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Dashboard

The Dashboard is a high-level view of your account and displays important sales 

data and other information about your account. Each time you login to the First Data 

Mobile Pay™ Portal you will be directed to the Dashboard.

Reports

The Reports section of the Portal allows you to view transaction details and 

transaction activity conducted on the mobile client application. These reports 

are searchable and sortable by date and additional criteria. Certain reports can be 

exported.

Inventory

The Inventory section of the Portal lets you easily manage item prices, display 

pictures, descriptions, etc. Items added or removed from this section will trigger an 

in-app notification to sync and restore inventory from the cloud.

Users

You can quickly manage users of both the Portal and the mobile app in the Users 

section of the Portal.

Support

The Support section of the Portal provides access to support resources.

The drop down includes the log out button and an admin-only account button to 

customize the receipt.

Portal Navigation

DASHBOARD
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Sales Statistics Report

1. Select an interval for the report.

2. For administrators, the report is generated for all users. You may select an individual 

user to see only their report data. Sub users will only be able to see their own 

transaction data.

3. A Sales Statistics report is generated based on the criteria you selected.

REPORTS
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Tip

Transactions reports can be  

exported for a Data Feed or 

to Excel by clicking on the 

appropriate button.

Transactions Report

1. Select a Start date and an End date, and then click the Go button.

2. A list of transactions is displayed. Click on the transaction row to view the 

transaction details.

3. Once the details of a transaction are displayed, you can send the receipt to an 

e-mail or text message recipient by clicking the Send Receipt button.

REPORTS
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REPORTS

Sales Tax Reports

1. Click on the reports tab on the main navigation menu.

2. Conduct custom range searches to access sales tax information with association transactions.

Support for Multiple Tax Rates
Where multiple tax rates have been applied, multiple rates will be visualized via color gradients.

Inventory Report
Click the Inventory report tab to view a breakdown of inventory items sold by date range.

Tip

Sales tax reports can be  

exported to Excel by clicking 

on the appropriate button.



Apriva Merchant Portal Guide  |  merchant.apriva.com 8

Tip

Some reports can be  

exported to Excel by clicking 

on the appropriate button.

Issue Refunds

1. Select the Transactions tab inside Reports.

2. A list of transactions is displayed. Click on the transaction row to view the 

transaction details.

3. Once the details of a transaction are displayed, click the Issue Refund button. 

Refunds can be processed for all transaction types including credit, debit, cash and 

check.

REPORTS
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Add New Item

1. Click the Add Item button.

2. Enter the item details in the provided boxes and then click the Save Item button.

INVENTORY

Tip

BOGO (Buy One Get One) 

Item - Add an item with 

$0.00 dollar amount to 

create a buy one get one free 

item.
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Delete Item

1. Click on the row of an item to display the item details.

2. Click the Delete Item button to remove the item from your inventory.

INVENTORY
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Modify Item

1. Click on the row of an item to display the item details.

2. Modify the item and then click the Save Changes button.

INVENTORY

Tip

You can update, reposition 

or remove images for your 

items when modifying your 

items.
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Tip

Sales also integrate with the 

tax reporting tools and are 

exportable in transaction 

reports within the combined 

sales history.

Create a Sale

1. Select Web Terminal from the main navigation.

2. Add the sale amount, description and payment card information. If you would like 

to send a receipt, add an email or phone number.

3. Click the Process Payment button to complete the transaction.

WEB TERMINAL
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Create a Subscription

1. Click the Recurring Tab, and then click Add Subscription.

2. Enter the Payment, Card, Receipt and Recurrence Frequency.

3. Click Add Subscription.

RECURRING
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Edit a Subscription

1. Click Edit on the row for the subscription you would like to modify.

2. Make any appropriate changes to the subscription, and then click Save Subscription.

Edit a Credit Card 

You can make changes to your customer’s credit card while editing their subscription details.

Deactivate / Aactivate 

Subscription

You can Dectivate or 

Deactivate accounts using 

the ‘Deactivate’ check-box.

RECURRING
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Add New User

1. Click the Add User button.

2. Enter the new user details in the provided boxes and then click the Add User button.

USERS
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Delete User

1. Click on the row of a user that you would like to delete.

2. Click the Delete User button.

USERS
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Edit User

1. Click on the row of a user that you would like to modify.

2. Modify the user’s details and then click the Save button.

USERS

Important Note

User email addresses cannot 

be modified once created. 

To change a users email 

address, delete the user and 

add a new one.
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SUPPORT

Need Additional Help?

Our Customer Contact 

Representatives are available 

24 hours a day, 7 days a 

week to help you with any 

technical support issues you 

may have with AprivaPay 

Plus and the Apriva Merchant 

Portal.

866.277.4828

Customer Support Messaging

1. Click on the ‘New Support Request’ button to open a support incident

2. Click on the support incident to track the status and responses from customer care

User Guides

1. Click on links to download user guides for the mobile application and the portal
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ACCOUNT

Account Settings & Personalize Receipts

1. Click on your name at the top right corner and select Account from the menu.

2. Click on the receipt footer links to add your website, twitter handle or additional 

company information and then hit enter before clicking the Done button

Note: Receipt footer fields accept only alpha numeric text entry including web address 

formats. The max characters allowed for each field is 50.

Important Note

Only account administrators 

have permission to this 

feature.
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ACCOUNT

Device Management

1. Click on your name at the top right corner and select Devices from the menu.

2. Device management allows administrators to view which mobile devices have been 

used to access the mobile point of sale, the user who authenticated on the device, 

their location, the application version, the operating system and the time at which the 

device we used to access and authenticate into the mPOS.

Note

Administrators can remove 

devices which will result 

in the need for a user to 

complete an additional 

successful 2 factor 

authentication.
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