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EPASS Pay  
enables you to 

• Eliminate the hassle of third-party gateway fees and frustrating support calls (EPASS Pay is completely 
supported by EPASS!) 

• Analyze credit card reconciliation reports directly in EPASS. 

• Maintain PCI compliance with built-in tools and included insurance. 

• Remove slow virtual terminals and complete transactions faster and easier. 

Process Credit Card Transactions Instantly and Easily 

No more double-entry or re-typing, and that means no more errors, too. With EPASS Pay, you can process 
credit card transactions instantly while keeping your customer’s credit card information secure. 

Setting Up EPASS Pay 
The EPASS Pay setup should only be completed by IT personnel or someone with full EPASS security access. 
Setting up EPASS Pay will need to be completed for each branch. 

Before Starting 

• You will need the Merchant ID for your branch that was provided by Fullsteam. If you do not have the 
Merchant ID, contact EPASS support for help. 

Connect Payment Terminals to Your Network 

Follow the instructions that came with your payment terminals to connect them to your network. 

If you have a Move/5000 terminal, view instructions for connecting it to your wireless network here. 

Once each terminal is successfully connected, continue with the next section, Activate EPASS Pay Security 
Options. 

Activate EPASS Pay Security Options 

To complete the EPASS Pay setup, you'll need to activate at least two security options. After the setup, some or 
all of these security options will need to be activated for each person that will use Merchant Track. 

To Activate EPASS Pay Security Options 

1. Log into EPASS. 

2. Go to Tools > System Maintenance. 

https://help.epass.software/help/EPASS%20Pay/Setup/connectingmove5000
https://help.epass.software/help/EPASS%20Pay/Setup/Setting%20Up%20EPASS%20Pay#activate-epass-pay-security-options
https://help.epass.software/help/EPASS%20Pay/Setup/Setting%20Up%20EPASS%20Pay#activate-epass-pay-security-options
https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/About%20Merchant%20Track
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3. On the Tables tab, select User Security, and then click Open. 
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4. Select your account from the list, and then click Security.

 

5. In the menu on the left, click EPASS Pay. Select Merchant Track - All Branches and Merchant Track - 
Terminal Management. (The additional security settings are optional and not required to complete the 
EPASS Pay setup. They can be activated as needed for each Merchant Track user at a later time.) 
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6. In the Keyword field, enter add payment Enable the security options highlighted below so that the user 
can use these payment entry methods. 

 

info 

You also need to enable these security options if you use EPASS Mobile Service. 

 

7. In the Keyword field, enter refund. Enable the highlighted security options below to allow the EPASS 
User to complete an integrated refund. 
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8. In the Keyword field, enter preauth. Enable the security option to allow the EPASS User to add the Pre-
Authorized payment type. 

 

9. Click OK. 

Configure Your "Cash" Customer 

You need to make sure that the customer account that you have set up in EPASS for “quick sale” or “cash” 
transactions is configured for EPASS Pay. This is necessary so that the address verification procedure is 
skipped when taking EPASS Pay payments on invoices that use this customer account. 

1. Go to Customer > Maintenance. 

2. Search for your “cash” customer, and then click Edit.

 

3. Click the Credit tab. 

4. Select the EPASS Pay - Cash Customer checkbox. 

https://help.epass.software/help/EPASS%20Pay/Setup/AddingPaymentTypes/AddingPreAuthPaymentType
https://help.epass.software/help/EPASS%20Pay/Setup/AddingPaymentTypes/AddingPreAuthPaymentType
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5. Click OK to close the Customer record. 

info 

You cannot use Click to Pay links or save cards on file with Cash Customer accounts. 

Configure EPASS Pay Variables 

1. Go to Tools > System Maintenance. 
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2. Click the Variables tab. 

3. Click EPASS Pay, and then click Open. 

 

4. On the EPASS Pay tab, do the following: 
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A 
If you want EPASS to print a merchant receipt as well as the customer receipt after each payment 
transaction, select the Print Merchant Copy of Payment Receipt checkbox. Note: EPASS always 
prints the customer's copy of the receipt. 

B If you’re using a PinPad with a built-in printer, selecting this checkbox will print the customer’s receipt 
from the PinPad. 

C Select this checkbox if you want declined payments to appear on printed invoices. 

D 

Select the default Entry Method for all EPASS Pay payments (PIN Pad, PIN Pad Keyed, Form Keyed, 
Card on File.) When an EPASS Pay Payment Type is added to an invoice, it will automatically set the 
Entry Method to the default. (The Entry Method can always be changed on the Invoice at time of 
payment.) 

E 
By default, credit cards are saved to the customer record that appears in the invoice’s Sold To field and 
are recalled from the customer record that appears in the invoice’s Bill To field. You can change the 
defaults using the two dropdowns. 

info 

EPASS always prints the customer's copy of the receipt. 
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5. Click the AVS & CVV tab to configure how EPASS Pay manages Address Verification (AVS) and Card 
Verification Value (CVV) discrepancies. You can choose to either accept or reject payments outright, or 
prompt for a decision on how to proceed. 

 

6. Once you've completed configuring AVS and CVV, click OK to close the EPASS Pay Variables window. 

Enter User Information for Merchant Track 

Each person that will use Merchant Track needs to enter their name, a phone number, email, and the branch 
that they're associated with in their EPASS User profile. 

To Enter Your MerchantTrack User Information: 
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1. In the User Security window, select your account and then click Edit.

 

2. On the Settings 1 tab, in the EPASS Pay Merchant Track area, enter your name and a phone number.

 

3. If the Email field is blank, enter your email address. 

4. In the Branch dropdown, select the branch that you are associated with. 

5. Click OK. 

Add Credit Card and ACH Merchant IDs 
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The Merchant IDs for your branch has been provided by Fullsteam. If you do not have the Merchant 
ID, contact EPASS support for help. 

To Add the Merchant IDs: 

1. Go to Tools > System Maintenance. 

 

2. On the Tables tab, select Branch, and then click Open. 

 

3. Select a branch, and then click Edit. 

mailto:support@epass.software
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4. Click the Payment Proc tab. 

 

5. In the EPASS Pay area, enter the Credit Card Merchant ID. 
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6. If you have an EPASS Pay ACH Merchant ID, enter it in the ACH Merchant ID field.

 

Before closing this window, continue with the next section. 

Activate Payment Terminals 

The final step in the setup process is to activate your payment terminals. Make sure that you have 
already connected them to your network before continuing. 

To Activate Your Payment Terminals: 

1. In the Payment Proc tab of the Branch window, click Online Manage. Merchant Track opens to it's 

Dashboard screen.  

2. In Merchant Track's left navigation menu, click Terminals, and then click Activate Terminal. 

https://help.epass.software/help/EPASS%20Pay/Setup/Setting%20Up%20EPASS%20Pay#activate-payment-terminals
https://help.epass.software/help/EPASS%20Pay/Setup/Setting%20Up%20EPASS%20Pay#connect-payment-terminals-to-your-network
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3. Enter the Activation code displayed on the Terminal's screen.
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4. Enter a Description for the Terminal. (For example, Front Register, Parts Counter, etc.) 

5. In the Merchant dropdown, select the Merchant ID that this Terminal is assigned to. 

6. Click Activate. 

7. Repeat steps 2-6 for each terminal. 

The EPASS Pay Setup is complete. 

 

Creating a Credit Card Payment Type with Upcharges 
1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then 

click Open. 

 

2. In the Payment Type window, click Add. 
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3. Fill in the required fields: 

 

  

Code Enter a unique identifier code for the payment type. This code is used in multiple 
areas of EPASS to identify the payment type, including on reports. 

Description Enter a description of this payment type. 

G/L 
Account Select the G/L account to link this payment type to. 

4. Select the Credit Card checkbox. 
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5. In the Payment Processing area, select EPASS PAY - Credit from the Type dropdown. 

 

6. Verify that Disable Debit is selected. 

7. If you require signature capture with credit card payments, select the Request Signature if 
Applicable checkbox. 

info 

Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this setting is always 
selected. 

8. Near the bottom of the Payment Type window, select Add Credit Card Up Charge. This will apply a 
credit card upcharge at the time of payment. 
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info 

If you can’t select Add Credit Card Up Charge, make sure that you’ve selected the Credit Card checkbox located 
next to the Code field. 

9. Fill in the upcharge Percentage. 

10. In the Misc dropdown, select the miscellaneous code that you use for credit card upcharges. 

11. (Optional) Select Add a Negative Upcharge for Refunds if your policy is to reverse the credit card 
upcharge on refunds. With this checkbox selected, a negative amount equal to the original upcharge 
amount is added to the invoice when the payment is refunded. 

12. Click OK. 

Creating a Credit Card Payment Type without Upcharges 

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then 
click Open. 

https://help.epass.software/help/Invoicing/Sales/Applying-Credit-Card-Upcharge
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2. In the Payment Type window, click Add. 

 

3. Fill in the required fields: 
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Code Enter a unique identifier code for the payment type. This code is used in multiple 
areas of EPASS to identify the payment type, including on reports. 

Description Enter a description of this payment type. 

G/L 
Account Select the G/L account to link this payment type to. 

4. In the Payment Processing area, select EPASS PAY - Credit from the Type dropdown. 

 

5. Clear the Disable Debit checkbox. 

6. If you require signature capture with credit card payments, select the Request Signature if 
Applicable checkbox. 

info 

Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this setting is always 
selected. 

7. Click OK. 
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Adding a Debit Card Payment Type 
Follow these instructions to add a Payment Type used for accepting debit cards in EPASS Pay. 

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then 
click Open. 

 

2. In the Payment Type window, click Add. 

 

3. Fill in the required fields: 
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Code Enter a unique identifier code for the payment type. This code is used in multiple 
areas of EPASS to identify the payment type, including on reports. 

Description Enter a description of this payment type. 

G/L 
Account Select the G/L account to link this payment type to. 

4. In the Payment Processing area, select EPASS PAY - Debit from the Type dropdown. 

 

5. Click OK. 
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Adding a Pre-Authorization Payment Type 
Running a pre-authorization in EPASS is used to verify the authenticity of the customer's credit card. It is not 
used to create a temporary hold for a specific payment amount. 

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then 
click Open. 

 

2. In the Payment Type window, click Add. 

 

3. Fill in the required fields: 
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Code Enter a unique identifier code for the payment type. This code is used in 
multiple areas of EPASS to identify the payment type, including on reports. 

Description Enter a description of this payment type. 

G/L 
Account Select the G/L account to link this payment type to. 

4. In the Payment Processing area, select EPASS PAY - Pre-Auth from the Type dropdown. 

 

5. Click OK. 

 

 

 

 



 
 

 
 - 26 - 

https://epass.software/about/welcome-to-epass-user-conference-2025/ 

R&D Business Systems Ltd. 
TF: 888.629.4218 
sales@epass.software 
 

Adding Automatic Clearing House (ACH) Payment Type 
EPASS Pay supports direct payments via ACH. Before using ACH as a payment type with your customers, there 
are several initial setup steps that must be completed. This guide walks you through setting up and taking 
payments with ACH. 

info 

If this is your first time setting up ACH payment processing, contact EPASS Support first. You will need a 
separate Merchant ID and there are several configuration steps that must be performed on your EPASS server 
by a support technician. 

Authorization for Direct Payment via ACH 

Before using EPASS Pay ACH to take payments, you must have a signed ACH Authorization form on file 
between your business and your customers. 

EPASS does not generate ACH Authorization forms. It is your responsibility to create a suitable form that you 
can use with each ACH customer. Follow your local and state laws and consult with your financial institution to 
create a form that you can use with your customers before using EPASS Pay ACH. 

Once you have an authorization form signed from the customer, you can attach a digital copy to the customer’s 
record in EPASS. (see Adding an ACH Authorization to a Customer’s Record in EPASS). 

For reference, an example of a standard ACH Authorization form can be viewed 
here: https://www.nacha.org/system/files/2021-07/DP-Authorization-Form.pdf 

ACH Setup 

Initial set-up for EPASS Pay – ACH follows these steps: 

• Adding ACH to your EPASS Payment Types: You’ll need to create a new Payment Type for ACH 
payments. 

• Configuring the ACH Return Event Messaging: EPASS alerts specific users in the event of an ACH 
payment that is returned or reversed by the bank. 

Adding the ACH Payment Type 

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then 
click Open. 

https://help.epass.software/help/EPASS%20Pay/Setup/AddingPaymentTypes/AddingACHAuth
https://www.nacha.org/system/files/2021-07/DP-Authorization-Form.pdf
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2. In the Payment Type window, click Add. 

 

3. Fill in the required fields: 
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Code Enter a unique identifier code for the payment type. This code is used in multiple 
areas of EPASS to identify the payment type, including on reports. 

Description Enter a description of this payment type. 

G/L 
Account Select the G/L account to link this payment type to. 

4. In the Payment Processing area, select EPASS Pay – ACH. 

5. Click OK. 

Configuring the ACH Return Event Messaging 

1. In EPASS, go to Tools > System Maintenance, and then click the Variables tab. 
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2. Click Message, and then click Open. 
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3. Click the Message Events tab. 

 

4. In the Message Events list, scroll down until you see ACH Return Event. Select its checkbox to activate 
the event. 
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5. Select the ACH Return Event and then click Details. 

 

6. Do the following: 
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A For each user or group that should receive this message, click their name in the Users in 
System list, and then click the left arrow to move them into the To list. 

B 

Select whether the recipients receive a message in their EPASS Messaging Inbox 
(select Message) or a notification reminder pop-up when they log in (select Reminder). 
If Reminder is selected, enter the number of hours or days that will pass before the user 
receives the pop-up notification. 

C If necessary, edit the default Subject line and Message body. 

7. Click OK to close the Message Event’s Details window. 
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This completes initial setup of ACH in EPASS. 

 

 

 

Adding an ACH Authorization to a Customer Record 
Before using EPASS Pay ACH to take payments, you must have a signed ACH Authorization form on file 
between your business and your customers. 

EPASS does not generate ACH Authorization forms. It is your responsibility to create a suitable form that you 
can use with each ACH customer. Follow your local and state laws and consult with your financial institution to 
create a form that you can use with your customers before using EPASS Pay ACH. 

For reference, an example of a standard ACH Authorization form can be viewed 
here: https://www.nacha.org/system/files/2021-07/DP-Authorization-Form.pdf 

A good practice is to create a digital copy of the signed ACH Authorization form and then attach it to the 
customer’s record in EPASS. This way, if proof of the signed form is needed, you can quickly access and view a 
customer’s signed form. 

Attaching an ACH Authorization to a Customer’s Record in EPASS 

Follow these steps to attach the signed ACH form to a customer’s record. 

1. Create a digital copy of the signed agreement by scanning it or taking a picture of it with a mobile device, 
and then transfer the file to a computer running EPASS. 

tip 

We recommend that you create a dedicated location on one of your EPASS terminals to store all digital copies of 
your signed ACH Authorization agreements. 

2. In EPASS, go to Customer > Maintenance. 

https://www.nacha.org/system/files/2021-07/DP-Authorization-Form.pdf
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3. Search for the customer’s record. Select it from the list of search results, and then click Edit.

 

4. Click the Documents tab. 

 

5. Click Add. 
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6. Click the Documents Browse button, locate the file, and then click Open.

 

7. Click OK. 
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Now that the signed form is attached to the customer’s record, you can view it by clicking the Show 
Document button. 
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Taking a Credit or Debit Card Payment 
These instructions describe how to apply a credit or debit card payment to an invoice through EPASS Pay, by 
adding a Payment line to the invoice, selecting an EPASS Pay Payment Type, and choosing a payment entry 
method. 

Entry Methods 

There are three main ways to collect the customer's payment information for processing through EPASS Pay: 
through a PIN Pad, entering payment information directly into EPASS Pay (Form Keyed), or by using a 
customer's previous payment method that was saved to EPASS (Card on File). All three are referred to as Entry 
Methods. 

PIN Pad Entry 

For most in-store transactions,you’ll use the credit card terminal (PIN Pad) to capture payment from your 
customer. EPASS allows you to send a payment from any workstation to any PIN pad within the same store. 
This means that you can “share” the PIN pads between workstations by selecting the appropriate PIN pad when 
submitting payment. 

Form Keyed Entry (Credit Card only) 

For card not present transactions (over the phone typically) there is a “form keyed” option which allows you to 
type the credit card number into a form on the invoice. These transactions could be pre-authorizations to ensure 
the customer has a good credit card, or they can be charges to the card. 

Card on File 

Built in PCI-DSS compliance with EPASS Pay allows you to save your customer’s cardssecurely within EPASS, 
so that they can be recalled for future or recurring purchases. 

Before Starting 

• Go to the Details of an Invoice that requires payment. Make sure that you are in Edit mode. 

To Take a Credit or Debit Card Payment 

1. Click the Payment tab. 

https://help.epass.software/help/category/adding-epass-pay-payment-types
https://help.epass.software/help/Invoicing/About-Invoices
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2. In the Payment Type dropdown, select EPASS Pay Credit Card or EPASS Pay Debit Card. 

 

3. Enter the Amount of the payment. 
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4. In the Entry Method dropdown, select how you are entering payment info into EPASS: 

• PIN Pad 

• Form Keyed 

• Card on File. 

PIN Pad 

Follow these instructions if you are using a PIN Pad as the payment entry method. 

1. Click the PIN Pad browse button and select the PIN Pad that you are using from the list. 

 

tip 

Clicking the Save Credit Card for Future Use checkbox securely stores the customer's card information so that 
you can use it again for a future transaction. 

https://help.epass.software/help/EPASS%20Pay/Taking-a-Payment#pin-pad
https://help.epass.software/help/EPASS%20Pay/Taking-a-Payment#form-keyed-credit-card-only
https://help.epass.software/help/EPASS%20Pay/Taking-a-Payment#card-on-file-credit-card-only
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2. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line. 

3. If not already selected, select your Branch from the dropdown. 

 

4. Click OK to begin processing the payment. 

5. Complete the payment on the PIN Pad. Once the payment has finished processing, the result is applied 
to the invoice, and the authorization number and transaction ID is displayed on the Payment tab. 

 

Form Keyed (Credit Card Only) 

Follow these instructions for transactions where the credit card is not present (for example, over-the-phone 
transactions). 
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1. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line. 

2. If not already selected, select your Branch from the dropdown. 

 

3. Click OK to begin processing the payment. 

4. Enter the customer's billing information, and then click Next. 

 



 
 

 
 - 42 - 

https://epass.software/about/welcome-to-epass-user-conference-2025/ 

R&D Business Systems Ltd. 
TF: 888.629.4218 
sales@epass.software 
 

5. Enter the card number, expiration date, and CVV. Click Submit. 

 

6. Once the payment has finished processing, the result is applied to the invoice, and the authorization 
number and transaction ID is displayed on the Payment tab. 
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Card on File (Credit Card Only) 

Follow these instructions to use a payment method that was previously used by the customer and saved in 
EPASS. 

1. Select the customer's Card from the dropdown. 

 

info 

If the Card dropdown is empty, then the customer's card was not saved during one of their previous 
transactions. If you want to save the customer's card info, make sure that the Save Credit Card for Future 
Use checkbox is selected when taking a credit card payment with the PIN Pad or Form Keyed entry method. 

2. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line. 

3. If not already selected, select your Branch from the dropdown. 
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4. Click OK to process the payment. 

5. Once the payment has finished processing, the result is applied to the invoice, and the authorization 
number and transaction ID is displayed on the Payment tab. 
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Taking an ACH Payment 
These instructions describe how to apply an ACH Payment to an invoice in EPASS. 

info 

Before using EPASS Pay ACH to take payments, you must have a signed ACH Authorization form on file 
between your business and your customers. 

1. Go to the Details of an Invoice that requires payment. Make sure that you are in Edit mode. 

2. Click the Payment tab. 

 

3. In the Payment Type dropdown, select EPASS Pay – ACH. 

4. Enter the Amount of the payment, and then click OK. 

 

5. Verify the customer’s information, and then click Next. 

https://help.epass.software/help/EPASS%20Pay/Setup/AddingPaymentTypes/AddingACHAuth
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6. Enter and verify the customer’s Account Number, Routing Number, and select the Account Type.

 

7. Click Submit. The ACH payment is processed and added to the invoice. 

Pre-Authorizing a Credit Card 

Running a pre-authorization in EPASS is used to verify the authenticity of the customer's credit card. It is not 
used to create a temporary hold for a specific payment amount. 

If the pre-authorization is successful and the card is valid, EPASS adds a $0.00 payment line to the Invoice 
Details. If not, a "Declined" payment line is added instead. 

Before Starting 

You need to do the following before you can pre-authorize credit cards: 

1. Create a dedicated Payment Type for pre-authorizations. 

https://help.epass.software/help/EPASS%20Pay/Setup/AddingPaymentTypes/AddingPreAuthPaymentType
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2. Activate the Add PreAuth security setting. 

How to Activate the Security Setting 

Pre-authorizing a Credit Card 
1. Go to the Details of the customer's invoice. Make sure that you are in Edit mode. 

2. Click the Payment Tab. 

 

3. In the Payment Type dropdown, select your pre-authorization Payment Type. 

 

4. Do the following: 

o If you have the physical card, select PIN Pad from the Entry Method dropdown, and then select 
the PIN Pad that you want to use from the PIN Pad dropdown. 

https://help.epass.software/help/Invoicing/Invoice-Detail
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5. -OR- 

o If you don't have the physical card, select PIN Pad Keyed or Form Keyed from the Entry 
Method dropdown. 

 

6. Verify that Save Credit Card for Future Use is selected to save the card on file. 

7. Click OK. Enter the card information depending on the Entry Method you chose: either through a PIN 
Pad or through the Form Keyed window in EPASS. 

Once the pre-authorization is processed, the result appears in the Invoice Details. 
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Voiding an EPASS Pay Transaction 
If an error is made when taking a payment, the transaction can be voided and removed from the invoice. 

warning 

• We recommend that you void payments through EPASS only and not through Merchant Track. 
Transactions voided in Merchant Track are not reflected in EPASS and this may cause errors in your 
data and reporting. 

• You can only void EPASS Pay transactions on the same day that they were taken and before they are 
placed in your daily batch. To see if a transaction has already been batched, you can search for the 
transaction in Merchant Track and view its status. If you can't void the transaction, you will have 
to refund it instead. 

To Void Payment 
1. Open the Invoice Detail in Edit mode. 

https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/Searching%20for%20Transactions
https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/Searching%20for%20Transactions
https://help.epass.software/help/EPASS%20Pay/Refunding-a-Transaction
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2. Click the Payment line that you want to void. 

 

3. At the bottom of the window, click Void. 

 

4. Click Yes at the prompt. 

The transaction is removed from the invoice and its status is Voided. 

 

Refunding an EPASS Pay Transaction 
You can refund a customer's previous EPASS Pay transaction back to their original payment method once the 
payment has been batched. This means that you cannot refund a payment on the same day that you take the 
payment. Usually, the waiting period is a day. 

What if the original payment wasn't made through EPASS Pay? 

Any payments made before you started using EPASS Pay do not have a transaction ID and are refunded using 
an alternative method. Follow the instructions for refunding a payment not made through EPASS Pay. 

https://help.epass.software/help/EPASS%20Pay/Refunding-a-Transaction#refunding-a-payment-not-made-through-epass-pay
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info 

You can only refund payments without a transaction ID within 180 days of your EPASS Pay onboarding date. 
After 180 days, you can’t refund any payment that doesn’t have an EPASS Pay transaction ID. 

To Refund an EPASS Pay Transaction 

1. Open the Invoice Detail in Edit mode. 

2. Click the Payment tab. 

 

3. In the Payment Type dropdown, select the EPASS Pay Payment Type you are refunding to. 

 

4. Enter the Amount of the refund as a negative. This triggers the refund function in EPASS. 

https://help.epass.software/help/EPASS%20Pay/Adding%20EPASS%20Pay%20Payment%20Types.md
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5. Click the Tx ID browse button. 

 

6. Select the original transaction from the list, and then click Return. 

 

7. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line. 

8. If not already selected, select your Branch from the dropdown. 
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9. Click OK. Once the refund is processed, the result is applied to the invoice. 

 

Refunding a Payment Not Made Through EPASS Pay 

Transactions not made through EPASS Pay are refunded to a customer's credit card. 

info 

Refunding a transaction without the original transaction ID is only allowed for 180 days starting from the date you 
on-boarded with EPASS Pay. 

To refund the transaction, do the following: 

1. Open the Invoice Detail in Edit mode. 

2. Click the Payment tab. 
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3. In the Payment Type dropdown, select EPASS Pay Credit Card. 

 

4. Select Refund without original transaction. 

 

5. Select the Entry Method from the dropdown. If PIN Pad is selected, select the PIN Pad you are using 
from the dropdown. 

 

6. Click OK. Once the refund is processed, the result is applied to the invoice. 

Viewing the Refund in Merchant Track 

1. Click the Merchant Track button on the toolbar. 

 

2. Click Recent Transactions – View Report. 
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3. The refund appears in the Transaction Report. Click the Transaction ID link to view the complete refund 
details. 
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About Merchant Track 
Merchant Track is our online payment portal used to access transactions made with EPASS Pay. You can use 
this tool as a way to view detailed information on all of your transactions, fees, and deposits. 

 

info 

Merchant Track includes a virtual terminal that can process transactions, however, we recommend that you do 
not use this option to process payments. Any transactions processed through the virtual terminal are not 
recorded in EPASS. To prevent staff from accessing virtual terminal, make sure that you disable access in their 
EPASS User Security Settings. See EPASS Pay Security Options for more information. 

Accessing Merchant Track 

You can access Merchant Track from within EPASS: 

1. Log into EPASS. 

https://help.epass.software/help/EPASS%20Pay/Setup/EPASS%20Pay%20Security%20Options.md
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2. On the toolbar, click the Merchant Track button. Merchant Track opens at the Dashboard. 

 

info 

If the Merchant Track button is unavailable, you might not be correctly set up to use Merchant Track or have the 
correct security permissions. Contact your IT department for help with configuring your EPASS user account or 
view Setting Up EPASS Pay. 

Dashboard 

The dashboard provides you with a quick glance at your business or locations’ recent activity. You can look at 
recent transactions, recent funding, and get a quick graph of daily sales volumes. This is the first screen you'll 
see when logging into Merchant Track and is a great snapshot of information. 

 

tip 

If you have multiple locations, you can reduce the number of graph lines you see by clicking the color blocks 
next to each location name located at the top of the graph. 

Viewing Recent Funding Activity and Recent Transactions 

https://help.epass.software/help/EPASS%20Pay/Setup/Setting%20Up%20EPASS%20Pay
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At the top of the dashboard is the Recent Funding Activity and Recent Transactions shortcuts. These two 
reports can provide you with a quick snapshot of the week's EPASS Pay data. 

 

Clicking View Report for either of these will show you a Funding Summary or Transactions report from the past 
6 days, including the current day. You can also export these reports as a PDF or a CSV file. 

 

Merchant Track Security Options 
There are several security options that control access and functionality of Merchant Track. Make sure to review 
this topic and all the security options available before assigning options to your users or groups. 

To Access Security Options 

1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open. 

2. Select a User or Group from the list, and then click Security. 

3. In the category list on the left, click EPASS Pay. 

https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/Viewing%20Reports
https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/Viewing%20Reports
https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/About%20Merchant%20Track
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Security Option Description 

Merchant Track - All 
Branches Allows access to Merchant Track data for all branches. 

Merchant Track - Only My 
Branch Allows access to Merchant Track for the User's branch only. 

Merchant Track - 
Transaction Search Enables the Search For Transaction feature in Merchant Track. 
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Security Option Description 

Merchant Track - Reverse 
Open Transactions 

Allows the User to reverse payment transactions that are currently "Open" 
and not in a batch. 

Merchant Track - Reverse 
Settled Transactions Allows the User to reverse a transaction that has already settled in a batch. 

Merchant Track - Reporting Enables the Reports section in Merchant Track. 

Merchant Track - Virtual 
Terminal 

Enables the Virtual Terminal in Merchant Track. 
Note: We recommend that you keep the virtual terminal disabled for your 
staff. Any transactions processed through the virtual terminal are not 
recorded in EPASS. 

Merchant Track - Terminal 
Management Enables access to the Terminal management screen in Merchant Track. 

Merchant Track - PCI 
Management 

Currently not used. This option will control access to a feature in a future 
version of Merchant Track. 

Merchant Track - Merchant 
Capital Advance 

Currently not used. This option will control access to a feature in a future 
version of Merchant Track. 

 



 
 

 
 - 62 - 

https://epass.software/about/welcome-to-epass-user-conference-2025/ 

R&D Business Systems Ltd. 
TF: 888.629.4218 
sales@epass.software 
 

Searching for Transactions 
The transaction search is the most used feature in Merchant Track because you can find a specific transaction 
or set of transactions. Additionally, you can confirm a refund for a customer went through or find out why a 
customer's payment failed. 

info 

To search for a transaction, the EPASS user needs the Merchant Track - Transaction Search security option. 
See EPASS Pay Security Options for more details. 

To Search for a Transaction 

1. Start Merchant Track by clicking its button on the toolbar. 

 

2. On the left side menu, click Transaction Search. 

 

There are a several filter options to narrow your search of a transaction. 

https://help.epass.software/help/EPASS%20Pay/Setup/EPASS%20Pay%20Security%20Options.md


 
 

 
 - 63 - 

https://epass.software/about/welcome-to-epass-user-conference-2025/ 

R&D Business Systems Ltd. 
TF: 888.629.4218 
sales@epass.software 
 

 

  

A If you have access to multiple locations, you can select a single location from the dropdown menu. If 
there are multiple locations, the menu list will be in Alphabetical order. 

B Filter the search results by payment method (for example, VISA, Mastercard, American Express). 
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C Each transaction has a status associated with it. You can filter your search by status type here. For a 
complete list of statuses and what they mean, view Transaction Statuses. 

D 
Every payment made in EPASS Pay is associated with a transaction ID, account holder name, and 
customer ID. If you need the status of a specific transaction, you can enter one or more of these pieces 
of information here. 

E 

If you'd like to search for transactions within a certain date range, enter a start and end date here. If a 
date range is not selected the entire transaction history is returned in the search results. You can also 
select which date is used from the Transaction Date dropdown: the Authorization Date or the Capture 
Date. 

F If you'd like to search for a payment on a specific invoice, enter the invoice number here. 

G Enter the last four numbers of a card used for payment to find all transactions associated with that card. 

 

Viewing Reports 
Merchant Track and EPASS Pay have several built-in reports that you can use to review deposit, sales 
transaction, and chargeback activity in addition to monthly statements and general reports. 

To View Reports: 

1. Start Merchant Track by clicking its button on the toolbar. 

 

2. On the left side menu, click Reports. 

https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/Transaction%20Status
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In addition to viewing reports within Merchant Track (complete with hyperlinks to each transaction’s details), you 
can also export all reports to PDF or CSV for offline viewing. 
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Report Types and Details 

Report Name Details 

Funding 
Summary Report 

Shows the funding information in summary per funding batch and provides links to the 
Funding Detail Report that shows the contents of the funding batch selected. 

tip 

Click the Funding ID hyperlink to view the funding details. 

  

Transaction 
Summary Report 

Shows total transaction count and volume per day for each payment method. Only 
shows the total transactions in count and volume per day for each payment method. 
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tip 

You can change the payment method you want to view under “processing networks” (credit, debit, fleet) and it 
will show the total transaction count for each selected payment method. 

  

Funding by 
Transaction Report 

Shows the transactions that have been funded in the specified date range. Similar to 
the Funding Details Report but shows all the transactions that have been funded in 
the specified date range. 

tip 

This report is a great tool for reconciliation since the fees are included by transaction. 

  

Funding by Line-Item 
Report 

Shows the transaction line items that have been funded in the specified date 
range. 

Chargeback Summary 
Report Shows the count and volume of chargebacks for the given date range. 

Chargeback Report Shows the details of chargebacks for the specified date range. 

Chargeback Action Report Shows the details of chargeback actions for the specified date range. 

Transactions Report Shows all transactions (successful and failed) that occurred during the 
specified date range. 

info 

Merchants have the option to view only successful, failed, or all transactions with the dropdown menu. 
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Merchant 
Statement 

Provides summaries (by day and payment method) of transactions processed during the 
month selected, plus deposit summaries and listings of the fees, chargebacks, and ACH 
returns in the deposits during the month selected. 

Merchant 
Deposit 
Statement 

Provides deposit summaries and listings of the fees, chargebacks, and ACH returns in 
the deposits during the month selected. 

info 

We do not suggest using the Merchant Statements for reconciliation. We strongly urge using the Funding 
Summary and/or the Funding Detail report to view deposits and fees from a reconciliation perspective. This is far 
more intuitive and user friendly vs. the merchant statement. However, the merchant statement will provide high-
level information on deposits and fees, along with any terminal lease and/or PCI tool/compliance fees. 

  

ACH Returns Summary Report Shows the count and volume of ACH Returns for the given date range. 

ACH Returns Report Shows the details of ACH Returns for the specified date range. 

 

 

 

 

 

 

Transaction Status 
The following is a list of each transaction status and what they mean. 
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Status Description 

Authorized An authorized transaction is a debit or credit card purchase for which the merchant has 
received approval from the bank that issued the customer’s payment card. 

Batched 
The payment has been authorized and has been placed in your daily batch. This does not 
necessarily mean that the payment has been fully processed; most credit transactions take 
some time to process. 

Charged Back The card holder issued a charge back on the payment. This can occur when the card 
holder disputes a purchase made using their credit card. 

Failed The payment did not go through the system. No charge will be made to the card. If a 
charge is present, it will fall off. 

Partially 
Charged Back 

A partial charge back is a charge back for any amount less than the total amount of the 
transaction. 

Partially 
Refunded Payment was received for the order and then refunded for a partial amount. 

Partially 
Reversed 

If the final capture amount is less than the authorization amount, the merchant can partially 
reverse the authorization so the settlement amount matches the new authorization amount 
and so the unused card funds can be released. 

Refunded Payment was received for the order and then returned for the full amount. As soon as the 
refund settles, the funds are sent back to the customer's bank account. The customer's 
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Status Description 

bank may take a couple of days to deposit these funds, so it is normal for your customer to 
experience a small delay. 

Settled After 
Failure 

A transaction that did not communicate to the processor as "failed" and successfully 
batched after rendering a failed status during the initial purchase attempt. A settled after 
failure is considered a batched transaction. 

Suspended at 
Terminal 

Transactions are often suspended to quickly free up a register for a different task without 
losing any progress on the current transaction. For example, a store associate starts to 
process a customer's transaction on a mobile device but must complete it on a register 
that has a cash drawer. In this case, the store associate can suspend the transaction on 
the mobile device, and then recall and resume it on a register. 

Voided 
The payment was cancelled before it could be collected, essentially cancelling the 
transaction. When a transaction is voided, it shows up as a pending transaction on the 
customer's account for a short period of time, while the process is completing. 

 

 

 

 

 

Creating a Terms and Conditions Agreement 
This tutorial walks you through the steps to create a "Terms and Conditions" agreement in EPASS, which you 
can send to a Pin Pad for the customer's signature. These same steps can be applied to create other 
agreements or contracts as well. 

Step 1 - Creating the Terms and Conditions in the Comment Table 
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Contracts, agreements, or any other documents that you want to send to a Pin Pad terminal for a customer to 
sign are added to the Comment table. Our first step is to create our Terms and Conditions agreement in this 
table. 

1. In EPASS, go to Tools > System Maintenance. 

2. Click Comment, and then click Open. 

 

3. Click Add. 

 

4. Enter a unique Code to identify the Terms and Conditions. For this tutorial, we're going to use TAC. 
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5. Click the Signature Comment checkbox, and then click the EPASS Pay Signature checkbox when it 
appears. 

 

The Signature Comment checkbox adds a signature line to the comment, and the EPASS Pay 
Signature checkbox adds a Header and Sub-Header field. 

6. In the Description field, enter the body of the Terms and Conditions. 

 

tip 
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When entering text into the Description field, to start a new line, press SHIFT + ENTER. 

7. The Header and the Sub-Header fields are optional. We could leave them blank, or we could use them 
to add titles to our Terms and Conditions. 

o We'll use the Header field as our main title, and we'll enter Terms and Conditions. 

o We'll use the Sub-Header field as an introductory statement, before the list of terms. We'll 
enter The undersigned agrees to the following. 

 

 With the Description, Header, and Sub-Header fields filled, the layout on the payment terminal will look similar 
to the following: 

 

8. In the Departments area, we'll select the Departments in our organization that can add these Terms 
and Conditions to an invoice. 

 

9. Click OK to save the Terms and Conditions, and then click Exit to close the Comment window. 
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Step 2 - Adding the Terms and Conditions to an Invoice and Sending it to a Terminal for Signature 

Now that we've created the Terms and Conditions agreement, it's ready for us to add to an invoice and send it to 
a payment terminal for signature. 

1. With an open invoice in Edit mode, click the Signature tab. 

 

2. Make sure that the EPASS Pay checkbox is selected. 

 

3. In the Comment dropdown, select Terms and Conditions (TAC). Our Terms and Conditions text is 
automatically entered in the Comments field, as well as the Header and Sub-Header field. 

 

4. Make sure that the Pin Pad we want to send the agreement to for customer signing is selected in the Pin 
Pad dropdown. If not, we can select a Pin Pad from the dropdown. 
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5. Click OK. 

Our Terms and Conditions agreement is sent to the Pin Pad. On the Pin Pad, the customer can scroll through 
and read the agreement, choose to "Agree" to it, and sign it. Once they sign it, their signature is captured in 
EPASS and is added to the Invoice. The Terms and Conditions, along with the customer's signature, can also be 
printed on the invoice. 

info 

Custom programming may be required to print signatures on your invoice. 
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Capturing a Non-Payment Signature 
EPASS Pay credit card terminals support signature capture from EPASS for non-payment related items, such as 
"Terms and Conditions" or contracts. 

For example, you can have EPASS Pay send a "Terms and Conditions" agreement with a signature line to a Pin 
Pad terminal. The customer can scroll through the terms, accept them, and sign with EPASS capturing their 
signature. Signatures are saved in EPASS along with a copy of the signed contract and can be printed on your 
invoice. (Custom programming may be required to print signatures on your invoice.) 

 

If you are using a separate device for signatures, you can eliminate one device and do it all through EPASS Pay. 
We recommend using the Lane 7000 if you plan to capture signatures for terms and conditions, as it has a larger 
screen, though it does also work on the Lane 3000 and Move 5000. 

To Capture a Signature on an Invoice 

1. With an open invoice in Edit mode, click the Signature tab. 

 

2. Make sure that the EPASS Pay checkbox is selected. 

 

3. Do one of the following: 

o In the Comment field, enter a message that you want to appear on the invoice above the 
signature line (for example, "The undersigned agrees to the terms of sale.") 
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-OR- 

o If you have a pre-generated message saved in the Comment table, select it from 
the Comment dropdown. 

 

4. (Optional) Enter a Header and Sub-Header. 

 

https://help.epass.software/help/EPASS%20Pay/Creating-a-Terms-and-Conditions-Agreement
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With the Description, Header, and Sub-Header fields filled, the layout on the payment terminal will look similar 

to the following:  

5. If necessary, select the Pin Pad terminal that you are sending the signature line to from the dropdown.

 

6. Click OK. The signature is sent to the Pin Pad for the customer to agree to and sign. 

Once the customer agrees and signs on the Pin Pad, their signature is added to the Invoice. 
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Click to Pay 
 
With EPASS Click to Pay, you can send your customers a link to a secure, cloud-hosted payment portal where 
they can enter their payment information and send it directly to your EPASS system. 

  

Click to Pay links are generated in EPASS and can be used in various ways: you can add them to an email, 
send them in a text, or add them to a button on your website. 

Click to Pay is fully integrated into EPASS, which means payment is automatically added to the invoice. You’ll no 
longer have to look at a report or get individual emails for each payment made on your website. 

How it Works 

EPASS Support will work with you to develop your payment portal. Once it's ready, you can add a link to the 
portal from your website or embed the portal directly inside one of your site's pages. Customers can be directed 
to these links where they are prompted to enter their name, invoice number, and payment information. 
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You can also send unique payment links to customers directly from EPASS. These links include the URL for the 
payment portal as well as an authentication key that pre-fills the customer's invoice and amount owing when the 
customer clicks the link. 

You have two options for sending a payment link: 

1. You can generate a link for the customer from their invoice, which you can then copy and paste into an 
email or text message. 

2. If you use EPASS Batch Email and Texting, you can create a message template that includes a unique 
click to pay link for each customer in the email or text batch. 

When the customer clicks the link, they are taken to your payment page, where their invoice number and amount 
owing are automatically filled in for them. 

https://help.epass.software/help/EPASS%20Pay/Click%20to%20Pay/Sending-a-Payment-Link-by-Batch-Email-or-Text


 
 

 
 - 82 - 

https://epass.software/about/welcome-to-epass-user-conference-2025/ 

R&D Business Systems Ltd. 
TF: 888.629.4218 
sales@epass.software 
 

 

Once your customer completes entering their payment information, the payment is sent to your EPASS system 
via our xAPI, which adds the payment to the invoice. 

Technical Requirements 

Click to Pay requires a separate Merchant ID which is different from your existing in-store processing MID. You 
will work with EPASS Support to apply for this new Merchant ID. 

Your IT team will also need to work closely with EPASS Support to deploy Click to Pay to your environment. We 
will collaborate on the following: 

• Provisioning a web application server for Click to Pay. If you are running EPASS Reports or the xAPI, you 
may already have this server in place. If not, it will need to be provisioned. Click to Pay can not be hosted 
on your existing database server. The requirements for the server can be found here. The server must 
have a static IP address. 

• Setting up remote access on the server so that our technician can complete the API installation and CTP 
configuration. 

https://epass.supportbench.net/ar-16661/
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• Setting up IP whitelisting so that no connections to the server are permitted outside of the list we provide. 
Ports 80 and 4250 will need to be open to these IPs. 

Configuring Click to Pay 
Click to Pay requires some initial configuration steps before it can be used to generate payment links. 

Before Starting 

You'll need: 

• The full URL address of your Click to Pay page. 

• Your Click to Pay Profile ID. This was provided to you by EPASS. If you don't have this 
ID, contact EPASS Support. 

Activate Click to Pay Security Options 

1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open. 

 

2. Select a User or Group from the list, and then click Security. 

mailto:support@epass.software
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3. In the Keyword search box, enter CLICK TO PAY and select the following options: 

 

  

Click to 
Pay - View 
Payment 
Link 

Enables the Click to Pay link in the Invoice Header. Without this option, the EPASS 
User can not generate a payment link. 

Click to 
Pay - Allow 
Requested 
Amount 

Allows the EPASS User to generate a Click to Pay link that forces the customer to 
pay a specific amount. If this is not enabled, the Click to Pay link will request the 
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amount owing on the invoice, but the customer can choose to pay a lesser amount. 

 

4. Click OK. 

Add Click to Pay Variables 

1. Go to Tools > System Maintenance. 

 

2. Click the Variables tab. 
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3. Click EPASS Pay, and then click Open. 

 

4. Click the Click to Pay tab and do the following: 
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A Enter the URL address where your Click to Pay page is hosted. 

B Enter your Click to Pay Profile ID. 

C 
If necessary, change the default number of days the authentication token is valid for. If the 
authentication token expires, the user can still follow the link to pay their invoice, however, they 
will need to manually enter their name and invoice number at the payment portal. 

info 

If you set the Token Validity Days to 0, the Click to Pay link is generated without an authentication token. 

About URL Shortening 

Click to Pay URL links are “shortened” using the TinyURL service. You can choose to disable this service and 
instead have Click to Pay generate an “expanded” URL link. 

Tiny URL Link 
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Expanded URL Link 

 

Some network services and business block shortened URLs. If your Click to Pay recipients are having trouble 
receiving shortened URL links, you may need to disable URL shortening. 

Select URL Shortening Variables 

1. Select the following: 
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A Click to enable or disable URL shortening. 

B 

This is how long EPASS will wait for a response from the TinyURL service. If a response isn’t 
returned in time, an error is generated. We recommend leaving this set to 5 seconds, but if you 
have a slower internet connection or are experiencing multiple timeout errors, you can try 
increasing the time 

C Select this checkbox if you want to use shortened URLs in your staging environment. 

Activate Click to Pay for Invoice Types 

By default, Click to Pay is disabled for all Invoice Types. You'll need to decide which Invoice Types can generate 
Click to Pay payment links and then activate the Click to Pay feature in each one. 

1. Go to Tools > System Maintenance. 

2. On the Tables tab, click Invoice Type, and then click Open. 
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3. Click an Invoice Type, and then click Edit. 
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4. On the Settings 1 tab near the bottom, click Show Click to Pay Payment Link.

 

5. Click OK. 

6. Repeat steps 3–5 for each Invoice Type that will use Click to Pay payment links. 

Add a Click to Pay Payment Type 

A unique Payment Type for Click to Pay payments must be added to EPASS. EPASS links all payments 
received through Click to Pay to this Payment Type code. 

Follow these instructions to add a Click to Pay Payment Type. 

1. Go to Tools > System Maintenance. On the Tables tab, click Payment Types, and then click Open. 
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2. In the Payment Type window, click Add. 

3. Fill in the following fields: 
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A Enter a Code and Description. We recommend using code EPCTP. Select the Credit 
Card checkbox. 

B Select the G/L Account that this payment type should link to. 

C Clear all of these checkboxes so that EPCTP isn’t an available payment option in the Invoice 
Header, Invoice Detail, or Mobile Tech. 

D Select EPASS Pay – Credit from the Type dropdown and select the Disable Debit checkbox. 

info 

Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this setting is always 
selected. 

Adding a Credit Card Upcharge 

Credit Card Upcharges are used to recoup credit card fees charged by the payment processor. If you want to 
add an upcharge to Click to Pay payments, do the following: 

 

  

A Select Add Credit Card Up Charge. This will automatically calculate and add a credit card upcharge to 
the Click to Pay transaction. 
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B Enter the upcharge Percentage. 

C In the Misc dropdown, select the miscellaneous code that you use for Click to Pay upcharges. If you 
need to create one, follow the instructions in Applying a Credit Card Upcharge. 

D 
(Optional) Select Add a Negative Upcharge for Refunds if your policy is to reverse the credit card 
upcharge on refunds. With this checkbox selected, a negative amount equal to the original upcharge 
amount is added to the invoice when the payment is refunded. 

Configure Click to Pay Messaging 

EPASS can send a message or notification to a list of EPASS users or groups when a Click to Pay payment is 
successfully made or declined by a customer. These messages, and the list of users that receive them, are 
configured in the EPASS Messaging System. 

Click to Pay Event Messaging 

 

Click to Pay Event Notification Reminder 

https://help.epass.software/help/Invoicing/Sales/Applying-Credit-Card-Upcharge
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To Configure Click to Pay Event Messaging 

1. Go to Tools > System Maintenance, and then click the Variables tab. 

2. Click Message, and then click Open. 
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3. Click the Message Events tab. 

 

4. In the Message Events list, scroll down until you see Successful CTP Payment Event and Declined 
CTP Payment Event. Select their checkboxes to activate these events. 
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5. Select the Successful CTP Event and then click Details. 

 

6. Do the following: 
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A 
For each user or group that should receive this message, click their name in the Users in 

System list, and then click the left arrow  to move them into the To list. 

B 

Select whether the recipients receive a message in their EPASS Messaging Inbox 
(select Message) or a notification reminder pop-up when they log in (select Reminder). 
If Reminder is selected, enter the number of hours or days that will pass before the user 
receives the pop-up notification. 
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C If necessary, edit the default Subject line and Message body. 

7. Click OK and repeat step 6 for the Declined CTP Message Event. 
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