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1. Buyer Login / Logout 
Please login to your account to use Visa Business Pay. 
 

1.1 Login 
When you access Visa Business Pay （URL：https://buyer.visabizpay.com/）, the Login screen will be displayed.
（Fig. 1.1-1） 
 

 
Fig. 1.1-1 

 
Enter a registered Buyer ID and password in each field and click the [Login] button. 
 
Login Failure 
Buyer ID If the login details are incorrect, the error message "Buyer ID or Password is incorrect." will be 
displayed. 
* If you fail to enter the correct password six times, the Buyer ID is locked and you cannot login with that ID for a 
period of 30 minutes. Buyer ID 
If you would like to use it as soon as possible, please contact Visa Business Pay Customer Support. 
The password expires in 90 days. 

 
 
 

https://buyer.visabizpay.com/
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1.2. Reset Password 
If you forgot your password, please enter the Buyer ID in the Password Reset screen (Fig. 1.2-1), click the [Send] 
button and the "Password reset" e-mail will be sent to the e-mail address associated with the Buyer ID. 

 

 
Fig. 1.2-1 

 
* If you do not receive the "Password reset" e-mail, the Buyer ID entered may be incorrect. 
 Please check the Buyer ID again. 
* If you forgot your Buyer ID, please contact the Visa Business Pay Customer Support. 
 

 
Fig. 1.2-2 

 
When you access the URL in the e-mail, the Password Reset screen (Fig. 1.2-2) will be displayed and you can set 
a new password. 
 
Password Criteria: 
• 8 to 20 characters 
• Only alphanumeric characters and _ # ¥ $% & @ symbols 
• Must contain a mixture of letters, numbers and symbols 
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• Case-sensitive: Upper case letters and lower case letters are considered distinct 
• Previous 4 passwords cannot be used as a new password. 
 

1.3. Buyer Menu 
When the login is successful, the Buyer Menu (Fig. 1.3-1) is displayed. 
 

 
Fig.1.3-1 

 
[Notification] [Search Invoice] [Payment History] [Chat] [Flexible payment / Recurring payment] [Setting] 
[Logout] buttons will be displayed. 
For details of each function, please refer to each chapter of this manual. 
 

1.4. Logout 
If you click the [Logout] button from the Buyer Menu or header menu, you will be logged out from the Buyer 
Menu and be redirected to the login screen (Fig. 1.1-1). 
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2. New Buyer Registration 
If you do not have a Visa Business Pay Buyer ID, you can register as a Visa Business Pay buyer by entering the 
necessary information in the New Buyer Registration screen. 
 

2.1. Input Mail Address 
When you click the [Create New] button on the Login screen, you will be redirected to the New Registration 
screen (Fig. 2.1-1). 
Please check the Visa Business Pay Terms and Conditions, check "I agree to the Terms and Conditions", and enter 
your e-mail address. An e-mail to "Please verify your e-mail for the Buyer account setup." will be sent to the 
e-mail address. 
 

 
Fig. 2.1-1 

2.2. Input Buyer Information 
Please enter all necessary information when registering as a new buyer. (Fig 2.2-1) 
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Fig. 2.2-1 
 
Please enter Company name, Branch / Department, Contact Person, Furigana, Password, Re-enter Password, TEL, 
Postal code, Prefecture, Country/City, Address and click the [Register] button. 
If there are missing items or incomplete input, the corresponding item will be displayed in red. 
*The e-mail address you entered on the previous screen (Fig. 2.1-1) has been set for the e-mail address and it 
cannot be changed. 
 
Password Criteria: 
• 8 to 20 characters 
• Only alphanumeric characters and _ # ¥ $% & @ symbols 
• Must contain a mixture of letters, numbers and symbols 
 

When registration is completed, a Buyer ID is issued and a mail of completion is sent to the registered e-mail 
address. 
Log in from the login screen (Fig. 1.1-1) with the issued Buyer ID and the password that you set. 
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※Buyer ID cannot be changed. Please contact Visa Business Pay Customer Support if you are unable to find your 
issued Buyer ID. 
※Registered information will be displayed on the invoice.
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3. Notification 
Notification is a function to receive notifications from Visa Business Pay Customer Support when billing 
information is generated / updated such as invoice issuance or receipt confirmation. 
 

3.1. Information Notifications 
When a supplier issues an invoice or confirms a receipt, the NEW mark is displayed in the “Notification” column 
of the Buyer Menu. (Fig. 3.1-1) 
Numbers in brackets next to “Notification” indicate the number of unread cases. Once an unread notification is 
opened, it will be marked as read. When all cases are read, the NEW mark will no longer be displayed. 
If there is a notification from Visa Business Pay Customer Support, the Notice mark will be displayed. 
Notices from Visa Business Pay Customer Support Customer Support are not included in the number of unread 
notifications. 
 

 
Fig. 3.1-1 
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Other than notices from Visa Business Pay Customer Support, notifications will be sent when the following 
operations occur. 
 When a supplier issues an invoice to the Buyer ID. 
 When the supplier cancels payment information on the invoice. 
 When the supplier confirms that the buyer has completed settlement (Payment confirmation). 
 When the supplier manually changes the invoice to paid status. 
 When the invoice is edited by the supplier. 
 When you have received a Flexible payment approval request from a supplier. 
 When you have received a Recurring payment approval request from a supplier. 
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3.2. Notification List 
 Notifications are listed in chronological order. (Fig. 3.2-1) 
 

 
Fig. 3.2-1 

 
The NEW mark is displayed for unread notifications. 
“Notification from Help Desk" mark is displayed on notifications from Visa Business Pay Customer Support. 
The date and time refers to the date and time the notification is registered. 
The link in the Notification column redirects you to the appropriate screen. 
There is no link on Visa Business Pay Customer Support notifications. 
The notification will be deleted after 180 days.
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4. Search Invoice 
With Search Invoice, existing invoices are listed and you can check the invoice details. 
 

4.1. Search Invoice 

 
Fig. 4.1-1 

 
The search field is displayed at the top of the screen. (Fig. 5.1-1) 
In the search field, you can refine search by Invoice No. / Invoice Issue Date / Status / Supplier. 
If you leave the search field blank and click the [Search] button, you can display all invoices. 

 
 Search Fields 

 Invoice No.: You can refine search by Invoice No. You can search by partial match. 
 Invoice Issue Date: You can refine the search by the issue date of the invoice by specifying the range. 

You can enter the date in YYYY / MM / DD format or by selecting from the calendar. There is also 
[Today] [This Month] [Last Month] buttons, and you can set the date automatically by clicking these 
buttons. 

 Status: You can refine by invoice status. You can select from the following:  
Status is not specified / Valid (*) / Unpaid / Paid / Canceled.  
The default status is Valid (*). 
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(*) Status: Valid refers to a status other than canceled. 
 Supplier: You can refine the search by supplier name (company name) that you received the invoice 

from.  
You can search by partial match. 

 
The invoice that matches the search appears on the invoice list at the bottom of the screen.  
Invoice No. / Invoice Issue Date / Billing Amount / Supplier / Chat / Status are displayed as a list. 
When you click the Invoice No, the Invoice Details screen is displayed. 
When you click the number of the Chat, you will be redirected to the Chat Detail screen associated with the 
invoice.  
 

4.2. Invoice Details 

 

Fig. 4.2-1 
 
On the Invoice Details screen (Fig. 4.2-1) you can check the detailed information on the invoice, execute payment 
or contact the supplier. 
If payment status is "Unpaid", the [Execute Payment] button is displayed. 
The seal displayed on the invoice details screen (Fig. 4.2-1) is displayed when the supplier has registered their 
company seal. 
 
Execute Payment 
To execute a payment, confirm the contents displayed in the Invoice Details screen, and click the [Execute 
Payment] button. When you click the button, you will be redirected to the Settlement screen (Fig. 4.2-2). 
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Fig. 4.2-2 
On the Settlement screen you can make payments using credit card. 
Only Visa cards can be used for payments. 
 
You can make a payment with your registered Visa card or input and pay with another Visa card number. 
When using a registered Visa card, select the card number to use, enter the security code written on the back of the 
card, and click the [OK] button. 
 
* It is possible to register a Visa card in advance from the Setting screen. Please refer to 8. Setting in this manual 
for more details. 
* The security code is a 3-digit number used to confirm that the card is in the hand of the user. The security code 
is the last three digits displayed on the sign panel on the back of the card. 
* Since security code is not saved, input is necessary for each settlement. 
 
To use an unregistered card, check "Pay by a New Visa Card", enter the Card No., Exp. Date, Card Holder Name 
and Security Code, then click the [Confirm] button. 
Check "Save this card information" if you wish to register the card information for future payments. 
*Up to five registered cards can be registered. To register a sixth card, you must first delete one of the others. 
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*To delete, select the target card and click the [Delete] button in Visa Card Registration Update screen (8.Setting).  
* Visa Business Pay Customer Support will not be able to view or access your card number. 
*When paying by card, the following errors may occur. 
 Card No. or Exp. Date is invalid. 
The input of the card number or expiration date may be incorrect. Please check again. 
 The card provided cannot be used.  
Please contact your card issuer. 

 
When a payment is processed successfully, the settlement completion screen (Fig. 4.2-3) is displayed and a 
notification e-mail is sent to the supplier. 
If you would like to request cancellation of payment, please contact the supplier who issued the invoice by Chat 
etc. The cancellation process can only be performed by the supplier. 

 

Fig. 4.2-3 
 
If you click the [Question on this invoice?] button, you will be redirected to the Chat details screen (6. Chat). 
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5. Payment History 
With Payment History, you can check and print invoice information and paid receipts. 
 

5.1. Payment History 
In Payment History, you can check the invoice information of invoices that you have already paid. (Fig. 5.1-1) 
You can also download the invoice information of search results in CSV format using the [Download Result] 
button. Information for up to 1000 invoices can be downloaded at a time. 

 

Fig. 5.1-1 
 
The search field is displayed at the top of the screen. (Fig. 5.1-1) 
In the search field, you can refine search by Invoice No. / Invoice Issue Date / Status / Supplier. 
If you leave the search field blank and click the [Search] button, you can display all invoices. 

 
 Search Fields 

 Invoice No.: You can refine search by Invoice No. You can search by partial match. 
 Invoice Issue Date: You can refine the search by the issue date of the invoice by specifying the range. 

You can enter the date in YYYY / MM / DD format or by selecting from the calendar. You can also 
use the [Today] [This Month] [Last Month] buttons to set the date automatically. 

 Supplier: You can refine the search by supplier name (company name).  
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You can search by partial match. 
 
Invoices which satisfy the search criteria will appear on the invoice list at the bottom of the screen.  
Invoice No. / Invoice Issue Date / Settlement Amount / Supplier / are displayed as a list. 
When you click the Invoice No., you will be redirected to the Payment History Details screen. (Fig. 5.1-2) 
 
* For invoices that were canceled after payment, the data is displayed separately from ordinary data on the list 
screen. (Fig. 5.1-1) 

 
Fig. 5.1-2 

 
On the payment history details screen, the [Receipt] button is displayed when the supplier receives payment 
notification of the buyer’s payment and confirms the receipt. 
 
When you click the [Receipt] button, the receipt screen (Fig. 5.1-3) is displayed. 
When you click the [Print] button at the bottom of the receipt screen, you are transferred to print mode and the 
printing screen is displayed. 



18/31 
 

 

 
 

Fig. 5.1-3 
The seal displayed on the receipt screen (Fig. 5.1-3) when the supplier has registered their company seal. 
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6. Chat 
Chat allows you to communicate with the supplier on an invoice by invoice basis. 
 

6.1. Chat List 
In the Chat list, invoices posted on the Chat are displayed in the list. (Fig. 6.1-1) 
In the list, Supplier and Invoice No., Last Posted Date (JST) are displayed in chronological order. 
When you click an Invoice No. displayed in the list, you will be redirected to the Chat Detail screen (Fig. 6.2-1). 

 
Fig. 6.1-1 

 

6.2. Chat Detail 
On the Chat Detail screen, you can contact the supplier and the history of the Chat posted on the invoice is 
displayed. 
After entering a comment and clicking the [Send] button, it is posted, the Supplier is notified by e-mail. The 
comment is posted on the Chat and displayed as "New" in the "Chat" function of the menu. 
Comments posted cannot be edited or deleted. 
A comment must be within 2000 characters. 
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Fig. 6.2-1 

 
7. Flexible payment / Recurring payment 
With the buyer's approval, the supplier can initiate payment using the buyer's registered card information. 
The buyer registers the card to be used for Flexible payment / Recurring payment when approving. 
Flexible payment is a function that enables suppliers to execute payment at a predetermined timing after issuing 
an invoice. 
Recurring payment is a function for suppliers to automatically issue invoices and execute payment for fixed 
amounts on a specified date on a monthly basis. 
 

7.1. Flexible payment / Recurring payment Setting Confirmation 
When a supplier sends an approval request for Flexible payment or Recurring payment, an e-mail notification is 
sent to the buyer and the request can be approved from this screen. 
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Fig. 7.1-1 
 

The search fields are displayed at the top of the screen. (Fig. 7.1-1) 
In the search field, you can refine your search by Supplier, Settlement Type and Status. 
 
If the Status is “Pending Approval”, you can switch to the approval screen (Fig. 7.2-1, Fig. 7.3-1) by clicking the 
Status column. 
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7.2. Flexible payment Approval 

 

Fig. 7.2-1 
 

The supplier's request content is displayed at the top of the Flexible payment approval screen  
 Details: Details provided by Supplier on the purpose of the payment. 

 
When reviewing the supplier’s request, specify the card that the supplier should use for settlement. You can 
specify a card you have registered or set a new card. After specifying the card, click the [Approve] button to allow 
the Supplier to execute Flexible payment. 
If you wish to reject the request, click the [Decline] button. 
 
Flexible payment Advance Notice  
After approval, if the supplier processes a Flexible payment at the same time as creating the invoice, you will 
receive a Flexible payment advance notice e-mail instead of an invoice issuance e-mail. If the supplier specifies an 
Invoice Details file and executes Flexible payment, it will be attached to the advance notice e-mail. 

 
If you wish to cancel an approved Flexible payment setting or change the card used for an approved Recurring 
payment, please contact the supplier directly. 
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7.3. Recurring payment Approval 

 
Fig. 7.3-1 

 
The supplier's request content is displayed at the top of the Recurring payment approval screen. 
 Details: Details provided by Supplier on the purpose of the payment. 
 Start Date: Month when Recurring payment starts. 
 Monthly Payment Date: The date of settlement. 
 Billing Amount: Monthly charged amount. 
 

When reviewing the Supplier’s request, specify the card that the supplier should use for settlement. You can 
specify a card you have registered or set a new card. After specifying the card, click the [Approve] button to allow 
the Supplier to execute Recurring payment. The billing amount will be settled on the monthly payment date after 
the start date in the request content. 
If you wish to reject the request, click the [Decline] button. 
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If you wish to cancel an approved Recurring payment setting or change the card used for an approved Recurring 
payment, please contact the supplier directly. 
 

8. Setting 
In the Setting function, your information as a registered buyer can be viewed and edited. 
 

8.1. Setting 

 
Fig. 8.1-1  

The following items can be changed from the Setting Screen (Fig.10.1-1）: 
  
Company, Branch/Department, Contact Person, Furigana, e-mail, password, TEL, Postal code, Prefectures, 
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Country/City, Address. 
 
* When changing password, check the “Change the password” box. 
  
After entering the updated information, click [Update] button, and the screen will shift to the password 
confirmation screen. (Fig. 10.1- 2) 
Enter the password and click the [Update] button again. If the password is correct, the updated information is 
reflected. 
* When changing the password, enter the previous password. 
After the change is completed, the new password will be valid. 
 

 

Fig. 8.1-2 
 

8.2. Visa Card Registration Update 
In the Visa Card Registration Update screen (Fig. 8.2-1), you can register and delete your Visa cards. 
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Fig. 8.2-1 

 
If you have already registered your card, the registered card will be displayed as "Registered Visa Card(s)". 
Up to five cards can be registered. 
To register a sixth card, you must first delete one of the others. 
To delete a card, select it and click the [Delete] button. 
 
 
To register a new card, enter the Card No., Exp. Date, Card Holder Name in “Register a New Visa Card” field, 
and click the [Register] button. The card will be displayed on "Registered Visa Card(s)" list after it is processed 
and validated. 
 
* Visa Business Pay Customer Support will not be able to view or access your card number. 
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9. One time payment 
One time payment is a function to enable card payment for the invoice without acquiring a Buyer ID. The 
following functions will not be available when using one time payment, so we recommend that you create and use 
a Buyer ID if you plan to continue using Visa Business Pay. 
Unavailable functions: 
・Storing Card information 
・Reference to Payment History 
・Chat Function 

 

9.1. Settlement 
When a supplier issues an invoice which can be settled by one time Payment, you can access Visa Business Pay 
with the URL in the invoice issuance notification e-mail which directs you to the screen shown in Fig. 9.1-1. 

 
Fig. 9.1-1 

 
Buyer ID 
To use one time payment, click the [One time payment] button. 
The Buyer Members Terms of Conditions (Fig. 9.1-2) will be displayed and you will need to check “I agree to the 
Terms and Conditions”. 
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Fig. 9.1-2 

 
The Settlement screen is displayed (Fig. 9.1-3). Enter the card information to be used for settlement and click the 
[Confirm] button. 

 
Fig. 9.1-3 

 
When the payment processing is successfully completed, the Payment completed screen (Fig. 9.1-4) is displayed 
and an e-mail is sent to notify the Supplier that payment has been completed. 
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Fig. 9.1-4 

 

9.2. Receipt 
When the supplier issues a receipt after the one time payment is completed, you can access Visa Business Pay 
with the URL in the receipt issuance notification e-mail. Click the [Receipt] button to display the receipt (Fig. 
9.2-2). 

 
Fig. 9.2-1 
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Fig. 9.2-2 
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