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Accessing Empire360

1. Go to https://empire360.com/
2. Log into your account
3. If you do not have an account, please visit 

https://empire360.com/pages/register
4. If you need further assistance creating an Empire360 account, 

please contact Empire Merchants Customer Service

https://empire360.com/
https://empire360.com/pages/register


Billing

By tapping on the dropdown next to Billing, you can view:
• Banking
• Payments
• Invoices
• Balance
• Reporting

• To start paying online, click on Continue below Connect a bank 
account



Banking Information

• A bank account must be selected as the default payment method
• The bank account should be set up by the principal of the account
• You can set up multiple bank accounts as needed
• After you click “Save” there are still more steps to complete 

before the bank account will be considered for approval

Please include the name of the account owner (not the 
business name)



Banking / Verification Request

In this screen you must :
• Attach a screenshot of a canceled check or a letter from the bank 

verifying your account ownership
• Provide a digital signature
• Agree to the terms of service



Banking

• Once you have submitted the necessary information you will 
receive a confirmation email 

• You will not be eligible to make payments until you have received 
a second email that your payment has been approved by Empire 
Merchants
• It will take approximately 48 hours (about 2 business days) to 

be approved
• You will also receive an email if your banking information is 

declined, in which case you will not be able to make 
payments and will have to enter a new banking information 
if you wish to pay via Empire360



Banking – Email Communications

• This is a sample of the email confirmations you will receive

Upon submitting your banking 
information

After Empire verifies your banking 
information



Banking

• Once you submit your banking information, it will show as 
Pending (loading symbol) before it is approved or declined

• Approved bank accounts show the green checkmark

• Declined bank accounts show the red X and will show the reason 
the payment method was declined (hover over X)



Connected Bank Accounts
• Once you are approved, your payment method will show with a 

green check next to it
• You can toggle the button to make it your default payment 

method
• If you are no longer associated with a specific bank account, you 

can also remove methods of payment from this screen by 
selecting the Delete button.



Users

• Only Managers and Admins will have full access to the account 
details

• To view your user account role, visit the Users tab
• You will not be able to access the Users tabs if you are logged in 

as a Buyer or Payer
• If you are unsure of your role, please contact customer 

service.  
• As an Admin, you may add users by clicking the (…) on the top of the 

section

• After that, click on the (+) that will appear
• You will then be able to add new users who should have access to 

the account

Please be sure to enter the correct role for the new user

• To switch a user role, simply click into the role, make the change and 
click save.  



Invoices

• The Invoices tab shows the list of invoices and available credits
• Key Columns:

1. PDF: downloads a file with a snapshot of your invoice
2. Type: indicates whether it is an invoice or a credit
3. Due date: dates when payment is due
4. Payment Terms: payment term for a specific invoice
5. Status: show the current payment status

• Sorting:
• Automatically set to sort from oldest to newest Due Date
• Click on a column header to sort by the items by that column

• You can choose to view more invoices per page by changing the number 
at the bottom of the page, as per below:

1 2 3 4 5



Searching for Invoices

• To facilitate finding specific invoices, you may also click on the filter icon 
located on the top right 
• The default screen is set to show open invoices only

Paying Invoices

• To pay an invoice, click the checkbox on the leftmost column and 
then click Pay on the top right
• You may select multiple invoices at once
• Credits associated with a specific invoice will be automatically 

applied on the Checkout screen
• You will then be taken to the Checkout Screen



Checkout Screen

• See below/next page for the checkout screen and details



Checkout Screen

• Payment section allows you to:
• Edit your payment method and select a new one:

• Schedule your payments:

• You may enter payment reference notes below:



Checkout Screen

• Review your payment preferences:
• You may partially pay an invoice by adjusting the Amount to Pay
• You may also delete a specific invoice by clicking on the trash can

• Finally, click the Pay Invoice button to submit your payment:

Payment Confirmation Screen

• You will then be directed to the Payment Confirmation Screen, where you will 
be able to visualize key payment information:



Example – Scheduled Partial Payment

• The checkout screen below shows sample of a scheduled partial payment and 
includes a reference note indicating that
• Note that you may edit the amount you would like to pay for each 

invoice



Payments

• To view payments, visit the Payments tab:

• To facilitate finding specific invoices, you may also click on the filter icon 
located on the top right:



Payments

• Key Columns:
1. ID: invoice number
2. Payment date: dates when payment is sent to Empire Merchants
3. Descriptor: see invoice details (see next page)
4. Status: 

• Paid: invoice paid
• Scheduled: shown when a payment has been scheduled
• Charging: recently paid invoice, processing

• Sorting:
• Click on a column header to sort by the items by that column

A. See below for an example of sorting the total from highest to 
lowest

1 2 3 A4



Payments

• Click the descriptor column to view invoice payment details and more:
• Items part of the invoice:

• Invoice History, which includes the dates and users responsible for 
specific actions:



Canceling Scheduled Payments

• To cancel a scheduled payment:
1. Visit the Payments tab
2. Search for the payment
3. Click on the circular arrow at the far right of the table

4. Confirm that you would like to unscheduled the payment and click Yes, 
unschedule

5. The payment will then show as canceled



Balance

• Here you will be able to:
1. View your Balance
2. See open invoices
3. If you have any open credits, they will appear here

• You are also able to pay on account:

1
2

3



Paying on Account

• Clicking on Pay on Account will direct you to the following page:
• Here you submit a payment on account

• Once you pay on account, you will receive a confirmation email with 
directions to call the COD department, if you want to release an order the 
same day.



AutoPay

• To view and change the AutoPay settings, click on:
• Billing > Show All then Auto Pay will appear

• To enable AutoPay, toggle the button:

• You will then be asked to confirm your selection



AutoPay Settings

• If you wish to only enable automatic payment for invoices up to a certain 
amount, include the amount desired in the following section:

• By doing so, any invoices that exceed the amount selected will not be 
scheduled for payment

• Remember to Save: 

• If you receive any invoices higher than the specified amount, you will receive 
an email notifying of that



AutoPay Settings AutoPay will only apply to invoices received after it is enabled.

• Below are the AutoPay options you may select:

• Upon selecting the desired option, you will receive a confirmation email with 
your selection

Key Scenarios:

1

2

2

4

4

5

AutoPay invoices on due date AutoPay invoices upon creation/receipt

3

Selecting 0 pays the invoice the same day.

1
Invoices over this amount won’t be 
scheduled and must be paid manually.

5

3
Invoices will be scheduled for payment on 
the selected day.

Toggle AutoPay on/off

Click to save changes



Reporting

• The following reports are available to export:
1. Charges
2. Invoices

• Clicking on the desired report will download the selected report in an Excel 
format

1

2


