account”; 

 

 
 

 



 Quick Reference Guide 

 

Page 8 of 11 

Processing Transactions  

 

Credit Card Repeat Sale 

 

To make a repeat sale, first find the target transaction through the steps described earlier in 

this chapter.  Then click on the transaction’s Ref# link.  A repeat sale task box will appear 

(shown below): 

 

1. You can recharge a Customer you have previously charged by making a  Repeat Sale; 

2. Through Find Transactions, locate any previous charge made to the Customer; 

3. To make a  Repeat Sale: 

• Edit the Amount; 

• Click “Yes, Charge Account”; 
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Batches and Settlement 

 
A Batch is a collection of transactions to be settled (to be sent for funding).  There are two 

types: Open (or Current) Batch and Closed Batch.  An open batch, or current batch, is a 

batch that has not yet been settled.  On the contrary, a closed batch is a batch that has already 

been settled.  To submit/settle the transactions in the current batch, the End of Day function 

comes into place.   

 

Current Batch  

 

It is the open batch which has not yet settled. 

 

1. Click on the Current Batch folder; 
2. Click on Summary to get totals per Payment Type: 

 

 

 

3. Click on Credit to view the transactions in the batch: 
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Batches and Settlement 

 

Closed Batches 

 

Closed Batches are the transactions already settled.   

 

1. Click on the Batches folder; 
2. Click on Credit and use the Filters to narrow the criteria on batches to be listed; 
3. Click Submit and batch listed will show up: 

 

 

 

4. Click Summary to view the summary per Payment Type; 

5. Click Details to view the transactions in the batch. 
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Batches and Settlement 

 

End of Day 

 

The End of Day is the process of manually closing any open Batch (settlement) and initiating 

the funding. 
 

1. Click on the End of Day folder; 
2. Click on Credit to settle the credit card transactions; 
3. Click Close Batch to confirm batch closing. 

 

 

 

 

 

 


