Process a Payment on the Merchant Gateway

Last Modified on 01/09/2026 5:50 pm EST

Update/Verify Energy Force Prior to Processing Payment

The Customer Vault ID must be setup in Energy Forceprior to processing the sale in the Automatic Payment Type
menu in Energy Force

B} Automatic Payment Type X
30 Day Balance 50.00
ICummr\rauH iD: b4683 I
60 Day Balance $0.00 fmatil: Payment Typa "
Please select the automatic payment type.
90 Balance 50.00
B Customer must have payment method set up in
s13738 Portalto process payments.
Call In Histo .
i Modify Cancel
Last Payment Date ozt
Safuty Info Recennd Date 000000
Last Payment Amount 59559
Last Statement Balance $137 88
Last Staternent Date 13021
Bill To 54683
Automatic Payment Type T Tax Exemptions User Defined Tank Address.

Note: It is recommended to match the Customer Vault ID to the Energy Force Customer #.

There are two options to post a payment on the Merchant Gateway

1. Virtual Terminal Sale

2. Customer Vault



|
Virtual Terminal Reporting
o ] )
Card Sale Check Sale Transactions Subscriptions
Services
%o = C
Add Customer e List Customers Add Subscription
Utilities
()
3 2 o >_ unj
Settings Support Video Tutorials Integration Docs Collect Checkout

Virtual Terminal Sale

In the Virtual Terminal Section of the Main Menu, click Card Sale or Check Sale and complete the required
information. Additional information can be entered to make searching the vault easier in the future. Required fields
are denoted with an asterisk (*)

Billing Information o Merchant Defined Fields
m Division EnergyForce Customer 8 Payment Apply To &
Credit Card Number % Expiration Date 3 CVW/CID O Balance >
Amount % Currency &

First Name Last Name Company

Country

- Select Country - hd

Address Address (cont.) City

State/Province Zip Code Phomne Number

Fax Number Email Address Website Address

] Disable Duplicate Check ] Send Receipt Email e

L owe 4]

1. Merchant Defined Fields - Enter the Division, Energy Force Customer #, and select how to apply the



payment
2. Select the checkbox to Add to Customer Vault if the customer would like the payment stored on file for
future payments
o Itis recommended that the Customer Vault ID = Energy Force Customer #.
3. Option to Send Receipt Email if an email address was entered in the Billing Information.

4. Click Charge to submit the payment to the processor.

Note: Users have the option to hide fields that display when posting a payment by clicking the Configure button to
the top right of the screen. Please see the Configure Fields for Custom User Experience section.

Customer Vault Sale

To post a payment from an existing payment method on file, click List Customers in the Services section.

e Search Customer Vault Records using Customer Vault ID or Energy Force Customer #.

e Click Submit.

Home | Custorner Vault - List Customers

Search Customer Vault Records

Customer Vault 1D [ Include Partial ID Matches
Last Name Billing 1D Shipping 1D

Account Number Company
Start Date End Date

01/01/2002 01/23/2023 ] =R

] Only Show Expiring Credit Cards

Division Number EnergyForce Customer # Payment Apply To

4\ Credit Card Expires Within 30 Days | € Credit Card Expired

NOTE: Clicking Submit with no criteria entered will populate all Customer Vault Records and these can be
exported to Excel and sensitive information is protected.

e |f searching by Energy Force Customer #, the search will populate any matches in the Customer List section;

the Customer name can be selected to view the detail in the record.



Customer List

Customer Customer Vault Actions Details Entry Time
1D
517910 . Check 12/22/2022
T =eh

support@energytorce.net 3123 9:26:07 AM

e |f searching by Customer Vault ID, the search will display the saved payment record(s) associated with that
vault ID.
e Hoveringover the Billing ID will show the customer’s name and address if it is populated on the payment

record.

Home | Customer Vault - List Customers | View Customer
Customer Vault 1D : 517910

Delete Customer Vault entry Show Search Filter

A\ Credit Card Expires Within 30 Days | € Credit Card Expired

Details Created
E sewsegq 23 12/22/2022
§:26:07 AM
Add Billing Method
Shipping Address Records x|~
Shipping 1D Priority Actions Details Created
2076496654 12j22/2022
1 w
F E 9:26:07 AM
Add Shipping Address
Merchant Defined Fields
Division Number EnergyForce Customer # & Payment Apply To
517910 Balance w

e A payment can be made from the Customer Vault record by clicking the Check or Credit Card icons




Home | Customer Vault - List Customers | View Customer

Customer Vault 1D : 517910

Delete Customer Vault entry Show Search Filter

A\ Credit Card Expires Within 30 Days | € Credit Card Expired

Billing Method Records [x]r]
Billing 1D Priority Actions Details Created
192922797 . . 12/22/2022
1 v > #wiun3123
< B 9:26:07 AM

313744578 2 - E B VISA 41111141111 1/23/2023

2:04:54 PM

Add Billing Method

e Enter the amount of the payment, complete the Merchant Defined Fields, and click Charge.

Billing Information Merchant Defined Fields

m Division Number EnergyForce Customer # | Payment Apply Te
[]

Credit Card Number & Expiration Date & CWW/CID O Balance S
517910
[412122000001101 | 2025

Surcharge Type & Amount 3
[NnSurcharge hd 153K

Currency &

First Name & Last Mame & Company

Jane Doe

Country &

United States W
Address @ Address {cont.) City @

123 Main Streat BAwon
State/Province Zip Code @ Phone Humbaer

Indiana w| | 46123

Email Address &

supporti@energyforce.ne

] Send Receipt Email

Note: There is an option to Send Receipt Email that will email the customer the payment receipt to the email
address that is on the customer vault record.

Configure Fields for Custom User Experience

The gateway offers a customer user experience so hide and/ or show fields that display when posting a payment or
putting a payment method in the Customer Vault.



e Click the Configure button to the top right of the screen when posting a payment in the Virtual Terminal.

e Click the red X by the fields that to be removed from visibility when entering in payment information.

o This will need done for Credit Card and Electronic Check entries if both services are used.

Billing Information

Merchant Defined Fields

EnergyForce Customer #  Payment Apply To &
*

Clear  Show All Iconngunl

Add to Customer Vault @ (X

Credit Card Number Explration Date % cvw/cID @ Balance M
Amount % Currency &
s usp v
First Name Last Name Company
Home | Virtual Terminal CC Sale
Clear | Save Changes
Billing Information Shipping Address Order Information
Order ID PO Number Tip

Credit Card Number Explration Date % CVW/EID © X

First Name [5] Company Order Description
Amount Currency &
$ usD ~ o Shipping Sales Tax
First Name % Last Name % Comparny %

Addiess Address (cont)
Country © x
United States v city State/Province Zip Cods
Address Address (cont.) City o

Em
State[Province Zip Code Phone Number
Fax Number Email Addiess x Wiebsite Address

e These fields can also be updated in the Customer Vault by clicking Add Customer and Configure.

o This will need done for Credit Card and Electronic Check entries if both services are used.




