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XPRESS-PAY ADMINISTRATION GUIDE 
 
The Xpress-pay Team endeavors to educate and inform our clients how to use all 
available tools to ensure that vital information is readily available and your 
experience with ePayments is positive. To this end, this information will help you 
in performing common functions such as reports, adding users, and more. 
 
This guide was authored and is being provided as a courtesy by the Xpress-pay 
Team. It contains a synopsis of information you’ll commonly need in the course of 
accepting ePayments.  
 
For additional assistance, please contact the Xpress Pay Support Department at 
(607) 753-6156. For security reasons, you will be asked for the physical address to 
which your account is registered. Please have this information available before 
calling.  
 

 
Logging into the Xpress Pay Administration 
 

 
 
To log in to your Xpress Pay Admin account, 
go to www.xpress-pay.com.  
 
In the top right of that website, click Log in, 
then enter your credentials that were 
provided earlier. Click the Log in button to 
proceed. 
 
If you forgot your password, click the Forgot 
Your Password link and follow the 
instructions. If you have difficulty, please 
contact us for further support. 
  

http://www.xpress-pay.com/
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LANDING PAGE – Main Menu 
 

 
 
Depending on what privileges are assigned, 
you will see a Main Menu like the above.  
Certain features may not apply or be available 
as they depend on your security privileges.   

 
Most users will only 
need to worry about 
accessing the 
REPORTS 

 
We’ll start with the Reports section, as this will be what is most commonly 
accessed.  
  

Do not use as this as 

it will delete your 

payment type and 

all history 

For Primary 

Administrators 

Change your 

password here 

Most users will 

only use this 

Items in gray here will not apply to your 

account. If you wish to learn more, please 

contact your sales representative 
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REPORTS 
 

 
There are four different reports provided for the use of tracking the payments 
made through Xpress-pay: 

 
Payment Detail Report by bill type 

• Used to view reports showing successful transactions for credit/debit cards 
and eChecks. The report will show details for the parameters you wish 
collected by Xpress-pay as well as the payer’s name, address, phone 
number, and e-mail, as well as a date and time of the payment. 

 
Payment Detail Report by Login ID 

• If your account accepts “Behind the Counter Payments” (BTC), this allows 
the user to view reports to see which user(s) accepted payments and the 
details for each. 
  

Outstanding Bills Report 

• If you post (upload) bills to Xpress-pay, you can view a summary of 
outstanding bills including how much is still owed. 

 
Payment Summary 

• Used to view a summary of how many successful transactions have been 
processed. This concise report shows only totals by payment type and may 
be filtered by data range.  
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Payment Detail Report by Bill Type 
 
Once you select Payment Detail 
Report by Bill Type, you will see a 
similar screen as shown to the 
right. 
 
If you are accepting both 
credit/debit cards and eChecks, 
you have the option to view that 
type individually or show 
combined by selecting “All”. 
 
Next, select the payment type you wish to see the report on by clicking it (this 
highlights it for you). To select more than one, hold down the CTRL key on your 
keyboard and select additional bill types to highlight. 
 

 
 
By default, the current month is selected. To 
change this, click the calendar icon to pop up a 
calendar. You can use the arrows to change one 
month at a time, or you click on the month or 
year to select from a dropdown. Finally, select 
the day and the calendar will close.  
 
Remember that you can set both the start date 
and the end date. 
 
Once you have the date range you wish to view, click GET REPORT. 
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Please note that reporting is not designed to reconcile accounts. Its purpose is to 
accrue a record of successful transactions that are processed by Xpress-pay. 
 
Credit card transactions will be combined into one deposit for each business day 
and will settle into your bank account within 48 hours after they are accepted.  
 
eCheck transactions will settle based on the payer’s bank and therefore eChecks 
accepted on a single business day might not be deposited together. An acceptable 
timeframe for eCheck deposits is usually between 3-5 business days. 
  

Shows what was 

paid by the visitor 

Export report to 

Excel or Text file 

Payer’s 

Information 

Date/time of 

payment and 

transaction ID 

Amount paid 

to you & fees 

Date range 

you selected 

Print your report 

Returns to the Report 

selection menu 
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Payment Summary 
 
The Payment Summary will 
generate the total amount 
collected for each bill type 
within a given date range. This 
will include any amounts 
collected for the site fees.  
 

 
 
By default, the current month is selected. To 
change this, click the calendar icon to pop up a 
calendar. You can use the arrows to change one 
month at a time, or you click on the month or 
year to select from a dropdown. Finally, select 
the day and the calendar will close.  
 
Remember that you can set both the start date 
and the end date. 
 
Once you have the date range you wish to view, click GET REPORT. 
 

 
 
A breakdown by payment type is provided for the number of bills paid, the 
amount, interest and penalties collected, the Merchant fee (amount collected for 
the merchant provider), Site fee (amount collected for Systems East, Inc.) and 
sum of all amounts collected. 
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Add/Maintain Secondary Administrators 
 
 

 
  

Select the administrator 

to edit, then click Go 

The first four 

fields are 

required 

Click the payment 

types that the 

Secondary 

Administrator is to 

access. Hold down 

(Ctrl-click for multiple) 

Passwords must be 

eight characters, at 

least one upper case, 

one lower case, one 

special character and 

one number 

For Secondary Administrators, 
check the boxes for the rights 
you wish to grant  

If users need to accept 

behind the counter 

payments, put a 

checkmark in box. 

Don’t forget to 

save when done! 
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Account Information 
 
Account Information is used primarily to change your username and password. It 
also includes several fields for additional information. 
 

 
  

Don’t forget to 

save when done! 

Passwords must be 

eight characters, at 

least one upper case, 

one lower case, one 

special character and 

one number 

Used for web programmers 
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Maintain Bill Type Record 
 
Select the bill type you wish to work 
with from the dropdown menu, then 
click on the link “Maintain Bill Type 
Record”. 
 
This will load a page like below: 
 

 
 
 
 

Yes: Payments are being accepted 
No: Payments are not currently being 
accepted 
Use Date(s): Payments are only to be 
accepted in between the specified date 
and time  

Not used 

Not used for 

Instant Payments 

If you post (upload) bills to Xpress-pay, the upload 

summary will be sent to this email address 

Emails a copy of the 

customer’s receipt 

Sends a text message to this wireless 

number and carrier when a customer 

pays (see Download Instructions) 

Don’t forget to 

save when done! 


