[image: image1.png]8 'pr eSss






 
                              www.GRTA.org
XPRESS ONLINESALES 
SECAP STATE PARTNERSHIP
USER MANUAL








[image: image14.png]













www.XpressGA.com 

LOGIN INFORMATION

SECAP users may create their own account by visiting https://onlinesales.xpressga.com. Once a SECAP user has created their account with their login, password, and contact & shipping/billing information, the user must contact the GRTA offices to be added to the SECAP group. Users will not be able to see SECAP products unless they are added to the SECAP group by GRTA. 

Users may contact GRTA to be added to the SECAP group by calling our offices (404-463-3000) or by submitting a request by email to secap@grta.org.
It is the policy of the Georgia Regional Transportation Authority (GRTA) that we do not share our partner or customer’s personal information with anyone for any reason, ever. 

PURCHASING PASSES

To purchase Xpress passes, access the Xpress Online Sales site by visiting https://onlinesales.xpressga.com. 

In the left hand light blue column, there are two links, “Sign In” and “Buy Xpress Passes”. 

The link “Buy Xpress Passes” is for the general public. 

Xpress Partner State Agencies will need to login to the system to access the pricing/billing options for our State Partner Agencies. 

Click the “Sign In” link in the left hand light blue column as seen in Figure 1.
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Figure 1

After clicking the “Sign In” link, you will come to a screen where you will enter your login information. In the login field (marked #1) fill in your userid.  In the password field (marked #2), fill your password.  After filling out those two fields, click on the Login button (marked #3) as seen in Figure 2.
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Figure 2

Upon successfully logging in you will be taken to the account information page.
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Figure 3

Fields in black bold text in the Ship To/Bill To section are required fields. 

The Login and Email Lost Passwords To: fields will already be populated with your information.  Although the Password and Confirm Password fields are bold, you do not have to retype your password in these fields. 

Next, in the Ship To/Bill To: information, fill out all the fields in black bold text with your information.  If your billing and shipping addresses are different, you will have to fill out the Bill To: information to the right. 

After completing the above fields, click on the Save button in the lower right hand corner.  This will update your Shipping/Billing information and bring you back to this page. 

Next, click on the Store Front link on the main blue navigation bar to begin shopping for Xpress transit fare passes as shown in Figure 4. 
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Figure 4

This will bring you back to the main page of the website and you will be logged in. On the left hand side of the website will be two links -- one that says Buy Xpress Passes and another below it that says SECAP Xpress Partner Passes.  Click on the second link that says SECAP Xpress Partner Passes as shown in Figure 5.
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Figure 5

On the next page you will then see a listing of all the passes available for sale.  To begin purchasing passes, find the type of pass you want and click the Add One To Basket button.  The page will reload, returning to this page but your Quantity in Basket will change from none to 1.  
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Figure 6

PURCHASING MORE THAN ONE 
TYPE OF PASS IN VOLUME

If you’re ordering more than one of multiple types of passes it is easier to do this by performing the following:

1.) For each type of pass that you want, click the Add One To Basket button so that you have at least one of those passes in your shopping basket.  

2.) Once you have a quantity of one for each type of pass (31 Day blue zone, 31 Day green zone, 10 Ride blue zone, or 10 Ride green zone), in your shopping basket, click the Basket Contents link in the blue navigation bar near the top of the page as shown in Figure 7. 
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Figure 7

3.) Here at the basket contents page, you will see that you have one of each type of pass that you selected on the previous page in your shopping basket. To buy multiple passes, simply change the number from 1 to the desired number of passes you want and click the Update button next to that field. Additionally if you’d like to remove passes (whether it’s 1 or 100) simply click the Remove button and all passes for that type of pass will be deleted from your shopping basket. 

4.) Once you have selected the passes you need loaded in your shopping cart you can click on the Checkout link on the right hand side of the blue navigation bar as shown in Figure 8.
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Figure 8

After clicking the Checkout link, you’ll see a page to select payment options, review basket contents, and billing/shipping information as shown in Figure 9.
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Figure 9

In the bottom left hand corner, select COD from the Pay With pull down menu and verify the contents of your order. Then click the Continue button in the bottom right hand corner.

The page will reload with your selected payment option (COD) and display your billing/shipping information and basket contents as shown in Figure 10. 
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Figure 10

Click the Continue button in the bottom right hand corner to process your order. 

Once you’ve clicked the Continue button, the order is sent for processing and will return an invoice. 
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Figure 11

Your order is now complete. Print out a copy of this page for your records. If you are finished you can logout of the system by clicking on the Account link in the blue navigation bar near the top of the page and clicking on the Logout link in the upper left hand corner of the Account page (refer to Figure 3).
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