ACCESS @ IDAHO

PAYPORT

Clerk User Manual

Access |l dahoos Pay P o rof-sale sysiesntcanvenienty brialdes ypari n t
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

Search for and print past transactior

Purchases | Find Receipt |

Username of
person signed in

Logged in as: PayPart Clerk3 LDQDHE

Item Mame Mot

Item name

Comment

100 - Document Request
101 - Document Search
102 - Document Filing

/v{ 103 - Amended Filing
104 - Document Copies
Catalog

numbers/codes ant

item names

Not searchable

The number or code unique to an iten

Cust on Displays

cost per catalog(s)

item asseiated
with user

- ,Q_ddl Display Al Catalogs E n d S
= user
session

/rce Quantity thota

Deletes sales
tax on entire
transaction

Subtatal: & 0.00

/

Sales Tax: $0.00  Exempt

Processing Fee: $ 0.00

A onkinue == |

/

Area for entering

additional informaion

(searchable)
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/
Access ldaho
convenience fee

(if charged to customer)
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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

transactionds

speed

a is presentectfor pagncent. wh e n

a

card

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 ldaho at 208-
332-0102.

E ]

=4 =8 -4 8 _a_2

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

One Step Set-up

Simply plug the card
reader into a
computer 6s
USB port (Figure 2).
The reader 6
should turn green, and
your computer may
make a sound to

confirm a successful
connection.
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Figure 1 Magtek Credit Card Reader

Figure 2 USB Port
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http://www.magtek.com/

Section 3: Logqging 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.

PayPort
application icon

PAYPORT

X
PayPort - Beta - Desktop Integration E
“‘1"‘ You have run PayPort- Beta twice.
_]“V-‘k Would vou like to create sharteuts far
o
starting app. A% 1
.53 [v] Shortcut on Desktop —
"] Shortcut in Start Menu
YES NO
- 4 Cancel |

When launching PayPort for th:
first time, you will hag the
option to save a shortcut to yot
Desktop and/or Start Menu for
easier access.

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

[
PayPort
Access ldaho

Fowered by Java ) Web Stait

# 1ava web Start 1.2

, PayPort

Java  Access Idaho

Checking for latest version. ..

| | cancel |

I PayPort - Beta: Login - |O]
Username: PayPort Clerk3

Password; |

Login screen
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* Username and passward are case sensitive,

Sign In |

Pageb


http://payport.idaho.gov/

Section 4: Item Types

The following examples illustrate common item types and how they are entered in

PayPort Consult your

Item Type Examples:

agencybs Catal og Manager

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

Purchases | Find Receipt

Logged in as: PayPort Clerk3  Logout

102 - Document: Filing

j Add | IDispIay All Catalogs 'l

Item Mame late

102 - Document: Filing

102 - Docurment: Filing

Ordering: 102 - Document Filing

Cuantity ISD
Cancell

\ Price  Quantity Subtotal
$3.00 3N\ §9.00 Remaove |

¢ 3,00 7% 60.00  Remove |

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

Purchases |Find Receipt I

Logged in as: PayPort Clerk?  Logout

I 101 - Document Search

j Addl IDispIayAIICatangs 'l

Ikem Mame Mote
101 - Document Seardh Lien #3376375

Ordering: 101 - Document Search

Quantity I 1
Mote: |Lien #8376374]

Cancel |
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Price  Quantity Subtotal

$3.00 1 $3.00 Removel

Notes are not searchable
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Section 4: Item Types

3. Variable Price/Commentd Item with manually entered price and space for
additional info

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