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Tutorials » Orbital Virtual Terminal » Reprint a receipt

Steps S — S—

1| Click Open Batch or Review/
Transaction Search

2 | Select search criteria Orbital

3 | Select transaction

Wirtual Terminal | New Order | Auth

4 | Click the Response Data tab
New Order - Auth
5 | Print, text or email customer Fill out the [ | submit wher

receipt .

Merchant DBA:
< Merchant ID: 123456
DatefTime:  12/14/2018 19:11:00 EST

RECOMMENDE 3 OF TIOM; ST A LEVEL III D

Credit Card Types Actcepted | American Express a,
Carte Blanche
Discover

Step 1

Click Open Batch or Review/
Transaction Search

Search for the transaction to reprint. If the transaction has not settled, click
the Open Batch tab located at the top of the page. If the transaction is from
a previous batch, go to the Review menu and select the Transaction Search
from the dropdown.
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1| Click Open Batch or Review/
Transaction Search

Orbital

Virtuai Terminal | Open Batch | Search

NEW ORDER | OPEN BATCH | REVIEW | REPORTING | ADMIN | IMPORT FILE

2 | Select search criteria Review - Transaction Search

' e e
3 | Select transaction o e T
Date/Time:  12/13/2013 14:45:13EST Currency Code: USD

4 | Click the Response Data tab

Please choose one of the following
criteria to generate a transaction search Transaction Status. Pending Transactions
or simply check the date range check
5 | Print, text or email customer iow P | —- T w—
- Transaction Reference ortera P
receipt e  —
p - Account # orcer Descrption ™

Card Type =

limited to 30 days or less. Use the o i -

Reporting Options (Generate Detail ‘Approval Code:

searching extended periods (up to 13 Transaction Reference:

months).
profie 0 @
User Logon o

‘And (if checked)

e Renge trmiddi) P [121S] /[ [l
T [ER[EE e

Query Type [Detailed Transactions [¥]

m

Step 2

Select search criteria

Enter or select the criteria for your transaction. You can also leave it blank to
search all transactions using a date range at the bottom of the page. Click the
Search button.
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1| Click Open Batch or Review/ T )

Transaction Search

2 | Select search criteria

3 | Select transaction

Orbital
4 | Click the Response Data tab T e — - :
- T i Search Results

Revil

5 | Print, text or email customer

Merchant DBA: Sales Demo 1D
recei pt Merchant ID: 700000001700 Terminal ID:
DatefTime:  12/13/2013 1501:24 EST Currency Code: [ ]

T Y Tark/Unmark T Date T Batch Number T OrderDF T
[©) 2018-12-10 16:33.01 000120 Al
One recordss) found.

Step 3

Select transaction

Select the Radio button for your transaction and click the View Order button.
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1| Click Open Batch or Review/
Transaction Search

R | OPENBATCH | REVIEW | REPORTING | ADMIN | IMPORT FILE

2 | Select search criteria -

I Review - View Order I

3 | Select transaction

Merchant DBA: Sales Demo ID

Merchant ID: 123456 Termil
Date/Time:  12/18/2018 12:33:18 EST Currer

4 | Click the Response Data tab

. . “Transaction Status ran Accepted
5 | Print, text or email customer eny et
. i st
receipt i .

Street

city

State
Postel Code

Order Deseription

Soft Descriptor

Transastion Date 2018-12-10 16:38:01

Transaction Reference Number [TxRefNum] 5COEDCB9B1E6 1 7FESEES1 360302351 66FED2SIBC
Transaction Reference Index [TaRefld] O

Transaction Creation User 1D DTAYLOR123

Transaction Last Modification User 1D DTAYLOR123

coe|

Step 4

Click the Response Data tab

On the View Order page, click the Response Data tab which is located near
the top of the page.
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1| Click Open Batch or Review/ [ T Y )
Transaction Search
2 | Select search criteria
Orbital _ CHASE®  JPMorgan
3 | Select transaction T

Review - View Order

4 | Click the Response Data tab et —

Terminali: 001 Industry Type: MO
Currency Code: USD.

5 | Print, text or email
customer receipt

Spemonome 202001
Gara verteanon #

20161210 16:38:01
ScoEncasm1Es1re:

e 7o R i

Step 5

Print, text or email customer receipt

In the Print Receipts area on the right side of the page, you can select to
print a receipt or enter an email address or SMS-capable phone number. After
making your choice, click the Send Customer Receipt button.
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