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Access Idahoôs PayPortÊ customizable point-of-sale system conveniently enables your 
agency to accept credit/debit card payments (American Express, Discover, MasterCard, 
VISA) for virtually any type of sales transaction. 
 
This manual details the steps necessary for you to create and process transactions for 
customers who pay in person, by fax, or by telephone. 
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Section 1: PayPort at a Glance 
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Section 2:  Optional Card Reader 
 
While a credit/debit card reader is not required to use PayPort, it does improve a 
transactionôs speed and accuracy when a card is presented for payment. 
 
Access Idaho sells card readers (see Figure 1 and features below) at cost, however you are 
welcome to use existing readers or order new ones on your own. Regardless of the type or 
brand, be sure the reader you use features keyboard emulation. NOTE: The computer(s) 
you connect card reader(s) to must have internet access. 
 

Magtek Card Reader 
Features 

¶ Keyboard emulation 

¶ Powered by USB (No 
external power supply 
required)  

¶ Scans either direction  

¶ Includes USB interface  

¶ Green/red LED 

¶ Part #21040109 

¶ www.magtek.com 

¶ Questions? Call 
Access Idaho at 208-
332-0102. 

Dimensions 
Height: 1.23 in (31,3 mm) 
Width: 1.28 in (32,5 mm) 
Length: 3.94 in (100 mm) 

 

 

Figure 1 Magtek Credit Card Reader 

 
 

One Step Set-up 
 
Simply plug the card 
reader into a 
computerôs available 
USB port (Figure 2). 
The readerôs light 
should turn green, and 
your computer may 
make a sound to 
confirm a successful 
connection. 

  

 

Figure 2 USB Port 

http://www.magtek.com/
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Section 3: Logging into PayPort 
 
NOTE: If your computer does not have the PayPort application installed on it, go to 
http://payport.idaho.gov to download the software. 
 
 
Double-click the PayPort link or icon located on your desktop. 
 
 

 
 
 

 
 

 

 

Each time you log-in, PayPort automatically updates your version of the software and 
loads it while displaying the following screens: 
 

   
 

 

 

Login screen 

When launching PayPort for the 

first time, you will have the 

option to save a shortcut to your 

Desktop and/or Start Menu for 

easier access. 

PayPort 

application icon 

http://payport.idaho.gov/
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Section 4: Item Types 
 
The following examples illustrate common item types and how they are entered in 
PayPort. Consult your agencyôs Catalog Manager for questions or further details. 
 
Item Type Examples: 
 

1. Fixed PriceðItem with the same pre-set price per item, regardless of quantity 
 

 
 
 
 
2. Price/NoteðItem with pre-set pricing and space for additional info 
 

 

Notes are not searchable 
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3. Variable Price/CommentðItem with manually entered price and space for 

additional info 
 

 
 
 
 

4. Tiered PricingðItems with different pre-set prices based on quantity 
 

 


