
 If an eCheck is ever returned you will receive a return 
email notification to the primary contact email 
address you provided to us on your application.

 The return email notification will list the date, 
amount, and reason for the return.



 To view the details of the returned transaction you 
will have to login to your virtual terminal.

 From the left hand navigation pane select Reporting 
then Returns



 Select the date range by clicking on the calendar icon 
then selecting the From and To date listed in the 
return  notification email.

 Then click Generate Report



 The Return Item Detail report lists the details of the 
returned transaction including: the origination date, 
customer name, customer and/or invoice number (if 
any), amount, and the reason for the returned item.

 It also lists all the available return codes and the 
definitions of the codes at the bottom of the report.



 Before contacting your client you may want to check 
their client record for an additional payment method.

 From the left hand navigation pane select the Clients 
tab then Search.

 Choose the criteria you wish to search for this client 
by from the Selection drop down list.

 Enter the Value of your selection 
 Then Click Search
 Click the edit icon next to the clients name to view 

the client record.



 From here you can access the customers phone 
number (if on file)

 Or by clicking the Payments Methods tab at the top 
of the customer database you can view all of this 
clients available payment methods.

 And That’s It!


