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Upon signup, you’ll receive an activation email which contains a username and 
temporary password. Follow the instructions in the email to activate your account.

To use ValleyPay, log into your account and do the following:

• Accept the Terms and Conditions.
• Change your password.
• Accept the recurring payment method provided.

Download the ValleyPay application from your phone’s Market/App Store.

Note: Until these steps are completed, you cannot use ValleyPay on your mobile device.

If you experience any issues with the download or login, please contact your reseller.

Activating ValleyPay
To activate full service, please follow the steps below:

2

3

1

Welcome
Welcome to ValleyPay, powered by Valley National Bank!

Now with an improved user interface and workflow, it is sure to deliver fast and easy payment 
processing from your mobile phone, anytime, anywhere.

ValleyPay is an application for merchants who want to have the ability to take payments via their 
compatible mobile phone.

If you have any questions about your mobile phone compatibility or how to find a phone model, 
please visit devices.roamdata.com to view supported devices or call support at 866-716-0521. For 
other contact information, see Contact on page 15.
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Logging In
Each user must log in using a username and password 
to gain access to the application features (Figure 1).

To log in, do the following:

1. Select the ValleyPay icon from your home screen 
or applications folder.

2. Enter your username and password. Both are 
case sensitive.

3. Tap Log In.

After you log in, the main screen of the application 
displays. This screen is where you will perform sales 
transactions.

Before you begin to perform sales, you need to 
configure the application’s default settings. See 
Settings on page 9 for detailed instructions.

First-Time Login
If this is your first time launching the application, you 
are asked to accept the Terms and Conditions and 
to update your password. The password must be 5 
to 64 characters in length and cannot contain special 
characters. Enter your new password and tap Change 
Password.

Next, enter a personal email address where you can 
receive your password if you lose or forget it. You are 
also asked to set up two security questions which allow 
you to verify your account if you lose access. Select two 
security questions and enter appropriate answers. Tap 
Submit.

Retrieving Your Password
If you forget your password, tap the Forgot Your 
Password button on the login screen. You will be 
prompted to enter your username, then tap Submit. An 
email will be sent to the address you entered above, 
with instructions for changing your password.

Figure 1 
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Performing a Sales Transaction

Online Sales
Sales transactions are performed from the main screen 
of the application. Make sure you start on this screen.

To perform a sale transaction, do the following:

1. Add items to the sale. You can do this using 
various methods:

• Enter sale amount (Figure 2) – Enter the 
total amount of the sale or the amounts of 
individual items. To add another item, tap 
the +.

• Add items from your inventory (Figure 3) – 
To view the inventory, swipe the screen 
from left to right. Tap the + and - to adjust 
the quantity of items being purchased 
in the sale. To search for items, tap the 
Search Inventory text field at the top and 
enter your search criteria. Tap Done.

• Scan an item’s barcode – First, swipe 
the screen from left to right to view the 
inventory. Then tap the barcode icon on 
the top right. The camera becomes active; 
view the barcode at about a 4” distance 
and tap (Android) or shake (iOS) the screen 
to focus the image. The Search Inventory 
text field automatically populates with the 
barcode number. Tap the + and - to adjust 
the quantity of the item being purchased 
in the sale. Tap Done.

2. After you finish adding items to the sale, tap 
Next.

3. Review Order (Figure 4) – Discounts and taxes 
are applied. Verify the total and then tap Next.

4. Choose Tender – Tap the tender type for the 
sale, Cash or Credit, and then tap Next.

5. Payment Information:
For cash sales, enter the cash amount and tap 
Next. Continue to step 6.

Figure 2 

Figure 3 

Figure 4 
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For credit sales, do one of the following (Figure 5):
• Enter the Card Number, Exp Date, CVV 

(if enabled), and ZIP Code (if enabled). Tap 
Next.

• Swipe the card using the attached card 
reader. Enter the CVV (if enabled) and ZIP 
Code (if enabled). Tap Next.

Signature Capture (Figure 6) – If enabled, have 
the customer sign on the signature line.
Tip – If enabled, the customer can use the slider 
to enter the tip amount. Alternatively, tap Other 
to display a number pad to enter the tip amount. 
Tap Next.

6. Receipt – The sales receipt displays. Optionally, 
enter the customer’s E-mail Address to email 
the receipt to the customer. Otherwise, tap Skip.
To email the customer updates about offers and 
specials, tap the toggle to display Yes and then 
enter their name, phone number, and mailing 
address information.
Tap Next.

7. Approval Message (Figure 7) – The transaction 
completion message displays. Tap Continue.

8. Additional Details – Optionally, enter Purchase 
Notes, an Invoice Number, and select whether 
you want these to display on the receipt. Tap 
Next if you entered information or Skip 
otherwise.

The sale is complete and the main sale screen displays.

Offline Sales
Offline sales are performed in the same manner as 
online sales except that transactions are stored for 
future upload and are not immediately authorized 
by the processor. Offline mode occurs when you lose 
network connectivity; a message displays to inform you 
(Figure 8 on the following page).

If you accept payments while in offline mode, the 
application automatically prompts you to upload 
those transactions once connectivity is regained. The 
application returns to online mode automatically once a 
connection is reestablished. The offline transactions are 
then uploaded in the background and you can continue 
accepting new transactions.

Figure 5 

Figure 6 

Figure 7 



7

If there is an interruption in network connectivity 
during the upload process, the upload pauses. Once 
network connectivity is restored, the upload process 
automatically resumes.

Important Offline Notes
The following notes are important to consider when 
operating in offline mode:

• When offline, you cannot perform a void or 
refund as the transaction history is not available.

• Offline sales are not authorized until uploaded. 
Therefore, there is a risk that the card data is 
incorrect or the card will not authorize.

• If software or hardware issues occur, the offline 
transactions may be lost and there are no means 
to recover them. Ensure that you have details to 
recreate the transaction.

Performing a Refund Transaction
When you need to refund a transaction, the application 
determines if the transaction has already been 
settled. If the transaction has not been settled, a 
void transaction is performed. Otherwise, a refund 
transaction is performed (Figure 9).

To refund a transaction, do the following:

1. From transaction history, tap the transaction you 
would like to refund. See Transaction History on 
page 8 for more information.

2. Tap Issue Refund.
3. For a partial refund, tap on the amount and then 

enter a lower amount to refund.
4. Tap Refund.
5. The refund confirmation displays. Tap Done.

Note: Refunds can only be performed while online.

Figure 8 

Figure 9 
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Transaction History
Transaction History displays detailed information on all 
completed transactions and allows you to perform a 
refund or resend a receipt to a customer (Figure 10). To 
view transaction history, do the following:

1. From the main sale screen, tap the Menu icon 
on the top left to open the Settings menu.

2. Tap Transaction History.
The transaction history displays. You can scroll 
the screen to view additional transactions. Tap 
All to view all transactions or tap Refunds to 
only view refunds.

3. To view detailed information about a transaction, 
tap the desired transaction.

Resending a Receipt
To resend a receipt to a customer, do the following:

1. From transaction history, tap the desired 
transaction to view detailed information. See 
Transaction History above for more information.

2. Tap Send Receipt.

3. Enter the customer’s email address (Figure 11).
4. Tap Send.
5. A confirmation message displays. Tap OK.

Searching for a Completed Transaction
To search for a transaction, do the following:

1. From transaction history, tap the Search 
Transaction History textbox. See Transaction 
History above for more information.

2. Enter the amount of the transaction.
3. To view detailed information about the 

transaction, tap the desired transaction.

Figure 10 

Figure 11 
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Settings
Use the Settings menu (Figure 12) to configure every 
aspect of the application, including the following:

• Merchant Profile
• Transaction History
• Inventory
• Tax
• Discount
• Tip
• Signature Capture
• Small Ticket
• Advanced Security
• Application PIN
• Change Password
• View Terms and Conditions
• Support
• Sign Out

To access the Settings menu, tap the Menu icon on 
the top left of the main sale screen. Scroll the screen 
vertically to view all settings.

Merchant Profile
The merchant profile allows you to modify the information 
that displays on customer receipts (Figure 13).

To edit your merchant profile, do the following:

1. From the Settings menu, tap Merchant Profile.
2. Update the following information:

• Logo – Tap the blank logo and select 
Existing Photo and search your device for 
the photo to use. The logo must be a max 
of 5 MB and in PNG or JPG format.

• Add a Message – Enter a message 
to display on receipts. There is a 140 
character limit.

• Email Address – Enter your email address.
• Phone Number – Enter your phone 

number.
• Website URL – Enter your store’s web site 

address.
• Facebook URL - Enter a Facebook URL.
• Twitter – Enter your Twitter username 

(without the @ symbol).
3. Tap Done.

Note: You must be online for changes to take effect.

Figure 12 

Figure 13 
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Transaction History
The transaction history displays detailed information on 
all completed transactions and allows you to perform a 
refund or send a receipt to a customer. See Transaction 
History on page 8 for more information.

Inventory
The inventory allows you to save commonly used items 
for easy and quick access during a sale (Figure 14). It 
is local on the device and does not track inventory 
levels. To access your inventory, tap Inventory from the 
Settings menu.

Add an Inventory Item
To add an inventory item, do the following (Figure 15):

1. Tap Add New Item.
2. Add the following information:

• Photo
• Name
• Amount
• Description
• Taxable

Select whether the item is taxable.
• Tax Rate

Enter a tax rate if you want to override the 
store’s default tax rate.

• SKU number
Entering a SKU number allows you to scan 
barcodes during checkout to add items to 
a sale.

Tap the barcode icon (Figure 16). The 
camera becomes active; view the barcode 
at about a 4” distance and tap (Android) or 
shake (iOS) the screen to focus the image. 
The SKU number populates automatically.

3. Tap Save.

Modify an Inventory Item
To modify an inventory item, do the following:

1. Tap on the item to be modified.
2. Modify the desired fields.
3. Tap Save.

Figure 14 

Figure 15 

Figure 16 
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Delete an Inventory Item
To delete an inventory item, do the following:

1. On iOS, swipe from right to left across the item 
to be deleted.
On an Android phone, tap and hold the 
inventory item.

2. A delete option displays. Tap Delete.

Tax
The tax setting allows you to automatically apply a tax 
rate to all sales (Figure 17).

To enable or disable sales tax, tap the On/Off toggle 
on the Settings screen.

To adjust the tax rate, do the following:

1. From the Settings menu, enable Tax if it is not 
already.

2. Tap Tax.
3. Enter the tax percentage and tap Save.

Note: The slider may be a checkbox on earlier versions 
of Android.

Discount
The discount setting allows you to automatically apply a 
discount amount or rate to all sales (Figure 18).

To enable or disable the discount, tap the On/Off 
toggle on the Settings screen.

Note: The slider may be a checkbox on earlier versions 
of Android.

To adjust the discount amount or rate, do the following:

1. From the Settings menu, enable Discount if it is 
not already.

2. Tap Discount.
3. Tap the %/$ button to toggle between a 

percentage amount and a flat amount.
4. Enter the discount percentage or amount.

5. Tap Save.

Figure 17 

Figure 18 
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Tip
The tip feature allows a tip, or gratuity, to be included 
in a sale transaction (Figure 19).

To enable or disable tips, tap the On/Off toggle on the 
Settings menu.

Note: The slider may be a checkbox on earlier versions 
of Android.

Signature Capture
The signature capture option allows you to require 
signatures for credit card transactions to protect against 
chargebacks and fraud.

To enable or disable signature capture, tap the On/Off 
toggle on the Settings screen.

Note: The slider may be a checkbox on earlier versions 
of Android.

Small Ticket
The small ticket option allows signatures for credit card 
transactions to not be required for purchases under fifty 
dollars.

To enable or disable small ticket, tap the On/Off toggle 
on the Settings screen.

Note: The slider may be a checkbox on earlier versions 
of Android.

Advanced Security
Collecting additional cardholder information reduces 
the risk of fraud when manually entering card 
information during a transaction. Enabling advanced 
security features makes the ZIP code and CVV 
fields mandatory for manually-entered transactions 
(Figure 20).

To enable or disable advanced security options, do the 
following:

1. From the Settings menu, tap Advanced 
Security.

2. Tap the On/Off toggle to set the requirements 
as desired.

Figure 19 

Figure 20 
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Application PIN
The application PIN feature provides extra security for 
the application. When enabled, you are required to 
enter the PIN number prior to using the application 
(Figure 21).

To enable or disable the application PIN, tap the On/
Off toggle on the Settings menu.

Note: The slider may be a checkbox on earlier versions 
of Android.

To set or change the application PIN, do the following:

1. From the Settings menu, tap Application PIN.
2. Tap the value next to Automatically lock and 

select an appropriate time: 30 seconds, 1 
minute, or 5 minutes. Tap Done on the popup.

3. Enter the four digit PIN.
4. Enter the four digit PIN again to confirm.

5. Tap Done.

Change Password
The change password option allows you to update your 
password.

To change your password, tap Change Password 
from the Settings menu and then follow the on-screen 
instructions.

View Terms and Conditions
The terms and conditions are rules which you must 
agree to in order to use the application and service.

To view the terms and conditions, tap View Terms and 
Conditions from the Settings menu. Scroll the screen to 
continue reading and tap Back when finished.

Support
Additional information displays including the current 
App Version, support email address, and support 
phone number. See Contact on page 15 for more 
information.

Figure 21 
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Sign Out
To sign out of the application, tap Sign Out from the 
Settings menu (Figure 22) and then tap Yes to confirm. 
You are returned to the login screen.

Figure 22 



Contact
For sales inquiry:
866.716.0521

Customer support:
support@roamdata.com

General inquiry:
info@roamdata.com
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Follow
Social Media:

      facebook.com/roampay

      twitter.com/roamdata

Our blog:
http://blog.roamdata.com/

More Information
Web:
www.roamdata.com

For supported devices:
devices.roamdata.com
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