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Introduction 

Welcome to the payments industry’s leading payment gateway! Thank you for giving us 
the opportunity to provide you with fast, reliable, and secure transaction processing 
services. 

This guide is designed to help you quickly activate and configure your payment gateway 
account in order to begin processing live payment transactions. For your convenience, 
we also have an Account Activation video demo at http://www.authorize.net/videos/?id=1 
that is designed to walk you through the activation process. 

Once you have activated your account, we highly recommend reviewing the Getting 
Started Guide at http://www.authorize.net/files/gettingstarted.pdf which will help you 
configure the account settings necessary to begin processing transactions. 

Activating Your Account 

Your welcome e-mail includes a link for beginning the activation process. Clicking this 
link will take you to the Merchant Interface, a secure Web site that provides 
administrative access to your payment gateway account and its settings. This interface 
will become your most useful tool for managing and protecting your payment gateway 
account. Through the Merchant Interface you can view and search current and settled 
transactions, process transactions manually, and change security and account settings.  

In the event that you lose the account activation link, please contact your merchant 
service provider or reseller for assistance. 

Note: If you do not already have one, you will need an Internet merchant bank account in 
order to process transactions through your payment gateway account. For more 
information about how you can obtain a merchant account, contact your merchant 
service provider or reseller. 

The account activation process should be completed by the person who will have 
primary responsibility for the payment gateway account. During activation, this 
person will be established as an Account Owner. This is one of several user roles that 
can be established for your account. For more information about user roles, see the 
Getting Started Guide at http://www.authorize.net/files/gettingstarted.pdf.  

An Account Owner has access permissions to all of the Merchant Interface features and 
functionality and will be responsible for managing the users of the account. In addition, 
the Account Owner is responsible for properly configuring your payment gateway 
account processing and security settings. 

The first step of account activation is Identity Verification.  

http://www.authorize.net/videos/?id=1
http://www.authorize.net/files/gettingstarted.pdf
http://www.authorize.net/files/gettingstarted.pdf
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Activation Step 1: Identity Verification 
You will be asked to provide your Social Security Number or company’s Tax ID Number. 
The payment gateway will validate this value against the information provided when you 
signed up for your payment gateway account. 

Figure 1. Identity Verification 

 
 

Activation Step 2: User Information 
Next, you will be prompted to provide your user information, including your First Name, 
Last Name, Title, Phone Number, Extension, and E-mail Address. 

You will also be required to establish a Login ID, Password, and Secret Question and 
Answer for your own individual user account.   

IMPORTANT: These values safeguard access to your Merchant Interface account and 
payment gateway configuration and are extremely sensitive. Do NOT share them with 
anyone. Each subsequent user that is set up for your payment gateway account will be 
prompted to create their own Login ID, Password, and Secret Question and Answer. 

Note:  It is recommended that you change your Password, Secret Question, and Secret 
Answer periodically to further strengthen the security of your account. If you do not reset 
your password periodically, it will automatically expire every 120 days. For additional 
information and guidelines for selecting strong, complex passwords for your payment 
gateway user account, please see the Password Policy White Paper at 
http://www.authorize.net/resources/files/PasswordPolicy.pdf.  

 

 

http://www.authorize.net/resources/files/PasswordPolicy.pdf
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Figure 2. User Information 

 
 

Activation Step 3: Account Information 
This step in the activation process prompts you to verify business and account owner 
information provided when you signed up for your payment gateway account.  

Be sure to verify that all of the information on this page is complete and accurate. If 
necessary, update any incorrect information and/or add any missing information you 
would like to include. When you have finished, click the I verify the account 
information above is correct check box, and click Submit. 
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Figure 3. Account Information 

 
 

Activation Step 4: Terms and Conditions 
At this point, you will be prompted to accept the Payment Gateway Service Agreement. 
Carefully read the agreement, review the fees associated with your payment gateway 
services, and enter your Name and Social Security Number or Tax ID Number in the 
appropriate text fields to validate your acceptance of the terms and conditions. 

Click the check box indicating that you have the authority to accept the terms and 
conditions of the agreement on behalf of the merchant or company. 
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Click I Accept or I Decline to accept or decline the Payment Gateway Service 
Agreement. If you choose to decline, your activation session will be terminated. If you 
would like to accept the Payment Gateway Service Agreement later, you will need to 
contact your reseller or merchant service provider to reinitiate the account activation 
process. 

Value-Adding Service Addendums  
If you have signed up for any value-adding services in addition to your payment gateway 
account, the terms and conditions for these services accompany the Payment Gateway 
Service Agreement. 

At the bottom of the page, you may select the check boxes next to any value-adding 
service agreement addendums you would like to accept at the same time as the 
Payment Gateway Service Agreement. If you choose not to agree to these addendums 
at this time, you may leave the check box deselected to defer signing up for the 
service(s). To view service agreement addendums for value-adding services, click the 
hyperlinked name(s) of the service(s). 

Be sure to review addendums and fees for value-adding services carefully. If your fees 
for any value-adding services are $0.00, contact your merchant service provider or 
reseller for information about how these fees will be billed for your account. 
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Figure 4. Terms and Conditions 
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Activation Step 5: eCheck.Net® Standard Terms  
If you have indicated interest in electronic check processing services through 
eCheck.Net, this page will also appear prompting you to initiate the signup process. You 
may download and print an eCheck.Net application or click Continue to skip this page 
and continue with account activation. You may also click Remind me later to initiate the 
eCheck.Net signup process at a later time. 

Please note that though your payment gateway account will be activated for transaction 
processing at the completion of the activation process, you will not be able to process 
eCheck.Net transactions until your eCheck.Net application and the accompanying 
required documentation is received and processed.  

 

Figure 5. About eCheck.Net 

 



 Account Activation Guide    

Last Revised: November 3, 2011 Page 10 of 12  
©2011 Authorize.Net, a CyberSource solution 

Activation Step 6: Billing Information 
Next, provide the bank and credit card payment information that will be used for your 
account billing. Credit card information will only be used in the event that attempts to bill 
your bank account are unsuccessful. 

To finish the activation process, enter your name and title to verify that you are 
authorized to input billing information on behalf of your company and click Submit. Your 
account activation is now complete. 

Figure 6. Billing Information 
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Activation Confirmation 
Once your account is activated, it is a good idea to immediately configure your access 
and security settings. Please be sure to read the Account Activation Confirmation page, 
as it provides important information to help you begin establishing your specific account 
settings. Detailed information on configuring your account can be found in the Getting 
Started Guide located at http://www.authorize.net/files/gettingstarted.pdf. 

 
Figure 7. Activation Confirmation 

 

http://www.authorize.net/files/gettingstarted.pdf
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Customer Support 

Authorize.Net offers several methods for helping you with any questions your may have 
about your payment gateway account, transaction processing, the Merchant Interface 
and more.  

Authorize.Net Knowledge Base 
The Knowledge Base, located at http://www.authorize.net/help, is an extensive database 
of answers to the most common support-related questions. The Knowledge Base also 
includes links to the Merchant Interface Online Help Files, a glossary and a form for 
submitting questions to customer support. We highly recommend using the Knowledge 
Base for any questions you may have.  

Video Demos 
For your convenience, we have created a series of video demos that cover the most 
common features and settings of your payment gateway account. These tutorials, 
located at http://www.authorize.net/videos/, are designed to help you set up and manage 
your account. Be sure to check back often as we add new videos regularly.  

Contacting Customer Support 
If you still need assistance, you can contact our Customer Support department by 
logging into the Merchant Interface and clicking Contact Us at the top of the page. From 
there you can click Live Help to chat with a support representative, or you can click 
Create a New eTicket to submit a question.  

Customer Support representatives can also be reached by phone at 877-447-3938, 
Monday through Friday, 5 AM to 5 PM Pacific time. Customer Support is closed on 
major holidays. 

 

http://www.authorize.net/help
http://www.authorize.net/videos/
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