
https://ecommerce.empiremerchants.com 

QUICK START GUIDE TO 



Empire Online 
 

This flexible web-based tool can provide: 
• Invoice information 

• See what is owed and when 
• See open invoices and credits 

•     Payment and order history and details (including Back Orders) 
•     Ability to pay bills (the next day or scheduled dates) 
 

You do NOT have to pay bills online to see all this information. 
Your email will NOT be used for marketing purposes. 



This is the Log-in Page.  You must first register in order to get a Password.  Click on 
“Login” and the login box appears. 
To login enter your User email and password and click “Sign In.” 

LOG IN 



Empire Online Homepage 

REVIEW ACCOUNT INFO MENU: 
1. ORDER INQUIRY 
2. INVOICE INQUIRY 
3. VIEW ONLINE PAYMENTS 
4. PAYMENT HISTORY 

Account Inquiry Menu  



1. ORDER INQUIRY – To See Order Details 

Select order and click 
“Show Details”  



Click on a selection  

ORDER DETAILS 



1. ORDER INQUIRY – To View Bill & Store Balances 

1. Select “SH” Order Type 

2. Click “Find”  



1. ORDER INQUIRY - Viewing Bill & Store balances 

3. Select an order and 
click “Show Details”  



1. ORDER INQUIRY – Bill & Store Balances are shown 



2. INVOICE INQUIRY SCREEN 
  

1. To see a scanned invoice, hover over the 
invoice number and then click 

There are three functions to this screen: 
  1. See a scanned invoice 
  2. Get Invoice detail 
  3. See Payment Detail 



THE SCANNED INVOICE APPEARS: 



2. INVOICE INQUIRY SCREEN There are three functions to this screen: 
  1. See a scanned invoice 
  2. Get Invoice detail 
  3. See Payment Detail 

2. To get invoice details, 
select an invoice and click  



THE INVOICE DETAILS APPEAR: 



2. INVOICE INQUIRY SCREEN There are three functions to this screen: 
  1. See a scanned invoice 
  2. Get Invoice detail 
  3. See Payment Detail 

3. To get payment details, select an invoice and click  



THE PAYMENT DETAILS APPEAR: 



3. VIEW ONLINE PAYMENTS – ONLY PAYMENTS MADE ONLINE 

Enter your Customer ID in the “Bill To” box  



3. VIEW ONLINE PAYMENTS – ONLY PAYMENTS MADE ONLINE 

Select payment and click “Show Details”  

Notice 
the AR 
Status 



PAYMENT DETAIL APPEARS:  



4. PAYMENT HISTORY SCREEN 

To get payment 
details, select one 
and click “Show 
Details”  



PAYMENT HISTORY DETAILS APPEAR: 
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Empire Online Homepage 
Make Payments Menu  

MAKE PAYMENTS MENU: 
1. ACCOUNT PAYMENT –for a payment against your 

account but not for a specific invoice 
2. OPEN INVOICE PAYMENT SCHEDULE  – to make a 

payment against a specific invoice 
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1. ACCOUNT PAYMENT SCREEN 

To make payment, 
enter the amount 
and date then click 
“Continue”  



SCHEDULED PAYMENT WILL APPEAR: 



2. OPEN INVOICE PAYMENT SCHEDULE SCREEN 

Enter your Customer 
ID  then click the 
‘find’ button  



Note the color of the 
rows and the Key to 
Invoice Types 

2. OPEN INVOICE PAYMENT SCHEDULE SCREEN 

CUSTOMER NAME 



To see an invoice, hover over the invoice number and click 

CUSTOMER NAME 

2. OPEN INVOICE PAYMENT SCHEDULE SCREEN 



INVOICE WILL APPEAR: 



2. OPEN INVOICE PAYMENT SCHEDULE SCREEN 

To pay an invoice: 
• Select the invoice box 
• You can change the “Amount to Pay” and/or the “Date to Pay”  
• Click “Next” at the bottom of the page 



INVOICE PAYMENT SUMMARY 

If the total is correct, click “SUBMIT”  
otherwise click “BACK” to edit.  

CUSTOMER NAME 



CONFIRM YOUR PAYMENT 

Customer Name 



PAYMENT CONFIRMED 

CUSTOMER NAME 



EMAIL CONFIRMATION 
Online_Payments@EmpireMerchants.com 

Customer Name 

123456 

Customer Name 

Customer Name 



https://ecommerce.empiremerchants.com 


