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The Dashboard

When logging in to the account, the home screen is the company dashboard.
This will give a quick snapshot of the transaction history. The reporting feature
defaults to the current month of sales (MTD), summarizing Total Sales and
Refunds. View reporting for Last Month (LM) and Year to Date (YTD) by clicking
the option in the left side blue menu bar. Widgets arranged on the screen
provide a more detailed breakdown of this information. These can be moved,

added or deleted to organize the dashboard as you would like.
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Dashboard

TOTAL SALES & REFUNDS

Sales Refunds

$182.73 $54.20

TRANSACTION BY CARD TYPE

$182.73

Sales

Pre-Qualified For

c If you are registered with more

$90.67

$43.54

$44.74

$3.78

than one business, you can click
the business hame in the upper
right corner and select a different

Click on Settings at the bottom of
the menu drawer to add or adjust
the User Roles. Click on Logout to
exit the Portal.

business. The selected business is

labeled at the bottom right of the ° Click Customers and Items to

screen at all times.

create or edit this information.

Click the icon in the blue left side o The eCommerce functions can be

bar to open the menu drawer. Click
again to close the drawer.

Getting Started Business Name v (& Business Owner

SALES

$182.73
77.12%

REFUND

$54.20

I-‘ (28 8%

TOP 10 ITEMS DEPOSITS

519_6:98
Choice POS o

See more when you use our POS to
become fully integrated by using
our hardware and software

CHARGEBACKS

$0.00
0%

You are pre-qualified for funds to help you with your business. Apply securely in minutes with an automatic decision.

We look forward to helping you with your business

accessed using the list in the center
of the menu drawer.

All locations 0

Business Name s

Second Business

Third Business
Ag

REQUEST SENT

Your request for funding has been sent for
review. Someone will be in touch shortly.

-+ +
Add Widget Add Widget

N
\//i Request Sent




o 1) il The Manage Users section of the portal will allow administrators to
add and edit users in the merchant account.

Dashboard  Staternents

= View Users
— iiL « Click Manage Users in the Menu drawer. This will display all the

Transactions  Deposits users assigned to this account. Add User
+ Click the green Edit Icon or select the Edit option from the blue
access icon to view or update user information.

« Select the Delete option from the blue access icon to delete a
Customers Items user from the pOI"tCI'.

« Enter information into the Search field to filter the list and find a
specific user. o

Create User Username sarah@mybusiness.com

aGift Card 1. Click on the blue Add New User button on the right side
of the screen.

2. Enter the First and Last Name and Email of the User.

* Note: The user’'s email is their Username a unique email is
Chargebacks required for each user.

. 3. Inthe Merchant ID section, select the business account from the
Banking dropdown menu.

Manane Users 4. Click to select the click to select the desired Role from the drop o e Aceauntant
: down menu. This will determine the access this user has within AR iR e
the portal. Admin

* Note: Roles can be named, created and edited in the Settings - o
Section Of the portqll Password Enter Fassword o Confirm

Once the role is selected, an option will appear to Customize Manager
Permissions to the right of the Role selection. This allows the
administrator to change the permissions of the assigned role for Notes Hired December 2021 Closing manager
the individual user. No other users with that role will be affected.

If a role is customized, a new description will appear in the Roles
section labeled Custom. To return to the original settings of the Manager Trainee
role, click the role menu and select that role again.

5. Admins with access to more than one account, can select USER PIN 0 0 0 0 0 New Manager
additional accounts and roles for this user by clicking Add
another Merchant ID and repeating steps 3 and 4. Roles in
each account can vary. Administrators can only assign to
other users access to accounts and permissions which they
personally have.

6. Fillin the temporary Password and Confirm Password fields with
a temporary password for the new user. These two fields must
match.

7. The User PIN field is used to give the same access the Choice POS
system. Click the blue Save button.

An email will be sent to the user email with their temporary
password and a link the on the reset screen. This email will come
from donotreply@choice.dev. Once this is done, they will now
have whatever access to the portal their role permits.

First Mame Sarah Last Mame Staff

Fun a Sale

Invoices Phone 123-456-7890

Batch Detail

Merchant 1D Business Mame ev Role Select The Role o W

Admin Traines

Settings

O Logout
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The Manage Users section of the portal will allow Admins and
users to update profile information.

Edit or Update Users

1.

Click Manage Users in the Menu drawer. This will display the
user profile, including the role assigned to the user and their
contact information.

Click the green Edit Icon or select the Edit option from the
blue access icon to view or update user information.

It is not possible to update the email address in the account.
A new user with a new email address must be created.

Administrators can edit user roles and the accounts assigned
by clicking each dropdown menu. Access can be customized
by clicking Customize or removed by clicking the Trash can
icon to the right of the Role assignment for each account.

Admins with access to more than one account, can select
additional accounts and roles for this user by clicking Add
another Merchant ID and repeating steps 3 and 4. Roles in
each account can vary. Administrators can only assign to
other users access to accounts and permissions which they
personally have.

To change the user password, fill in the Password and
Confirm Password fields with a temporary password. These
two fields must match.

Enter or update the User PIN field to give the same access the
Choice POS system.

Click the blue Save button.

The user must now log out of the Portal and then log in again.
Once the username and temporary password are entered,
they will be prompted to change their password. The user
password is now updated.

Forgot Password

On the login screen, click Forgot Password. An email will
be sent to the user email with a temporary password and
a link the on the reset screen. This email will come from
donotreply@choice.dev.

Note: Make sure to add the choice.dev email as a contactin
your email program. This will ensure the messages are not
marked as spam or junk messages.

Update Users

Edit User
First Mame Sarah Last Name
Username sarah@mybusiness.com o
Phane 123-456-7890
tMerchant 1D Business Mame A ° Role

Add another Merchant ID e

Password iy e Confirm

Motes ser Mates (optional)

USER PIN * * * * e

Staff

Staff

bt

—
u Customize




0 r il The Run a Sale tab manages multiple eCommerce functions within The emaiil receipt is sent from donotreply@choice.dev.
Dashboard  Statsments the Portal. Make sure to inform the customer to add the choice.dev
email as a contact in their email program. This will ensure the

messages are hot marked as spam or junk messages.

1. Transactions can be run as a Quick Charge, where an
— - amount is entered and the sale is run, or as an Iltemized Sale
— which creates an itemized list of products and the quantity The text receipt is sent (959) 230-0007 Make sure to inform the
Transactions  Deposits and price of each. Note: Products in the itemized sale can be customer so they do not block the number.
pulled from the items menu or typed in for a one time sale.

2. The portal supports Cash Discount and Surcharging. If the
account is set for Cash Discount, lines for the service fee
and Cash Discount will appear on screen and will adjust
based on the sale amount and type of payment. Note: If the
account is set for surcharging, these lines will not appear on
Run a Sale screen. They will be reflected on the receipt once the system
determines if the card information indicates a credit or debit
card and adjusts the amount accordingly.

Customers Hems

Back to Transactions | | Resat | Charge

sale Run a Sale
Pay-by-Text

. Recurring Billing $0.00

invoicas 3. Complete the Tax Zip Code field ONLY if charging ARy 1
Sales Tax. Note: The system can be set to automatically - S hemized Sale
charge a specific tax amount on all sales. In that case, this ‘

Chargebacks field would not appear. - Sk o

eGift Card

Batch Detail

Banking 4. Select a Customer if they are already saved in the system.

Subtotal 50,00

5. Choose the Payment Method. T e
Note: If a customer has been selected and they have a card La e e
or ACH account on file, this information will also be included in

the pqyment Optlons' Tax Zip Code o Enter Zip Code

6. Click the Receipt toggles to send electronic transaction
receipts. You may select email, text or both. Note: If the Total $0.00
customer is selected, the selected receipt option will send to
the email and/or cell number on file. If no information is on file,
or no customer is assigned, fields will appear in which to enter
the information where the receipt should be sent. i o °

Manage Users

Mote Add a Note to This Salke

7. Toggle on Do Not Apply Tax if tax is automatically applied
and the sale is tax exempt. PSR S DR e o

8. Toggle on Recurring Billing to set a schedule of identical,
continuing charges. This automatically activates Save Card Card Number Card Number
on File. (See more on Page 16) Gredit Card - Swipe/EMV

CWV / CWV2 cv ACH Coxde

Credit Card - Manual Entry

9. Activate Save Card on File at the bottom of the screen to
retain card brand information and call up the card for future
transactions. Customer Information MUST be filled out in
order to save the payment method. Per PCI compliance
regulations, ONLY the last four digits of the card will be
accessible to any user. Recurting Billing

Pay by Text

elGift Card

Do Mot Apply Tax Add Mew Card

Send Email Receipt

10. Click the blue Charge button to complete the sale.

Save Card on File Send Text Receipt

Once the sale is completed, the receipt can be viewed and —a
printed from the Transactions tab. | reset |
Settings 10

) Lagout
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Itemized Sale in the Run a Sale tab adds the ability to create a
detailed transaction record.

1. Select Itemized Sale from the toggle bar at the top of the
screen.

2. Click the Item field and begin typing an item name. This will
filter through any items in the Iltem menu and list the results
on screen. Click the item you wish to add. Note: If the item
being added is not in the menu, continue typing the item
name and manually add it to the sale.

3. Add the quantity.

4. If the item being added comes from the menu, the price will
be listed in this field. If the item is being manually entered, you
must enter the price manually.

5. The total will be calculated from the quantity multiplied by the
price.

6. Click Add Item to add additional items to the sale
Click the Trash icon to remove an item from the sale.

8. Click the Discount field and begin typing the name of the
discount. This will filter through any discounts in the menu and
list the results on screen. Click the discount you wish to add.

If a discount being added comes from the discount menu,
the percentage or dollar amount will be listed. If the discount
being added is not in the menu, continue typing the discount
name, select percent or amount and manually enter the
discount amount.

The remaining steps to complete the sale are the same as the
Quick Charge. (See page 8)

Note: The email receipt will be sent from donotreply@choice.dev.
Make sure to inform the customer to add the choice.dev email as
a contact in their email program. This will ensure the messages
are not marked as spam or junk messages.

The text receipt will be sent (959) 230-0007. Make sure to inform
the customer so they do not block the number.

ltemized Sale

Back to Transactions

Sale
Pay-by-Text
Recurring Billing
AuthOnly
Capture

Verify

Vaoid

Refunds

Run a Sale
$0.00
Quick Charge Itemized Sale
Item Cruantity
Enter an iterm name (i

Add Item a
Discount Discount Mame o

Subtotal
Tax

Percent ~
Service Fee

Cash Discount
Tax Zip Code Enter Zip Code

Total

Payment Information

MNote Add a Mote to This Sake

Customer Search Customer

Fayment Method Credit Card - Manual Entry W

Card Number Card Mumber Expiration Date
CVV / CWy2 oy Billing Zip Coda

Price

50.00

0%

b b S Y

Zip Code

=

Total

30,00 %] o

S0u00

40,00
5000
S0.00

&0.00

50.00

L



0 ‘ ‘ Credit card terminals can be semi-integrated with the business

Dashboard  Statements portal for card-present transactions. In this case, a physical
terminal is added to the portal station, connected by WiFi or

‘ ‘ Ethernet connection.
. Transactions can be run as a Quick Charge or as an

Terminal Sale

Thensschiona  Keposits Itemized Sale. Enter the transaction information as .
. . per usual. (See Pages 8-11). N
‘ ‘ 2. Select Credit Card - Swipe/EMV as the method of payment. Sule Run a Sale
Pay-by-Text
Customers  hems 3. Click the blue Charge button. Recurring Biling $0.00
4. A pop-up window will appear. From the drop-down menu, Authnly
select the Terminal to Use. This will direct the portal to send o remed e
R | a payment request to the correct device. Note: Merchants ;
un a Sale L. . Void
can have more than one device in their network. For example, S Amount $0.00
eGift Card users in different offices in a single location may each have
their own device. In this case, all devices will be listed in Subtotal $0.00
Invoices the drop-down menu. It is important to select the correct = o
) terminal so the payment request is sent to the station needed
Batch Detail to process the SCIle. a Tax Zip Code Enter Zip Code
Chargebacks 5. Click the blue Save and Use button. — il
Note: The portal will save the terminal selection to the '
Banking browser cache. Once the selection is made, the portal will . T
Manage Users automatically send payment requests to the same device. R
? To change devices, the browsing data (cache) must be B B
cleared. This will require the user to log into the portal again
in order to proceed with sales. Once the cache is cleared, the U
user will then be able to select a new device for a swipe sale.
6. The SeleCted device W||| now ||ght up qnd request the :uv:.i:ﬂa,r:f:i‘::l?dﬁ:if:a?ucmma and then your tern Credit Card - Manual Ertry |stemers credit card via
customer to enter or swipe their card. If signature is required, cmdncm-m-lpemwe
they will sign the screen and complete the sale. If PIN is ACH
required, they must enter their PIN to complete the sale. Once e NoE A T Pay by Text
complete, the terminal sends the transaction information e
back to the portal and the user can see the results on screen. Send Text Receipt Sk N G
Note: The terminal will print a paper receipt at the end of
. . . Resat Charge
the transaction. Users can also email or text receipts to the

customer by selecting that option when creating the sale.

Note: The email receipt will be sent from donotreply@choice.dev.
Make sure to inform the customer to add the choice.dev email as
a contact in their email program. This will ensure the messages
are not marked as spam or junk messages.

Select Terminal To Use

The text receipt Wi” be Sent (959) 230_0007- Make Su re to inform Please select the terminal you want to link to this station/browser to use to take credit/debit

cards with Chips, Tap, Swipe and Dip. Type the Device name or select from the list.

the Customer SO they dO nOt bIOCk the nu mber NOTE: If you clear your cache/cookies on this browser, you will need to repeat this step.

Device Name Select Device To Use ¥ °

ez O

Settings

I
D Logout 13
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Pay by Text is a payment option in the Run a Sale tab. This option
will send a secure payment link to the customer by email and/
or SMS message. This can be done from either Quick Charge or
Itemized Sale.

customer will receive the payment request and can make payment
electronically Note: The email request will be sent from donotreply(@

Pay by Text
choice.dev. Make sure to inform the customer to add the choice.dev

email as a contact in their email program. This will ensure the messages are not marked

= E L . as spam or junk messages. The text receipt will be sent (959) 230-0007. Make sure to
« Enter the transaction information on the sale screen. inform the customer so they do not block the number.
Transactlions  Deposils
* Select Pay-by-Text from the Payment Method drop-down 1. Click Pay-by-Text from the sale menu on the left side of the screen to review all active
. s menu. Pay-by-Text requests. Displayed results can be custom sorted using the search field.
- a + Select the receipt option. This will determine how the customer The system holds Pay-by-Text records for the calendar month. At the beginning of
(ustomess  lams receives their payment request. You may select email, text or each month, the previous Pay-by-Text records are removed.
both. 2. Completed payments can be removed from the list by clicking the Complete button
Note: If the customer is assigned to the sale, the selected on the right side of the screen.
il & Sl receipt option will send the payment link to the email and/or 3. Unpaid requests have a button to Resend the request as well as a Pay button. Clicking
Gift Card cell number on file. If no information is on file, or no customer the pay button will reload the transaction information into the sale screen for manuall
is assigned, fields will appear in which to enter the information payments.
Invoices where the receipt should be sent. To send to more than one o
email or cell number, click the blue plus sign next to that field 4. Screen results can be exported to a CSV by clicking the Export button.
Batch Detail and a second or third field will appear. _ ) . _
Completed payments are listed in the Transactions tab and are batched nightly.
Chargebacks « Click the blue Charge button to complete the sale. The
Banking

Manage Users ST .
Back .U] gnsacuons

Sale Total Pay-by-Text Total Paid
Pay-by-Text ° 4 2

Recurring Billing

AuthOnly "

Settings

O Logout

Capture Search Status w Export

Verify '

Void Status Amount Card # Date Employee Customer

Refunds
Unpaid $11.23 06/09/21 John Smith Tom Jones Pay Re-Send
Unpaid $14.92 06/11/21 John Smith Tom Kelly Pay e Re-Send
Paid $53.21 4356 06/15/21 John Smith Mary Michaels Complete Re-Send
Paid $19.97 0523 06/26/21 John Smith Alice Baker Cormnplete Re-Send

15
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Recurring Billing in the Run a Sale tab adds the ability to create a
repeating schedule of credit or ACH charges.

1. Transactions can be run as a Quick Charge, or as an
Itemized Sale. Enter the transaction information on the sale
screen. This information will be part of every charge in the
recurring payments. Select Credit or ACH from the Payment
Method drop-down menu.

2. Toggle on Recurring Billing. Additional fields will now appear
at the bottom of the screen to set the recurring schedule.
Note: Once this is selected, the Save Card on File toggle
activates as well. Account information must be tokenized to
process future charges.

3. Select the Start Day. This sets the date or day of the week/
month/year that the charge will take place. Note: The date
defaults to the current day. If a customer wants to be
charged on the 15th of the month, the schedule must be set
to a start date of the 15th.

4. Select how often the charge will Repeat. The options are
intervals of daily, weekly, monthly, or yearly.

5. Choose the End of the schedule. Never indicates and
continuing charge. Other options include setting a specific
date or ending the schedule after a certain number of
charges have been successfully completed.

6. Atthe bottom of the screen is a descriptor which outlines
the settings chosen. How often they will be charged, when it
will begin and when it will end.

Click the blue Charge button to complete the sale.

8. Click Recurring Billing from the sale menu on the left side of
the screen to review all Recurring transactions. These can
be sorted by activation status or custom sorted using the
search field.

 Click the blue icon bar on an individual line item to View, Edit
or review the Payment History of and transaction schedule

* Recurring schedules can be edited. Users can change
the card or account information or adjust the schedule
frequency and end date. There is a Deactivate button on
the right side of the screen if a customer chooses to end the
recurring charges.

« It is also possible to create a Scheduling Pause on any active
recurring schedule. Two additional fields appear at the
bottom of the edit screen. These assign a start and end to
a scheduling pause. This allows the user to put a recurring
schedule on hold and the system will re-start the charges
once the pause end-date is reached.

« Completed payments are listed in the Transactions tab.

Recurring Billing

Back to Transactions |

Run a Sale

$0.00

Quick Charga

Subtotal
Tax
Sernce Fes

Cash Discount
Tax Zip Code
Total

MNote

Customar
Payment Method
Card Number

CVWV /] CVv2

Do Not Apply Tax
Recurring Billing

Sawe Card on File

Start Day

Ending

We will automatically charge your customer for this amount every month starting on 1/7/2022 °

Saarch Customer

01/07/2022 o

QD
€D

Expiration Date

Billing Zip Code

Send Emall Recept

Send Text Recaipt

Repeat Every

| Rassat |

$0.00

Charge

17
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AuthOnly in the Run a Sale tab adds the ability to create and hold an
authorization of a specific amount a credit card.

1. Select Auth Only from the sale menu on the left side of the
screen.

2. Enter the amount to be authorized.

3. Select a Customer if they are already saved in the portal
system. Click the Customers button in the left side menu to add
a customer to the portal system.

4. Enter the credit card information

5. Click the Receipt toggles to send electronic receipts for the
authorization. You may select email, text or both.
Note: If the customer is selected, the selected receipt option will
send to the email and/or cell number on file. If no information is
on file, or no customer is assigned, fields will appear in which to
enter the information where the receipt should be sent.

6. Click the blue Run Auth button to complete the auth. Note:
Authorized amounts will remain able to be captured for up to
seven business days.

7. Click Capture from the sale menu on the left side of the screen
to review and capture any auths.

8. Displayed results can be custom sorted using the search field.
Auths already captured will be labeled.

9. Click the blue Capture button on the right side of the screen
to capture each auth. This will create a pop-up window which
will prompt the user to enter the amount to be captured. It is
possible to adjust the amount to more or less than the original
authorization. Each card brand determines the amount above
the original authorization that can be captured. This is typically
10-15% more than the initial authorization amount.

10. Click the red Void button to release the hold of funds on the
card before the expiration time.

1. Auth and Capture reports can be exported to a CSV by clicking
the Export button.

« Completed payments are listed in the Transactions tab.

Auth Only & Capture

Back to Transactions ‘

Sale

Pay-by-Text
Recurring Billin
AuthOnly 6
Capture

Verify

Void

Refunds

Auth Only
$0.00

Amount

Subtotal

Tax

Service Fee
Cash Discount

Total
Customer
Card Number

CWV / Cwvz2

Do Mot Apply Tax

Send Text Receipt

$0.00

Search Customer

Card Number

Cwv

Expiration Date

Billing Zip Code

Send Email Receipt

$0.00
$0.00
50.00
-50.00

50.00

MM/ YY

Zip Code

| Reset ‘

| Reset ‘ RunAuth @

Run Auth

6

Back to Transactions

Sale

Pay-by-Text

Recurring Billing
AuthOnly

Capture °
Verify

Void

Refunds

Total AuthOnly

4

Search
Status
Approved
Approved
Approved

Approved

Total Captured

2

Amount

§11.23
514.92
§53.21

§10.97

Card #

0303

9253

4356

0523

Date

06/09/21

06/11/21

06/15/21

06/26/21

Time

11:08:05 AM

01:15:05 PM

09:12:33 AM

04:22:25 PM

Employee

Tom Jones

Tom Jones

Tom Jones

Tom Jones

Capture

Capiure

Captured

Captured e

19



0 ‘ ‘ Voids and Refunds in the Run a Sale tab are used to return money VOidS S Refunds

Dashboard  Statements to the customer. Transactions can only be voided before they are

batched. Once batched, money must be returned by refund.
j j 1. Select Void from the sale menu on the left side of the screen.
Transactions  Deposits 2. Displayed results can be custom sortgd using the search field. e
Note: Only transactions eligible for void will be listed. Sale Void
3 a3 . . . . . Pay-by-Text
' — 3. Click Void on the right side of each transaction. Recurring Billing
r 4 Note: this will clear the sale from the system. Transactions Authonly S a
Customers  ltems run on a connected device will require the user to authorize e c
. . Verify Date Transaction No. Order No. Amount Type
the return on the same device on which the sale was run. - e
A Refunds 06/09/21 Bjfhtedws 1183 $22.43 Credit Void
4. Select Refunds from the sale menu on the left side of the
Run a Sale screen. 06/09/21 Sjsh3dl 1180 $43.01 Credit Void
eGift Card 5. Displayed results can be custom sorted using the search field. 04/22/21 57gidh65 1043 $13.56 ACH Vaided
) Note: Only transactions eligible for refund will be listed. This _
volcas includes any cash sales reported in the portal. Sz B i 2228 e vorsed
Batch Detail 6. Click Refund on the right side of each transaction.
Chargebacks 7. This will create a pop-up window with a list of each item in
the sale. Refunds can be created for a full or partial amount.
Banking . o . . . .
8. Click to select individual items for an itemized or partial Sale Refund
Manage Users refund. Note: Refunds on sales that include tax will have tax -
added to each item that is refunded Auhonly [Jusvar [5] | - &|
Capture
9. Itis also possible to click the Refund Amount field and type Verty pate 1 T OrderNo. Reference No. e A mrnt R
. . pe Volid
Inan qmount to return a SpeCIﬁC dO"Or Omount Refunds 12/15/2021 7802b2fb 1560 2541539183 $14.00 Credit Refund
]0 NOteS can be Gdded for merChqnt records ° 12/14/2021 84902544 1557 0982315476 $11.50 Credit Refund
1. Click Complete to process the refund. 127142027 0972ae1e 1556 3849501231 1150 Cred
12. Transactions run on a connected device will confirm the 12/10/2021 bc9d4b30 1554 $1010  ecift Card Refung
refund or void.
12/10/2021 52ffafdé 1553 $12.00 eGift Card Refund
« Completed payments are listed in the Transactions tab. ,
. . « . . . 12/10/2021 45df41c5 1552 7584326527 $30.00 Credit Refund
Refunds are listed in the original transaction receipt, below
the original sale information.
Note: Transactions can also be voided or refunded from the
transactions Tab. Locate the correct sale, click on the green View A —————
icon and click the Refund or Void button at the bottom of the Q
screen. Follow the prompts to complete the process. Select Al
Item #2
e ncludes taxes
Please enter & reason for refund (optional) Q
Cancel Complate
Settings
M Legout

2]
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From the eGift Card tab, create and manage electronic gift cards. The

main reporting screen for eGift cards summarizes the number of existing

gift cards, listing outstanding amounts and redemptions for the current
month. The sorting filter makes it possible to sort by specific dates and
search for specific cards.

1. Click the blue icon bar on the right side of the screen to view
current eGift Cards. From the gift card screen, it is possible to
track the card usage from the initial purchase, including each
time the card is redeemed, date and time of each sale. Click the
blue Resend button to send the current card balance to
the recipient.

2. Click the New eGift Card button to create a new card.

3. Enter the Recipient Information including First Name, Last Name,

Email and Mobile Number (where the card will be sent).

4. The default Send Date will be the current day. Click the date to
choose a day in the future if the sender wants the gift sent on
another day.

5. Enter a Message (optional) from the sender to the recipient.

6. Click Select Design to allow the sender to choose the graphic to
include in the gift card.

7. Enter the amount on the gift card.

8. Select the Customer who is sending the card. Note: The
customer must be in the system to send a card. If the customer
is not in the system, click Add New Customer and enter the
Name, email and/or cell phone number of the customer.

9. Select the Payment Method and complete the required fields to
complete payment.

10. Select the Receipt option the customer wants.

1. Click the blue Charge & Send button to complete the sale.

Note: If the customer has selected a future date to send the gift
card, the system will not send the eGift Card until that date. If the
card is set to send on the current date, an email and/or text will be
immediately sent to the recipient with the graphic and message
the customer selected. The eGift card will include a 16 digit code
and QR code which can be redeemed as cash on any purchase in
the portal. Once a card is used, the recipient receives an update
with the new card balance.

The eGift Card will be sent to the recipient email from donotreply@
choice.dev. Make sure to inform the customer to add the choice.
dev email as a contact in your email program. This will ensure the
messages are not marked as spam or junk messages.

The eGift Card text will be sent to the recipient cell number from
(959) 230-0007 Make sure to inform the customer so they do not
block the number.

Activations Redemptions Outstanding
2 $0.00 $400.00 °
< | ThisMonth | > | Export \
Date Created 1 Date Last Used Starting Amount 1 Outstanding 1 Type 1 Active Date Sent SentTo 1
07/07/2022 Never $200.00 $200.00 Men 02 Yes Suzanne Palys :
07/07/2022 Never $200.00 $200.00 Thank You Yes Manny Vega ° :
Create eGift Card
Type: Love 01
First Name John
Last Mame Doe
Email jdoe@email.com

Mobile No

Send On 07/07/2022

Message ‘You're the best!

Transaction Details

Amount $150.00

Customer Sam Wilson

Credit Card - Manual Entry v °

Sam Wilson

Payment Method

Card Holder Name

Card Nurmber

CWV / CVV2 234

Send Text Receipt

123-456-7890

1234-5678-9093

Expiration Date

Billing Zip Code

Send Email Receipt

11/27

02123]

Cancel ‘

Selact Dasign °J

Charge & Send

eGift Cards
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From the Invoices tab, create and manage electronic requests for
payment with advanced due dates. The main reporting screen for
invoices uses an icon system in the left column to indicate the payment
status of each invoice. Grey: Not Yet Due; Blue: Paid; Red: Past Due. Green
icons in the right column indicate recurring invoices

1. Click the Settings option from the left side menu. In this section
set any default messages for the Memo and Footer sections of
the invoices. This will apply to all invoices sent from the portal
and can be edited as each invoice is created.

2. Click the Invoices option from the left side menu. The reporting
screen will display all invoices with their payment status. Click
the blue icon bar on the right side of the screen to view and edit
invoices. Click the blue Create Invoice button to create a new
invoice.

3. Click Select Customer and begin typing the name of the
customer on file. If the customer is not on file, click Add New
Customer to add them to the system. Note: The customer must
be in the system to send an invoice.

4. Enter aTitle for the invoice and then enter or edit the Memo and
Footer text.

5. Select the date the invoice will be sent.

6. Select the due date for the invoice. Choose a preset option or a
custom date.

7. Select or type Items, Quantity and Price to build the invoice
content.

8. Click the Discount field and begin typing the name of the
discount. This will filter through any discounts already created in
the item menu and list the results on screen. Click the discount
you wish to add. If the discount being added is not in the menu,
continue typing the discount name, select percent or amount
and manually enter the discount amount.

9. Choose the send method.

10. The default frequency for invoices is One Time. Click the
Frequency field to set a schedule for recurring invoices. Note: If
a schedule is selected, an additional field will appear to choose
the due date of each future invoice.

1. Click to select Past Due Reminders. These will set the portal
to re-send the invoice with a reminder for payment on each
of the dates selected. If the customer makes payment, these
reminders will not be sent.

12. Click the blue Send button to send the invoice. Note: If the
invoice send date is set for a future day, the invoice will not send
until the date selected. Click the Save as Draft button to save
the invoice for future edits. The invoice will not send until the
send option is selected.

Invoices

Invoices

Create Invoice
Customer Information

Select Customer e

Add New Customer

Invoice Details
Title Optional Title for your invoice

Memeo Opticnal memo or note that will appear on the invoice and in the inveice email

Footer Optional help or legal text that will appear at the bottom of your invoice.

Bill Date  01/07/2022 e
Due Date 2 4 e

Line [tems
ltem
Select ltem

Add ltem

Discount Discount Name

Subtotal
Tax
Service Fee

Cash Discount

Total

Billing Settings

Send Method Email invoice to customer to pay

° Text invoice to customer to pay

Email & Text invoice to customer to pay

Freguency One-Time Q

Advanced Options

Past Due 7 days before due date
Reminders
Sent Invaices

On due date o
1 day after due date

3 day after due date

| Cancel | | Preview ‘ | Save as Draft | m

o

Quantity Price Total

a 50.00 50.00

Percent 0% 50,00

5000
50.00
$0.00
- 50.00

$0.00
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From the Customers tab, create and manage a customer
database. This makes sending receipts and invoices fast and easy.
It is also possible to save accounts on file for customers in the
portal to make repeat payments simple. All customers are listed in
this tab. Lists can be custom sorted using the search field. Note:
Click on the blue icon on the right side of the screen to view, edit
or delete a customer from the database. Click the blue Create
Customer to add a new customer.

1. Enter the customer’s First and Last name.

2. Enter the customer’s Email and Cell Phone. These are used
to send receipts, invoices and pay by text requests. Note:
the remaining customer information is for memo purposes
only. Future system updates will add analytics and additional
reporting capabilities.

Enter Company Information for corporate accounts.

4. Uncheck the Shipping Address same as Billing Address and
add additional shipping information, if needed.

6. Enter tax information. Toggle between EIN or SSN information
as needed.

7. Add Notes for customer service or account information.

8. Click the blue Save button to add customer to the database.

Customers

Create Customer
Basic Information
First Name First Name
Last Name Last Name 0
Email Email
Work Phone Work Phone
Cell Phone Cell Phone
Fax Fax Mumber
Birthday MM/DDAYYY Anniversary

C_ustomer 2022
Since

Recurrin
Invoice Customer g

Retail Customer

Accept Check Receive Text

Address Information

Company

N Company Name °

Billing

s e United States

Street Address

Apt/Ste

city

State

Shipping
Address

Mare Information

Tax ID EIN

Notes Enter Notes Here

Customer

Receive Email

Shipping Address same as Billing Address

MM/DDYYYY

Gift Card

Reward Member

Cancael
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From the Items tab, create and manage an extensive product
menu. This includes Modifiers, Categories and menu Items.

1.
2.

10.

1.

12.

Click the All Items option from the left side menu.

Displayed results include Name, Category, Price and SKU, if
any. These can be custom sorted using the search field.

Click the blue icon bar on an individual line item to View, Edit
or Delete an item.

Click the blue Create New Item button to manually add more
items or create a Payment Button.

Click the Discounts option from the left side menu.

Displayed results include Name, Type of Discount
(Percentoge or Dollar amount) and the Amount to be
discounted. These can be custom sorted using the search
field.

Click the blue icon bar on an individual discount item to View,
Edit or Delete.

Click the blue New Discount button to create and name a
new discount.

Name the Discount.

Click the toggle to choose between a Dollar amount or
Percentage.

Enter the Amount to be discounted.

Click the blue Save button to save the new discount.

» Once saved, all information in the portal is immediately
available to be applied to sales.

ltems & Discounts

All ltems
Modifiers Search name, description or SKU °
Categories
Discounts Iterm Name SKU Category Price
Large Sausage LSPO1 Pizza $15.99 /’
Pizza LPPO1 Pizza $15.99 L
Large Pepperoni LCPO1 Pizza $11.99 /' H e
Pizza FettAlO1 Italian $17.99 Vd
Large Cheese Lasagna01 Italian $15.99 L
Pizza SalHouse Salad $5.99 Ve
Fettuccine Alfredo SalCaesar Salad $6.99 s i
Lasagna TeaSwo01 Beverage $1.99 /' :
House Salad TeaUn01 Beverage $1.99 Vs
Caesar Salad Coke001 Beverage $1.99 7 i
All Items °
Categories
Discounts Name Type Amount
Winter Promotion % OFF 10 2 i
New Customer % OFF 5 /. : °
Student % OFF 15 L i
Senior Citizen $OFF 12 2 i

All temis
Modifiers
Categories

Discounts

Create Discount

Details
Name Discount Name
Amount 0

@

] el
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From the Items tab, create and manage Categories and Modifiers
to organize and add specific requirements to products in the
product menu.

1. Click the Categories option from the left side menu.

2. Displayed results list categories by name. These can be
custom sorted using the search field. Click the blue icon bar
on an individual category item to View, Edit or Delete. Click
the trash canicon to delete a category.

3. Click the blue New Category button to create a new category.
4. Enter Category Name.

5. Enter a Price of all items in the category. This is an optional
price override..

6. Click the blue Save & Close button to return to the category
list. Click Save & Add New to continue creating categories.

« Categories apply to items listed for sale on the Choice POS or
the Online Ordering Platform. They currently do not apply to
Portal items.

From the Items tab, click the Modifiers option from the left side
menu. Displayed results list modifiers by name. These can be
custom sorted using the search field. Click the blue icon bar on an
individual modifier item to View, Edit or Delete. Click the trash can
icon to delete a modifier. Click the blue New Modifier button to
create a new modifier.

7. Enter the Name of the modifier (Ex Size, Color, Level of Spice).

8. Click each field and enter the Minimum and Maximum
modifiers that can be assigned to any item. If the modifier
is not required, the Minimum should be set at 0. Maximum
indicates the limit of modifiers that can be selected for this

group.

9. Click Add Item and enter the names of the different options to
be included in this modifier. (Ex Small, Medium, Large) Continue
until all modifier options have been added.

10. Click the blue Save & Close button to return to the modifier list.
Click Save & Add New to continue creating modifiers.

« Modifiers apply to items listed for sale on the Choice POS or the
Online Ordering Platform. They currently do not apply to Portal
items.

Categories & Modifiers

All Items
Modifiers c
Categories

Discounts

Search name, description or SKU
Category Name °
Pita
Coffee
Pizza
Beverages
Appetixers

Salad

New Category
3

NN N N NN
a8 o

&
ses

All ltemns
Modifiers
Categories

Discounts

Add Category

Category Name Enter Category Name °

Category Price Enter Category Price (Optional)

| Cancel |

| Cancel |

Save & Closa Save & Add New

Save & Closa Save & Add New

All Items
Modifiers
Categories

Discounts

Create New Modifier

Details

Name Maodifier Category Name

Maximum No.

Modifiers & Variations

Name

Add Item

Minimum No. 0
0

Cancel Save & Close Save & Add New

Cancel

10

10
Save & Close save & Add New
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From the Items tab, create and manage an extensive product

0 Y !

Credadte Items

Dashboard Statements menu.
1. Items listincludes Name, Category, Price and SKU, if any.
— - These can be custom sorted using the search field. o '
- . R . .. . R . . i i,;'\e;n Search name, f_e:_ipll\llluf'{Un Create New tem
Transactions  Deposits 2. Click the blue icon bar on an individual line item to View, Edit :' '
or Delete an |tem iz ltem Name SKU Category Price
- = 3. Click the blue Create New Item button to manually add more et L pe heee £
items. Pizza LPPO1 Pizza $15.99 s e
Customers Items
4. Select the ltem Type. ltems to be sold through the portal Large Pepperoni LePoT Pizza §11.99 S
should be labeled Physical. To take payment through a _ _ o
fun & Sale Payment Button, select one of the remaining options. See Pl e el e s
more detdll on the neXt puge Large Cheese Lasagna01 Italian $15.99 /' :
wiEi Card 5. Enter the Name of the item. Pizza SalHouse Salad $5.99 V
Invoices 6. Upload a product photo, add product SKU, UPC and other Fettuccine Alfredo salCaesar salad $6.99 7
Bateh Detail fcrdcklng mformcﬂyon. No@e:. There is no reporting feature for . - N - 2
inventory at this time. This is for memo purposes only.
Chargebacks . . . pe
9 7. Click to select any Categories and Modifiers to apply to
Banking this product. Note: Multiple categories and modifiers can be
added to a single item, but at least one category must be e Create New Item e o
Manage Users selected. e 10
Categories Details
8. Add Descriptions of the item. Note: These will only display in R »
. . mage
the Online Ordering platform. e Type Select Type v e r
9. Set the Price of the item. Cost information can be entered, but e Name Physica o ‘-\
this is for memo purposes only. Mesmieeah 6“
N . . SKU Subscription
10. Click the blue Save & Close button to return to the item list. —
Click Save & Add New to continue creating items. Moeifo  open 14
Category Select Category - °
Modifier Select Modifier -
Specifications Enter your specifications
Short Description  Enter a summary of your product or service here
Description Enter a description of this item. Describe details like features,
opticns, and measurements
Price
Unit Type Per ltem
Selling Price S0.00 est $0.00
Settings
M Legout
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o r il Payment buttons are system generated links which direct customers ——
Dashboard  Statements to a hosted payments page or online checkout screen to complete a | Payment Buttons
payment. Buttons can be created for single or recurring payments. il
= in 1. Select the Item Type. Payment buttons set for a specific e e e ﬁ
= amount should be labeled Physical. To take a recurring Name P Y
Transactiona _Teposis payment through a Payment Button, select Membership or —
Subscription. To create a payment button which allows the Deration 0
L) = customer to enter the amount to be paid (Open Payment) Mowio  Opn z Share Online
select Donation or Open. Complete the remaining Item fields o .
Customers Hems as heeded. (See page 32) - Checkout Type  Select Type e - °
Note: Payment buttons will apply the same transaction settings o RedioctUp,  Online Ordering
as any sale run through the portal. If the system is set to add SR R Simple Checkout °
Run a Sale tax to a sale, tax will be added to the payment amount in the I
<Gift Card button. This also applies for Cash Discount or Surcharge fees. Desuxbdon:  Entea dasritioncf this em. Des e

The exception to this setting is the Donation button. No tax is

Invoices added to the Donation payments. Button View - e e

Batch Detail 2. If Mgmbership or Subscriptipn is selgcted as the Item Type, i WMo Pre  Poe
additional fields will appear in the Price section, prompting the e Pk a
Chargebacks user to create the Recurring Schedule. Select the Start Date, Custom | #1fc500 | Aopy |
define the recurring schedule and chose when the Swyments seres e o
Banking should end. (Steps 3-5 on the Recu rring BI”II"\g page Start Day None w ° RepeatEvery Month <a href="https://00s.choiceinc. biz/i/XUIsADYZikoZ 7kyUFe3X" target="_blank" style=
. . . ‘cursor: pointer; font-family: Poppins; font-style: normal; line-height: 50px; font-
Manage Users Note: These settings will apply to any customer who clicks the Encng Never v e e e e
. . color: #ffffff, padding: 0 20px; box-shadow: 0 4px 4px rgba(184, 182, 182, 0.25);
Ilnk’ regqrdless Of the dqte they make the ﬁrSt pqyment Keep We will autematically charge your customer for this amount every month funt—slze:mp':c; bor:ir-radizs: 8px; Ietter—spacinpg:—I:SDr:;len-decorailon: none;
the schedule settings as flexible as possible. For example, set background: #0088eg;" > Pay Now </a>
the end date after a certain number of payments is made or - _
leave it set as Never, to keep the schedule open ended. ook oy Sange hasad ovpareyou lace e and e °
3. The Share Online section of the Create Items screen dictates e _—
. . . ode ownloa
how a customer will be directed to make their payment. °
Click the dropdown menu to Select the Checkout type Simple Link https:/foos.choiceine. biz/i/XUIsADY ZikoZ Tkyl UFe3X ° Copy

Checkout will direct the customer to a secure Hosted Payments
Page where they can complete their payment.

4. The Redirect URL determines a site the customer is directed to

. T ; Customers will be directed to a hosted
once payment is complete. This is optional.

payments page where they input their
Name, email and cell number before
completing payment. There is an additional

5. Enter the button Name and select the Color for the Button View.

Click the blue Save & Close button. The system will now create Business Name Info/Memo field to allow payment notes or
the code for the payment button. Select the payment item invoice/order reference. Open and Donation
from the Items tab to reopen the item screen and access the buttons also include a field to enter the
payment code. payment amount.

Email Address

6. The Share Online section now provides html code to create the
button on a website, a QR code and Link which will direct the
customer to the hosted payments page specified for this item.
Copy or download the information.

Note/Memo (optional)

CONTINUE TO PAYMENT

Settings

) Logout 35
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User roles and permissions can be created and defined in
the Settings tab. This is located at the bottom of the left side

menu drawer and is only accessible by Managers.

1.

The portal has two fixed roles: Admin/Owner and
Accountant. These roles cannot be edited or deleted.

To create additional roles, click the Add New Role
button. From the Pop-up menu, name the role you
want to create and choose the base template. The
template options are Admin, Manager and Employee.
Admin has all-access, Manager has extensive but
not complete access and Employee has more limited
access. These can be used as they are or they can
be customized further. Click the blue Save button to
complete the initial role build.

. Once arole has been saved, click the arrows on the

right side of the role listing. This will expand the list

of permissions for this role. Check or uncheck the
selections to add or remove access for that role. Click
the blue Save button to complete the role definition.
Click the arrows again to close the list.

. The Trash icon appears next to new roles. Roles can be

removed at any time, as long as they are not assigned
to a user. Once assigned, the trash icon will disappear.
To make a role able to be deleted, any users with that
role must be assigned a new role.

. Click the Save button to confirm all changes..

Roles & Permissions

Roles/Pemissions

Accountant/CPA/Legal
Role Admin
Role staff
Role hManager

Configure Your Roles & Permissions
Flease note you can only delete roles that are not assigned 1o users

Admin/Owner (noreplyyi@mailinator.com)

All Access

Staternents/Reports Only

»¢

>4
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From the Transactions screen review and export custom reports 3.
on completed transactions run through the portal, or the Choice
POS. This can be accessed from the tab in the access bar at the
top of the screen or the Transactions button in the left side menu.

Click any transaction to view details or resend the receipt.

1. The transactions screen will default to reporting all 5. Click the Custom View menu to add or remove
transactions for the present month. Results can be revised
by clicking to adjust the timeline. This can be sorted by any
of the preset buttons on the right side of the pop up window.
Custom settings can be created by clicking to move the blue
highlighted bar to include the dates required.

connected to the portal will not be listed.

listed on screen.

CSV file. These can include:

Sort sales run on a connected device by choosing
the option in the Terminal menu. Terminals not

transaction information displayed on the screen.

6. The Export button will open a pop-up window with
additional categories to be added to the exported

Transaction Reporting

4. Use the Search field to find any specific information

«Order Date « Discounts  Last Four of the Card
2. Select the Payment Method drop-down menu to choose a «Order Number . Order Total « Auth Number
specific type of sale. -Employee Name - Card Type » Trans. Date
(who ran the sale) « Refunds Total « Trans. Code
«Tax Amount e Trans. Number « Card Holder Nome
*Tips « Payment Type « Custom Field
+Service Charge « Terminal Number
Total Transactions Credit Cards Cash ACH Gift Cards Refunds
$27,718.90 $27,358.84 $0.02 $1,167.19 $0.00 $807.15
0' This Month | >| | AiPaymentMethods v | | AllTerminal v | ° | Reset filters P&pon | Custornize View Q
< October 2022 > L Date
Taday arNo. T Amount T Type T Payment Methed T Service Charge T .
Ti tion No.
" b iy w " F - Yesterday 38 $34.32 Sale o Credit Card $1.32 AR
y ’ Order No.
This Week 37 $11.44 Void Credit Card $0.44
Amount
37 $11.44 Sale Credit Card $0.44
Last Week
— 36 $13.20 Sale ACH $0.00
This Month
. ] W4 Payment Method
i Confirm items to Export to CSV EZER -~ | S5 /|
Last Month
Service Ch
34 Date Transaction No. $0.00 HRRSED
This Year Order No. Amount Card Holder Name
32 $2.19
Vv Type 4 Payment Method
| 1omi2022 | — | 10Bv2022 | i = = L e
31 $2.19
Service Charge Card Holder Name
Card Type
10/07/2022 3c5a3f30 20730 Tax Amount Card Type $2.19
Register No. Employee Name RegRIECHE,
10/07/2022 dd929f99 20729 $0.22
Tip Discount Employee Mame
10/07/2022 97kdnuyl 20726 $0.00
Truncated Card No. Auth No.
Tip
10/07/2022 aPCOYnVD 20725 Offline/Online T P T oY $0.00
Custom Number
10/07/2022 VwifvHhO 20721 ‘ﬁ| m $0.00 'O
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The Batch Detail screen summarizes all batch information.
It reflects batches from standalone terminals and point

of sale systems as well as batches from the eCommerce
tab in the portal. This can be accessed from the tab in the
access bar at the top of the screen or the Batch Detail button
in the left side menu.

1. Select the Date range. This can be chosen from several
pre-set options or customized to specific dates.

2. Filter can be added to search for Sale or Refund.

3. Additional search field filters by Card #, Identifier #,
Batch #, Sales Amount and Net Amount.

4.

Results are grouped by the search results. General
search results display by month. Click each month to
view the batches within that time. Click again to view the
individual transactions within each batch. Transaction
information includes Auth code, Card brand and Last
four of the card.

Click the blue icon bar on an individual line item to Emaiil,
Download or Export the information to a CSV.

To export the entire screen results, click the Export
button on the far right side of the screen.

Batch Detail

T —
Batch Detail
Total Sales Refunds Net Sales
$4,881.39 $0.00 $4,881.39
“ This Month | > a v | | cards va ‘ Ra H Export ‘
Month < Sales Count T Sales Amount T Refund Count T Refund Amount T MNet Amount T
October - 2022 9 $4,881.39 0 $0.00 $4,881.39 o
Total Sales Refunds Net Sales
$4,881.39 $0.00 $4,881.39
< | Thismonth | 3| | v | | cards v ‘ Back | | Export |
Batch Date 4 Close Date T Batch Number 1 Sales Count T Sales Amount T Refund Count T Refund Amount T Net Amount T
10/05/2022 ° 10/04/2022 738 3 $2,861.14 0 $0.00 $2,861.14 ®
10/04/2022 10/03/2022 737 3 $1,179.01 0 $0.00 $1,179.01 ®
10/01/2022 09/30/2022 736 3 $841.24 (1 $0.00 $841.24 View a
Email
Download
Export CSV
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The Deposits screen summarizes all deposits and debits related
to processing costs,. This can be accessed from the Deposits
button in the left side menu. It reflects deposits from standalone
terminals and point of sale systems, the eCommerce tab in the
portal as well as any debits for monthly fees.

1.

2. Users with access to more than one account can select
different accounts from the drop-down menu.

Select the Date range. This can be chosen from several
pre-set options or customized to specific dates.

3. Results are listed in chronological order. Click on the green
view icon on and individual line to see a line-by line report
for each day.

4. Click the blue icon bar on an individual line item to View,
Email, Download or Export the information to a CSV.

5. To export the entire screen results, click the Export button on
the far right side of the screen.

Total Filtered
$53,862.80

This Year
$51,237.39 $54,805.41

< | LastYear | >

Processing Date J

01/03/2022
12/01/2021
11/01/2021
10/29/2021
10/01/2021
09/01/2021
08/02/2021
07/01/2021
06/24/2021

06/15/2021

Choice Demo

Effective ACH Date 1

01/03/2022

12/01/2021

11/01/2021

10/29/2021

10/01/2021

09/01/2021

08/02/2021

07/01/2021

06/24/2021

06/15/2021

Last Year

Records

Deposit Amount T

$200.00

5292.87

$669.80

$603.16

51,074.56

§367.32

52,597.70

54,230.32

$2,314.76

$5,231.09
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'ﬁ" 'IH The Statements screen publishes the monthly processing 1. Click the Export button to download this information in

pashboard| Statements statements. Click the Statements tab in the access bar a CSV format. Statements
at the top of the screen, or the button located in the . .
left side menu to view the screen. Users can click on 2. Statements can be Emailed, Downloaded in pdf format
F . .
1_{‘ % any statement in the list and review the details of any or Printed.

: expenses billed to their account.
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- |
Customers Items
Run a Sale Back to S | Export CSV ¥ 5
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ecempoer, = L=
eGift Card
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o fr ih Email notifications are sent to any merchant who receives a 3. Filters can be added to the search bar to search for
Dashboard  Staterments chargeback or retrieval request. The emails will be received specific words or numbers. Chargebacks

from donotreply@elevateqgs.com and the subject will be

New Chargeback Notification. The Chargebacks screen

4. Click the Export button to download this information in a

F
= (11} publishes information about any chargebacks or retrieval CSV format.
Iransactions Daposits requests reported against a merchant account. Click the 5. Click Manage in Elevate to open a new tab and view
Chargebacks tab in the left side menu to view the screen. the Dispute Uploader to upload responses to Retrieval
. = . Select the Date range. This can be chosen from several Requests or submit documentation to challenge a
- = . . o Chargeback.
pre-set options or customized to specific dates.
Cust It .
S o 2. Click the dropdown to select the type of report:
Chargeback or Retrieval Request.
Run a Sale
eGift Card
Invoices
Batch Datal Total Chargebacks Total % Of Retrievals Total % Of Chargebacks
Chargebacks $46550 20.00 % 80.00 %

Q.o © © © o
This Munth' > All v | Manage in Elevate || Export |

Manage Users

Processing Date J Loc Code T Amount T Status T Card Type T Last4 T Reason Code T Type T Reason Desc T ARN T

10/10/2022 01042568416 $42.26 Credited American Express %007 cos Chargeback The Cardmember claims to have not re..34039589218010425684167
10/10/2022 01050741559 $131.96 Debited American Express x008 R13 Chargeback We did not receive your response to ou..34039589236010507415595
10/09/2022 01052314987 §55.99 Dehited Visa 1476 10.4 Chargeback Other Fraud € Card Absent Environme...24039589241010523149875
10/08/2022 01062849707 $103.98 Debited Master Card 1065 37 Chargeback Fraudulent Transaction-No Cardholder ..75207979263010628497074
10/02/2022 01054896024 $64.96 Debited Master Card 4056 60 Chargeback Credit Not Processed 75207979246010548960245
10/02/2022 01059453215 $24.99 Debited Master Card 7407 53 Chargeback Cardholder Dispute 75207979256010594532150
10/02/2022 01066040571 $41.36 Pending American Express x011 21 Retrieval 34039589270010660405711
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Frequently Asked Questions

Click the Forgot Password link on the log in screen. Enter the email address of the
user trying to log in. A temporary password will be sent to that email address. This
email will come from donotreply@choice.dev. Return to the log in screen and enter
the username and temporary password. The screen will prompt the user to create
and confirm a new password. The password is now changed and the user may log in
again.

| forgot my password

* Note: Make sure to add the choice.dev email as a contact in your email program. This
will ensure the messages are not marked as spam or junk messages.

| can’t Void a sale

Sales can only be voided before the system batches at the end of the day. If the sale
in question was run any day before then, it must be refunded instead of voided. This
will take 2-3 business days to return money to the customer.

Note: Transactions can also be voided or refunded from the transactions Tab. Locate
the correct sale, click on the green View icon and click the Refund or Void button at
the bottom of the screen. Follow the prompts to complete the process.

My customer did not receive their receipt

Email communications are sent from donotreply@choice.dev. Make sure to inform
the customer to add the choice.dev email as a contact in their email program. This will
ensure the messages are not marked as spam or junk messages.

Text communications are sent (959) 230-0007. Make sure to inform the customer so
they do not block the number.

For more information, please contact Choice Customer Support

800.539.9116 | support@choiceinc.biz
10-2022



