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1 Sign In 

1. Go to b.payby.com 

2. Enter your phone number and click [SEND] to send a 6-digit OTP (one-time 

password) to your phone. Enter the OTP and click [SIGN IN / SIGN UP]. 

 

3. If this is the first time signing in, the admin should set a 6-digit password, and the 

password should be kept in mind carefully because it will be used in other 

functions such as refund. 

 

2 Add Staff 

You can add staff accounts so that different employees have different permissions. 

1. Go to [Management] – [Merchant Management] – [Staff Information] – [+ ADD 

STAFF]. 
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2. Enter the staff’s name, mobile and select the role (different roles have different 

permissions as it shows on the page. The admin can edit the role at any time). 

Click [SAVE]. 

 

 

3. Go to [Management] – [Authorization] – [Authorization], select [Authorize], enter 

the reason and click [SUBMIT]. Then the staff is added successfully. 
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4. In [Management] – [Merchant Management] – [Staff Information], the admin can 

edit the staff’s name and role, active/inactive the staff and delete the staff.  

Note:  

1. Inactive the staff before deleting him/her. 

2. Every action needs to be authorized by the admin account in [Management] – 

[Authorization]. 

 

 

3 Active / Inactive Secondary Merchants 

You can see all the secondary merchants and their status as well as change their status 

in this part. 

Search for the secondary merchant by Secondary Mer. ID, Mer. Name or status, it will 

show the search result. Click the status button of the secondary merchant to change the 

status. 

- [Active] means that the merchant can access PayBy service and accept PayBy 

payments. 

- [Inactive] means that the merchant can’t access PayBy service or accept PayBy 

payments. 
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4 Set MDR for Secondary Merchants 
You can set MDR for each secondary merchant. The application can only be submitted by 

the admin/business maker account, and it can only be approved/rejected by the 

admin/business checker account. 

4.1 Submit MDR edit application by admin/business maker: 

There are two ways: to edit one by one and batch edit by uploading MDR file.  

- Edit one by one: 

1. Go to [Secondary Merchants], enter the Secondary Mer. ID or Mer. Name to 

find the merchant, click [Edit]. 

 
 

2. Enter the MDR and click [SAVE]. 
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- Batch edit: 

1. Go to [Secondary Merchants] – [Upload MDR File], click [here] to download 

an example file. 

 

 
 

2. Create a .txt format file of the MDRs to edit according to the example file. 
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3. Click [Choose File] and select the file you create and click [SUBMIT]. 

 

4.2 Approve/reject MDR edit application by admin/business checker: 

1. Go to [Management] – [Authorization] – [My Authorization], find the Edit MDR 

application and click [Detail] to view the MDR. 
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2. Click [Authorize], select Authorize/Reject, fill in the reason and click [SUBMIT]. 

Then the MDR edit application will be approved or rejected. 

 
 

5 Active / Inactive Terminals 
Similar to [Secondary Merchants], you can see all the terminals of the secondary 

merchants and their status as well as change the terminal status in this part. 

Search for a terminal by Terminal ID, Secondary Mer. ID, Mer. Name or status, it will show 

the search result. Click the status button of terminal to change the status. 

- [Active] means that the terminal can access PayBy service and accept PayBy 

payments. 

- [Inactive] means that the terminal can’t access PayBy service or accept PayBy 

payments. 
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6 View Transaction Details and Refund 

You can view all the purchase and refund order details and issue a refund in [Transaction] 

– [Records]. 

You can search for an order by date, order No., Device ID, status or secondary mer. ID. 

- Click [View] to view the order details and refund history.  

- Click [Refund] to initiate a refund. A refund can be fully made for one time, or 

partially made for more than one time. You should enter your password to complete 

the refund. 

 
 

7 Download Statements 

There are two kinds of statements you can download: 

7.1 Download transaction statements 

Go to [Transaction] – [Statements], select [Daily] or [Monthly], and click the download icon 

of the date / month you want to download. 
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7.2 Download balance statements 

Go to [Balance] – [Statements], select the date range you want to download and click 

[SEARCH], click the download of the date you want to download. 

 

 

 


