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1 Introduction 
 
The PaymentXP Virtual Terminal Application is an online service which provides many different 
types of merchant payment services.   
 
Please contact us or your sales representative about obtaining an ACH account so you can be on 
your way to post transactions online in no time! 
 
 



 Virtual Terminal URL 
The web address to the PaymentXP Virtual Terminal Application is 

https://www.paymentxp.com 

The Virtual Terminal requires a secure connection (SSL). The URL (web address) should start 
with https instead of http. 



 

2 Desktop 
 
The Desktop screen provides you with a snap-shot of your ACH transaction and return statistics 
for yesterday, today, month-to-date (MTD), and year-to-date (YTD) statistics. To view the details, 
click the count link under the “Count” column.  
 

 

3 Post an ACH Sale  
 
This screen allows you to create a new ACH transaction which will be settled through the ACH 
(Automated Clearing House) network. The sample provided below illustrates an ACH transaction. 
The information windows will automatically depending on the Transaction Type selected. 
 



Post Sale Form 

 
 
 
Step-by-Step to post an ACH Sale 
These are the steps needed to perform an ACH Sale.  These steps go through the required fields 
denoted with a red * asterisk. You can view information on a particular field by moving your 
mouse pointer over the  information image. 
 
1. Click the Transaction Post Sale link 
2. Begin a transaction by selecting the Transaction Type (ACH Checking Account or ACH 

Savings Account) 
3. Click the “Lookup Customer” button to pick a customer. The CustomerID and CustomerName 

are optional fields. To add a new customer, click the Profile Customers link 
4. Enter the check writer’s bank routing number 
5. Enter the check writer’s bank account number 
6. Enter the check writer’s name on account 
7. Select a date you want to process this transaction 
8. Next enter a description of the charge 
9. Enter the charge amount 
10. Enter your unique reference number (invoice #, order #, transaction #) 
11. Click the “Submit” button 



Transaction Response 

 
 
12. On the screen above, you can click the “New Transaction” button to enter more transactions 

or click the “Add Recurring” button to create a recurring transaction. You can also click the 
“Print Receipt” link to print a copy of the receipt. 

 



3.1.1 Print Receipt Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



4 Post an ACH Credit  
 
This screen allows you to credit (refund) an ACH transaction that has settled through the ACH 
network. These transactions will have a Closed status. 
 

4.1.1 Post Credit Form 

 
 
 
Step-by-Step to post an ACH Credit 
These are the steps needed to perform an ACH Credit.  
 
1. Click the Transaction Post Credit link 
2. Use the Search Criteria panel to locate the transaction you would like to credit 
3. Click the “Credit” button 
4. Next enter a credit amount  
5. Click the “Credit Transaction” button.  
 
Note: The credit amount (refund amount) cannot exceed the original sale amount. 
 

5 Void a Transaction  
 
This screen allows you to void an ACH transaction that has not settled through the ACH network. 
These transactions will typically have an Open status. 



Void Transaction Form 

 
 
 
Step-by-Step to void ACH Transaction 
These are the steps needed to void an ACH transaction.  
 
1. Click the Transaction Void Transaction link 
2. Use the Search Criteria panel to locate the transaction you would like to void 
3. Click the “Void” button 
4. Confirm by clicking the “OK” button 
 

 
 
 

6 Post a Recurring Transaction  
 
A recurring sale is an automatic payment processed on a certain schedule. This screen allows 
you to create an ACH Recurring transaction which will be settled through the ACH (Automated 
Clearing House) network.  
 



Post Recurring Form 

 
 
 
Step-by-Step to create an ACH recurring transaction 
These are the steps needed to create an ACH Recurring transaction.  These steps go through the 
required fields denoted with a red * asterisk. 
 
1. Click the Transaction Post Recurring link 
2. Begin a transaction by selecting the Transaction Type (ACH Checking Account or ACH 

Savings Account) 
3. Click the “Lookup Customer” button to pick a customer. The CustomerID and CustomerName 

are optional fields. To add a new customer, click the Profile Customers link 
4. Enter the check writer’s bank routing number 
5. Enter the check writer’s bank account number 
6. Enter the check writer’s name on account 
7. Select a date you want to process this transaction 
8. Next enter a description of the charge 
9. Enter the charge amount 
10. Enter your unique reference number (invoice #, order #, transaction #) 
11. Next enter your schedule information for the this transaction 
 



To set a daily payment schedule 
a. Set the Select Occurrence drop down to ‘Daily’.   
b. Set the interval value between payments.  This is the number of days between each 

recurrence. 
c. Set the date when the scheduled payments will begin.  This can be any date greater 

than the current date. 
d. The end date is the date of the last payment that will be processed.  To enter an end 

date, click on the end date radio button and enter a valid date entry. 
 
Once a schedule is successfully posted, it can be stopped at anytime by selecting 
Reports Recurring Detail. You need to search and locate the recurring transaction and then 
click the “Disable” button to stop the payment. 
 

To setup a monthly payment schedule 
a. Set the Select Occurrence drop down to ‘Monthly’. 
b. In the Set Option, you can choose the specific day of the month or a particular day of 

the week you want the payment processed.  You can also choose the number of 
months between recurrences.  

c. The end date is the date of the last payment that will be processed.  To enter an end 
date, click on the end date radio button and enter a valid date entry. 

 
12. Click the “Submit” button 
13. Click the “Print Receipt” link to print a copy of the receipt 
 
Note: ACH recurring orders are processed at 8AM (PST). Any recurring orders created after this 
time will be processed the following day. 
 

7 Manage ACH Presets  
 
An ACH Preset is pre-defined ACH transaction that allows you to create and save an ACH 
transaction template which can be process at any time. Ideally, ACH Presets are used for 
recurring transactions that have a variable amount.  For example, your water and electric bill are 
usually different from month to month. With ACH Presets you decide when you want to process 
the transaction and the amount of the transaction. The steps below show you how to create an 
ACH Preset.  In the next screen, you will learn how to process an ACH Preset. 
 
 



Manage Presets Form 

 
 
Step-by-Step to create an ACH Preset 
 
1. Click the ACH Presets Manage Presets 
2. Begin a transaction by selecting the Transaction Type (ACH Checking Account or ACH 

Savings Account) 
3. Click the “Lookup Customer” button to pick a customer. The CustomerID and CustomerName 

are optional fields. To add a new customer, click the Profile Customers link 
4. Enter the check writer’s bank routing number 
5. Enter the check writer’s bank account number 
6. Enter the check writer’s name on account 
7. Select a date you want to process this transaction 
8. Enter your unique reference number (invoice #, order #, transaction #) 
9. Next enter a description of the charge 
Click the “Submit” button 



 

8 Process Presets  
This screen allows you to process your Presets.  Please see Manage Presets to add a new AC 
Preset. 

Process Presets Form 

 
 
Step-by-Step to process your ACH Presets 
 
1. Click the ACH Presets Process Presets 
2. Identify the Preset you want to process and enter the amount and select a process date 
3. Click the “Process Presets” button 
4. Confirm the amount and process date then click the “Confirm Amount and Create ACH 

Transaction(s)” button 



Process Preset Confirmation Form 

 
5. You have successfully processed your ACH Presets! 
 

 
 

9 Preset History 
 
The Preset History report displays all ACH Presets that have been processed for the current 
month. You can filter or search transactions by modifying the search criteria and then clicking on 
the “Search” button. You can search transactions by the following fields: Transaction ID, 
Reference Number, Account Number, Account Name, Amount, Status, and Transaction Date. To 
view the details for an individual transaction, click the "TransID” link button.  
 



 
 

10 Return List  
 
This screen displays ACH transactions that are returned from the bank. You can resubmit a 
return transaction (NSF, closed account, etc) on this screen. You can filter or search returns by 
modifying the search criteria and clicking the “Search” button.  To view the details of the return, 
click the "TransID” link button. 



Return List Form 

 
 
 
1. Click the Reports ACH Return List 
2. Use the Search Criteria panel to locate your returns  
3. Click the “Resubmit” button to resubmit a transaction that has been returned by the bank 
4. Confirm by clicking the “OK” button 
 

 
 
5. If the original transaction contains errors such as an incorrect account number or routing 

number, you can correct the error and then resubmit the transaction. See below. 
 



 
 
6. Click the “Resubmit Transaction” button to resubmit a transaction 
 

11 Transaction Detail 
 
The Transaction Detail report displays all of the transactions for the current month. You can filter 
or search transactions by modifying the search criteria and then clicking on the “Search” button. 
You can search transactions by the following fields: Transaction ID, Reference Number, Account 
Number, Account Name, Amount, Status, and Transaction Date. To view the details for an 
individual transaction, click the "TransID” link button.  
 
This report also allows you to credit or void a transaction (only settled transactions can be 
credited and only open transactions can be voided). You can also resubmit a return transaction 
(NSF, closed account, etc) on this screen. To credit, void, or resubmit a transaction click the 
“Credit”, “Void”, or “Resubmit” button under the Action field. 



Transaction Detail Form 

 
 
 

12 ACH Statement 
ACH Statement Report 

 



 
This report shows your ACH activities by month. You may click the amounts that are highlighted 
in blue to view the details of that amount. The ACH statement displays the following information:  
 

1. Beginning account balance 
2. Ending account balance 
3. Batch totals 
4. ACH fees 

• Item Fee 
• Discount Fee 
• Return Fee 
• Overdraft Fee 
• Statement Fee 

5. Amounts held in reserve (if applicable) 
6. Amounts released from reserve (if applicable) 
7. Amounts on hold (if applicable) 
8. Transactions returned (NSF, closed accounts, etc) 
 

This report starts by displaying your beginning balance for the month.  Then it lists all the ACH 
activities that occurred during the month. Finally, it shows your ending balance. You can view the 
statement for other months by selecting the Statement Period dropdown. 
 
Typically, this is how it works. Merchant submits a batch of transactions to PaymentXP. 
PAYMENTXP posts the sum of the transactions as a “Batch Total” entry to the statement. This 
amount, minus any fees and reserve is then placed on hold for a few days while the ACH is sent 
out to collect funds. After the time period elapses, the amount (minus any fees and reserve) is 
sent to the merchant and shown on the report as “Release of funds on hold”. 
 

13 Batch Summary 
 
This report lists the batches that have settled for the month. Each batch represents a day. For 
each batch, the report shows the total for: 

• Sales amount 
• Sales transaction count 
• Credit amount 
• Credit transaction count 

You may view a different date range by entering the desired dates for the Search Criteria panel 
and clicking on the "Search" button. The details of an individual batch can be viewed by clicking 
on the “Posted Date” link button. 
 



 
 

14 Edit Schedule Recurring 
 
A scheduled recurring payment can be stopped at anytime to prevent further payments from 
being processed. 
 
To stop a recurring payment, select the recurring you want to edit from the list and click the 
“Disable” button. 



 
 

15 View Profile 
 
This screen displays your account information. 
 
 



 
 

16 Change Password 
 
Use this screen to change your password. Your new password must follow these rules: 

a. Is 8 characters long 
b. Contains letters and numbers 
c. Must be at least 1 uppercase letter. 

 
 

 
 

17 Maintaining your Customers 
 



PaymentXP’s Customer Manager (CM) allows you to store your customers’ sensitive payment 
information on our secure servers for use in future transactions. CM helps eliminate steps in the 
checkout process for repeat customers.  
 

 
 
Step-by-Step to add a customer 
These are the steps needed to add a customer.  These steps go through the required fields 
denoted with a red * asterisk. 
 

1. Click the Profile Customers 
2. Click the “New Customer” button 
3. Enter your customer information 
4. Enter the customer’s bank information 
5. Enter the customer’s card information 
6. Click the “Save” button 

18 Add Users 
 



 
 
Step-by-Step to add a new user 
These are the steps needed to add a customer.  These steps go through the required fields 
denoted with a red * asterisk. 
 

1. Click the Profile Add User 
2. Click the “New” button 
3. Enter the user name. Please enter an email address as the user name. 
4. Enter the a password following the rules on section 16 
5. Enter the user’s first name 
6. Enter the user’s last name 
7. Enter the user’s email 
8. Next assign user permissions by setting the “Enabled” column 
9. Click the “Save” button 

 

19 ACH Frequently Asked Questions 
Question: What is the cut-off time for ACH? 
Answer: 11AM PST 
 
Question: Can I create a batch file and upload it to PAYMENTXP for processing? 
Answer: PAYMENTXP provides 2 batch file formats (comma-delimited and NACHA). Please 
contact PAYMENTXP for details. 
 
Question: Can PAYMENTXP generate a response file? 



Answer: Upon request, a merchant can be setup to receive a response file daily on the 
PAYMENTXP FTP server. 
 
Question: Can PAYMENTXP generate a return file? 
Answer: Upon request, a merchant can be setup to receive a return file daily on the 
PAYMENTXP FTP server. 

 


