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The Dashboard If you are registered with more Click on Settings at the bottom of
than one business, you can click the menu drawer to add or adjust

the business name in the upper the User Roles, Receipts, Payments,
When logging in to the account, the home screen is the company dashboard. right corner and select a different Communications & Reports. Click
This will give a quick snapshot of the transaction history. The reporting feature business. The selected business is on Logout to exit the Portal.
defaults to the current month of sales (MTD), summarizing Total Sales and labeled at the bottom right of the '
Refunds. View reporting for Last Month (LM) and Year to Date (YTD) by clicking screen at all times. Click Customers and Items to
the option in the left side blue menu bar. . . ' ' create or edit this information.
Click the icon in the blue left side
bar to open the menu drawer. Click The eCommerce functions can be
again to close the drawer. accessed using the list in the center

of the menu drawer.
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The Manage Users section of the portal will allow administrators to
add and edit users in the merchant account.

View Users

Click Manage Users in the Menu drawer. This will display all the
users assigned to this account.

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
user from the portal.

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

Create User

1.

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

Enter the First Name, Last Name, Email of the User.

In the Merchant ID section, select the business account from the
dropdown menu.

Click to select the desired Role from the drop down menu. This
will determine the access this user has within the portal.

Note: Roles can be named, created and edited in the Settings
section of the portal.

Once the role is selected, an option will appear to Customize
Permissions to the right of the Role selection. This allows the
administrator to change the permissions of the assigned role for
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
role, click the role menu and select that role again.

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.

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

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.

Add User

First Mame *

Username =

Email *

Fhone

Merchant ID *

Sarah Last Name *
sarahstaff
sarah@mybusiness.com

Enter Phone Number

dusiness Mame e Role *

Add another Merchant ID o

Password *

USER PIN

EEEEEEEE °Cﬂl‘1ﬁ|"|’l‘1*

! ’ ) ’ °

Staff

Select The Role
Admin
Accountant
Employee

MNew Manager
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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.

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

3. Administrators can edit user roles and the accounts assigned
by clicking each dropdown menu.

4. 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.

5. 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.

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

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

+ 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?

« Onthelogin 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 contact in
your email program. This will ensure the messages are not
marked as spam or junk messages.

Update Users

Add User
First Name * Sarah Last Mame *
Username * sarahstaff o
Email * sarah@mybusiness.com
Fhone Enter Phone Number
Merchant D * Business Name W Raole *

Add another Merchant ID

USER PIN = = * *

Confirm *

Password *

Staff

Select The Raole

° CEEET T

v B

Customize
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The Run a Sale tab manages multiple eCommerce functions within
the Portal.

1. Transactions can be run as a Quick Charge, where an amount
is entered and the sale is run, or as an Itemized Sale which
creates an itemized list of products and the quantity and price
of each. Note: Products in the itemized sale can be pulled from
the items menu or typed in for a one time sale.

2. The portal supports Dual Pricing and Surcharging. If the
account is set for Dual Pricing, the screen will show two prices:
Regular and Cash price instead of Total price. Note: If the
account is set for surcharging, the screen will look like Total
pricing. A surcharge line will be reflected on the receipt, if
necessary, once the system determines if the card information
indicates a credit or debit card and adjusts the amount
accordingly.

3. Complete the Tax Zip Code field ONLY if charging
Sales Tax. Note: The system can be set to automatically charge
a specific tax amount on all sales, from the settings tab. In that
case, this field would not appear but tax will be added to all
sales.

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

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

6. Click the Receipt toggles to send electronic transaction
receipts. 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.

7. Toggle on Do Not Apply Tax if tax is automatically applied and
the sale is tax exempt.

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

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.

10. Click the blue Charge button to complete the sale. Note: the
Charge button will not be active until all required fields are
completed

Once the sale is completed, the receipt can be viewed and
printed from the Transactions tab.

The email receipt is 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.

1shboard Repors Partal Transactions Statements
Sale
Pray-tiy-Text
Recurring Billing
o, Run a Sale
Caplure
Werify $2?.3ﬂ
Wiosd 1
Amount * $25.00
Subietal 526.00

Tax 51.30

Regular Price e 52730
Cash Price e $26.30

Hate Add a Nate 1o This Sae
Memo Field Eriler Merma Field

Cuslomer Search Customer

W

Paymert Methad
Credit Card - Manual Erry

Credit i BB
Card Haolder Mame * Add Marme on Card [Reguired)
Py by Teext

Card Mumber * Card Murmber Expiration Date * BlBd Y

CW f i * Cyy Billing Zip Code * Zip Cade

Do Mot Apply Tax Send Email Receipt

Recurring Billing

Send Text Receipl

Save Card on File

Reset Eﬁ@




o "

il
Dashboard  Staterments
—_— alite,
— 111
Transactions  Deposits

Customers

Hems

Run a Sale

Invoices
Reports
Chargebacks

Manage Users

Settings

O Logout

ltemized 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 ltem 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.

ltemized Sale

Dashboard

Back to Transactions

Sale
Pay-by-Text
Recurring Billing
AuthOndy
Capture

Verify

Void

Refunds

Reports

Run a Sale

$54.60

Quick Charge

Portal Transactions

Item

ltemized Product

Add Item °

Discount

Subtotal

Tax

Regular Price

Cash Price

Discount Name

Payment Information

Mate

ema Field

Customar

Payment Method

Card Holder Mame *

Enter Memo Field

Search Custarmes

Add Mame on Card

1

o Thig Sale

Entry w

Required)

Statements

Quantity

Price

Total

e 5 ° $10.00 635293

Percent L

000

85200
s2eb

$54.60

852,60

Charge

1
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Credit card terminals can be semi-integrated with the business
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
Itemized Sale. Enter the transaction information as
per usual. (See Pages 8-11).

Select Credit Card - Swipe/EMV as the method of payment.
Click the blue Charge button.

4. A pop-up window will appear. From the drop-down menu,
select the Terminal to Use. This will direct the portal to send
a payment request to the correct device. Note: Merchants
can have more than one device in their network. For example,
users in different offices in a single location may each have
their own device. In this case, all devices will be listed in
the drop-down menu. Itis important to select the correct
terminal so the payment request is sent to the station needed
to process the sale.

5. Click the blue Save and Use button.
Note: The portal will save the terminal selection to the
browser cache. Once the selection is made, the portal will
automatically send payment requests to the same device.

To change devices, the browsing data (cache) must be
cleared. This will require the user to log into the portal again
in order to proceed with sales. Once the cache is cleared, the
user will then be able to select a new device for a swipe sale.

6. The selected device will now light up and request the
customer to enter or swipe their card. If signature is required,
they will sign the screen and complete the sale. If PIN is
required, they must enter their PIN to complete the sale. Once
complete, the terminal sends the transaction information
back to the portal and the user can see the results on screen.
Note: The terminal will print a paper receipt at the end of
the transaction. Users can also email or text receipts to the
customer by selecting that option when creating the sale.

w N

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.

Terminal Sale

Back to Transactions |

Sale
Pay-by-Text
Recurring Billing
AuthOnly
Capture

Werify

Woid

Refunds

Run a Sale
$0.00

Quick Charge

Amount §0.00

Itemized Sale

Subtotal 50.00
Tax 50,00

Tax Zip Code Enter Zip Code

Total $0.00
Mote Add a Mate to This Sale
Customer Search Customer

Payment Method Credit Card - Swipe/EMV v

Credit Card - Manual Entry
When ready, please chck ¢ | willl be ready to accept the customers credit card via
swipe, chip. dip ortap.  Credit Card - Swipe/EMY e

Pay by Text

Do Not Apply Tax Send Email Receipt

Send Text Receipt

Select Terminal To Use

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.
NOTE: If you clear your cache/cookies on this browser, you will need to repeat this step.

Device Name Select Device To Use ¥ o

= O
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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
Iltemized Sale.

» Enter the transaction information on the sale screen.

+ Select Pay-by-Text from the Payment Method drop-down
menu.

» Select the receipt option. This will determine how the customer
receives their payment request. You may select email, text or
both.

Note: If the customer is assigned to the sale, the selected
receipt option will send the payment link 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. To send to more than one
email or cell number, click the blue plus sign next to that field
and a second or third field will appear.

+ Click the blue Charge button to complete the sale. The

1.

customer will receive the payment request and can make payment
electronically Note: The email request will be sent from donotreply@ de 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
as spam or junk messages.

Click Pay-by-Text from the sale menu on the left side of the screen to review all active
Pay-by-Text requests. Displayed results can be custom sorted using the search field.
The system holds Pay-by-Text records for the calendar month. At the beginning of
each month, the previous Pay-by-Text records are removed.

Completed payments can be removed from the list by clicking the Complete button
on the right side of the screen.

Unpaid requests have a button to Resend the request as well as a Pay button. Clicking
the pay button will reload the transaction information into the sale screen for manual
payments.

Screen results can be exported to a CSV by clicking the Export button.

Completed payments are listed in the Transactions tab and are batched nightly.

Back to Transactions

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

Recurring Billing

AuthOnly
Capture Search Status
Verify
Void Status Amount Card #
Refunds
Unpaid $11.23
Unpaid $14.92
Paid §53.21 4356
Paid §19.97 0523

w Export
Date Employee Customer
06/09/21 John Smith Tom Jones Pay Re-Send
06/11/21 John Smith Tom Kelly Pay e Re-Send
06/15/21 John Smith Mary Michaels Complete Re-Send
06/26/21 John Smith Alice Baker Complete 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.

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.

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.

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

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.

At the 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.

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.

* Itis 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 |

Refunds

Reports

Run a Sale

$0.00

Quick Charge

Amount

Subtotal
Tax
Zenice Fes

Cash Discount

Tax Zip Code

Total

Note

Custamear

Payment Method

Card Number

oW CWv2

Do Mot Apply Tax

Recurring Billing

Save Card on File

Start Day

Ending

Portal Transactions

Statements

Itemized Sale

01/07/2022 o
. e

bl Expiration Date

Billing Zip Code

Send Emall Recept

Send Text Receipt

QD
«D

Repeat Every

$0.00

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

| Reset | Chargs

7
| Rassat | Chargs

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 less than the original
authorization, or to add a tip to the transaction. Each card
brand determines the amount above the original authorization
that can be captured.

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 |

‘ Reset ‘

Run Auth
6

sale Auth Only
Pay-by-Text
Recurring Billin SO 00
AuthOnly 6
Capture ;
Amount 50.00
Verify
Void
Refunds Subtotal 50.00
Tax 50,00
Service Fee S0.00
Cash Discount - §0.00
Total $0.00
Customer Search Customer e
Card Nurnber Carel Number Expiration Date MM /Y'Y
CVWV / CVV2 cvw Billing Zip Code Zip Code
Do Not Apply Tax Send Email Receipt
Send Text Receipt o
‘ Reset ‘ Run Auth G
Back to Transactions
sale Total AuthOnly Total Captured
Pay-by-Text 4 2
Recurring Billing
AuthOnly o °
Capture ° Search Export
Verify )
Void Status Amount Card # Date Time Employee
Refunds
Approved §11.23 0303 06/09/21 11:08:05 AM Tom Jones Capture Void
Approved $14.92 9253 06/11/21 01:15:05 PM Tom Jones Capture Void G
Approved 5$53.21 4356 06/15/21 09:12:33 AM Tom Jones Captured
Approved $19.97 0523 06/26/21 04:22:25 PM Tom Jones Captured e

19



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

Dashboard  Statements to the customer. Transactions can only be voided before they are
batched. Once batched, money must be returned by refund.

i j 1. Select Void from the sale menu on the left side of the screen.
Transactions  Deposits 2. Displayed results can be custom sorted using the search field. o
Note: Only transactions eligible for void will be listed. sale Void
2 4 . . . . . Pay-by-Text
‘ j 3. Click Void on the right side of each transaction. s——
4 P Note: this will clear the sale from the system. Transactions AuthOly AR 6
Customers  ltems run on a connected device will require the user to authorize o 0
. . Verify Date Transaction No. Order No. Amount Type
the return on the same device on which the sale was run. - e
. Refunds 06/09/21 Bjfhte4ws 1183 $22.43 Credit Woid
4. Select Refunds from the sale menu on the left side of the
Run a Sale screen. 06/09/21 Stish34l 1180 $43.01 Credit veid
Invoices 5. Displayed results can be custom sorted using the search field. 04/22/21 57gjdh65 1043 §13.56 ACH Voided
Note: Only transactions eligible for refund will be listed. This 7
Reports includes any cash sales reported in the portall. i RS e il — o
Chargebacks 6. Click Refund on the right side of each transaction.
Manage Users 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.
8. Click to select individual items for an itemized or partial sele Refund
refund. Note: Refunds on sales that include tax will have tax :*"’Yj:;’:"_ng
added to each item that is refunded Authory [<[wonve [5] | . ¢|
Capture
9. Itis also possible to click the Refund Amount field and type verly pate Transaction No. 4 Order o, Referance No. @ * Amowt  Type e
. ope Void
In Gn Gmount to return G SpeCIﬁC dO”Gr Gmount' Refunds 12/15/2021 7802b2fb 1560 2541539183 $14.00 Credit Refund
]0 NOteS Can be added for merChant records ° 12/14/2021 84902544 1557 0982315476 $11.50 Credit Refund
1. Click Complete to jprocess the refund. 12/14/2021 0972aele 1556 3849541231 $11.50 Credit Refund
12. Transactions run on a connected device will confirm the 12/10/2021 bc9d4b30 1554 $10.10 eGift Card Refund
refund or void.
12/10/2021 52ff9fde 1553 $12.00 eGift Card Refund
« Completed payments are listed in the Transactions tab. ,
. . « . . . 12/10/2021 45df41¢5 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 O ————— a
icon and click the Refund or Void button at the bottom of the
screen. Follow the prompts to complete the process. Select Al
Itemn #1
Item #2
Cancel Complete
Settings
M Logout

21



o fr il From the Invoices tab, create and manage electronic requests for .
pashboard  Statements payment with advanced due dates. The main reporting screen for Invoices
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 a
i 1 1 1 1 H 1 1 D i ancel Preview ave as Uralt
— (1T} icons in the right column indicate recurring invoices RIS InvalEs [ | [rmion | [sommeom | ([N

Transactions  Deposits 1. Click the Settings option from the left side menu. In this section 0 customer nfermatien G
set any default messages for the Memo and Footer sections of

® = the invoices. This will apply to all invoices sent from the portal o

and can be edited as each invoice is created.

Customers Hems

2. Click the Invoices option from the left side menu. The reporting Invoice Detalls
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
Run a Sale invoices. Click the blue Create Invoice button to create a new wero Tasates
invoice.

Invoices

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. Line Items

Reports
Chargebacks

Manage Lisers 4. Enter a Title for the invoice and then enter or edit the Memo and G ey i b

FOOter teXt' Select ltem 0 $0 50.00

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

6. Click the Discount field and begin typing the name of the B e - . o
discount. This will filter through any discounts already created in )
the item menu and list the results on screen. Click the discount s i
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.
Billing Settings
7. Choose the send method. o °

Send Method Email invoice to customer to pay

Total $0.00

8. Select the date the invoice will be sent.

Text invoice to customer to pay

9. The default frequency for invoices is One Time. Click the S ———
Frequency field to set a schedule for recurring invoices. Note: If
a schedule is selected, an additional field will appear to choose Bl Date oz o
the due date of each future invoice. e

Frequency One-Time ¥

10. Select the due date for the invoice. Choose a preset option or a R e [ Wee—— Q
custom date.

Next Due Date

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. .

Original Invoice Date October 31, 2022

12. Click the blue Send button to send the invoice. Note: If the Reminde
invoice send date is set for a future day, the invoice will not send 0
until the date selected. Click the Save as Draft button to save

Settings the invoice for future edits. The invoice will not send until the et dete

send option is selected.
1
) Logout 23
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The Invoices tab will list all original invoices created in the portall.

1.

The icon to the left of each invoice indicates the payment
status. Grey: Not yet due; Blue: Paid; Red: Past due

The icon to the right of each invoice indicates if the invoice is

a one-time or recurring invoice. Recurring Invoices will only
display the original (Parent) invoice on this tab. To view all of the
invoices in a schedule, click the parent invoice.

Click Deactivate to end the recurring schedule of invoices.

Click View All Invoices to see the list of all invoices sent in this
recurring schedule. Note: The View All Invoices button only
appedrs on d recurring invoice screen.

The recurring invoice screen will list the parent invoice and any
invoices already sent in the schedule. Future invoices will not
list until they are sent to the customer. The Invoice Number for
allinvoices in a series remains the same, with an additional
number added to indicate where the invoice falls in the series.

Note: It is possible to edit any invoice that has not been paid.
Editing an individual invoice that is part of the series will effect
only that single invoice. Editing the Parent Invoice will update all
unpaid invoices in the series, and any future invoices.

The Parent Invoice can be identified by the presence of the
Recurring Icon in payment status column.

Click Back to Parent to go back to the original Parent Invoice.

Note: The colored payment indicator of the parent on the
Invoices tab will change to indicate the status of the invoices
in that series. If a recurring invoice is past due, the icon will
turn red. If all invoices are paid, it will turn blue. If an invoice is
pending, but not yet due, it will be grey.

Recurring Invoices

Due Date T Customer Name T

01/27/2023 Sally Right

12/30/2022 Leonardo N
11/17/2022 Marcos Arjona
11/09/2022

Jason Denison

o 11/09/2022 Gabriel Custorner

o 11/05/2022

Jason Denison

11/02/2022 Martin Rios

Customer Company T

Leyton Company

CompanyTest

Surtech

Diamond is Unbreakable

Number T

15383

20314

20862

20743

20937

20895

20887

Status T

Sent

Sent

Draft

Sent

Sent

Sent

Draft

Amount T

$160.00

$22.36

$24.96

$6.18

$64.63

$28.60

$60.25

Create Invoice

99909000

@ Invoice 20852

Customer Information

gabriel@gmail.com
Gabriel Custormer

Address 123 Main Street, Anytown, M1 12345

Phone 123-456-7890
Tax 1D 545646545
Slalis Lot orouided

eDeactivale l | View All Invoice; | Cancel | m

Invoices

@ Invoice 20852
| |

Due Date T

Settings

(r ) 10/22/2022

O o

o 10/21/2022

10/22/2022

10/19/2022

Customer Name T

Gabriel Customer

Gabriel Customer

Gabriel Customer

Gabriel Customer

Customer Company T

Surtech

Surtech

Surtech

Surtech

Number T

20852-3

o 20852

20852-2

20852-1

Status T

Sent

Sent

Sent

Sent

° | Back to Parent

Amount T

$40.33

$40.33

$40.33

$40.33

25
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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.

2.

Enter the customer’s First and Last name.

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.

3. Enter Company Information for corporate accounts.

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

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

Add Notes for customer service or account information.

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

First Name

Last Name

Email

Work Phone

Cell Phone

Fax

Company
Name

Billing
Address

Shipping
Address

More Information

Tax D EIN

Create Customer

Basic Information

First Name

Email

Work Phone

Cell Phone

Fax Number

Optional Information

Company Name

United States v

Street Address

Apt/Ste

City

State v

ZIP

Last Name 0

Shipping Address same as Billing Address

MNotes Enter Notes Here

o z»
o

Customers
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From the Items tab, create and manage an extensive product
menu. This includes Discounts, Categories and menu ltems.

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
(Percentage 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 °
Search name, description or SKU Create New ltem
Categories e
Piscounts ltem Name sku Category Price
Large Sausage LSPO1 Pizza $15.99 /' i
Pizza LPPOT Pizza $15.99 L
Large Pepperoni LCPO1 Pizza 511.99 /’ : e
Pizza FettAl01 Italian $17.99 V-
Large Cheese Lasagna01 Italian $15.99 L
Pizza SalHouse Salad $5.99 L
Fettuccine Alfredo SalCaesar Salad $6.99 VA
Lasagna TeaSw01 Beverage 51.99 /’ :
House Salad TeaUn01 Beverage $1.99 L
Caesar Salad Coke001 Beverage $1.99 Va
All ltems e 6
Categories = =
Discounts
Name Type Amount
o Winter Promotion % OFF 10 L
New Customer % OFF 5 /' : °
Student % OFF 15 L
Senior Citizen S OFF 12 L

All ltems
Categories

Discounts

Create Discount

Details

Name

Amount

Discount Name

o) 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 can icon to delete a category.

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

4. Enter Category Name.

5. 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.

All ltems
Categories °

Discounts

Search name, description or SKU

Category Name °

Pita
Coffee
Pizza
Beverages
Appetixers

Salad

New Category
3

a8 a o

NN N N NN,
a o

All ltems
Categories

Discounts

Add Category

Category Name Enter Category Name o

5

Save & Close Save & Add New
5

Save & Close Save & Add New

31
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From the Items tab, create and manage an extensive product
menul.

Create Items

Dashboard Staterments
1. ltems list includes Name, Category, Price and SKU, if any.
= in These can be custom sorted using the search field. o | '
ategories Search name, description or SKU Create New Item
Transactions  Deposits 2. Click the blue icon bar on an individual line item to View, Edit . o
or Delete an |tem_ Item Name SKU Category Price
— = 3. Click the blue Create New Item button to manually add more L Lo Freze sise A
items. izza izza i S
Cuslomers Hems ’ e ’ P A 3 o
4. Select the Item Type. Items to be sold through the portal Large Pepperoni LcPoT Pizza s1199 S 3
should be labeled Physical. To take payment through a _ _ o
i & Sale Payment Button, select one of the remaining options. See e Fennt felien e 4
more detc"' on the next pqge Large Cheese Lasagna01 Italian $15.99 VR
Invoizas 5. Enter the Name of the item. Pizza SalHouse Salad 599 i
Reports 6. Upload a product photo, add product SKU, UPC and other Fettuccine Alfredo salCaesar saled %9  /
Chargebacks tracking |nformat]on. Note: There is no reporting feature for esane - N - 4
inventory at this time. This is for memo purposes only.
Manage Users 7. Click to select any Categories and Modifiers to apply to
this product. Note: Multiple categories and modifiers can be
added to a single item, but at least one category must be Allftems Create New Item ——
Se|eCted Categories $| .Iomwgs..Mstw
Discounts Details
8. Add Descriptions of the item. Note: These will only display in

Add Image
Item Type =

Select Type w [ ] T
e Name Physical o '-‘

the Online Ordering platform.

9. Set the Price of the item. Cost information can be entered, but

this is for memo purposes only. Membership 6‘
10. Click the blue Save & Close button to return to the item list. - EDM
Click Save & Add New to continue creating items. Moreinfo  open 14
Specifcations  Entr your specications

Short Description  Enter a summary of your product or service here

Description Enter a description of this item. Describe details like features,
options, and measurements
Price
Unit Type Per ltem
Selling Price 50,00 °>Sl 50.00
Settings
O Logout
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Manage Users

Payment buttons are system generated links which direct customers
to a hosted payments page or online checkout screen to complete a
payment. Buttons can be created for single or recurring payments.

Select the Item Type. Payment buttons set for a specific
amount should be labeled Physical. To take a recurring
payment through a Payment Button, select Membership or
Subscription. To create a payment button which allows the
customer to enter the amount to be paid (Open Payment)
select Donation or Open. Complete the remaining Item fields
as needed. (See page 32)

Note: Payment buttons will apply the same transaction settings
as any sale run through the portal. If the system is set to add
tax to a sale, tax will be added to the payment amount in the
button. This also applies for Cash Discount or Surcharge fees.
The exception to this setting is the Donation button. No tax is
added to the Donation payments.

If Membership or Subscription is selected as the Item Type,
additional fields will appear in the Price section, prompting the
user to create the Recurring Schedule. Select the Start Date,
define the recurring schedule and chose when the payments
should end. (Steps 3-5 on the Recurring Billing poge?

Note: These settings will apply to any customer who clicks the
link, regardless of the date they make the first payment. Keep
the schedule settings as flexible as possible. For example, set

the end date after a certain number of payments is made or

leave it set as Never, to keep the schedule open ended.

. The Share Online section of the Create Items screen dictates

how a customer will be directed to make their payment.

Click the dropdown menu to select the Checkout type. Simple
Checkout will direct the customer to a secure Hosted Payments
Page where they can complete their payment.

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

once payment is complete. This is optional.

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

Click the blue Save & Close button. The system will now create
the code for the payment button. Select the payment item
from the ltems tab to reopen the item screen and access the
payment code.

. 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.

Create New Iltem

Details

ftern Type Mermbership v

i Physical

Membership

sKU Subscription
Donation

More Info Open 14
Category
Specifications Enter your specifications

Short Description  Enter a surnmary of your product or service here

Unit Type Per Item

Selling Price S0.00 Cost

Start Day None o

Ending Never v

Repeat Every

We will automatically charge your customer for this amount every month

Month s

Payment Buttons

Business Name

Enter Amount Due

Full Name

Email Address

Cell Phone

Note/Memo (optionai)

CONTINUE TO PAYMENT

Share Online

Checkout Type

Select Type e v
Online Ordering °
Simple Checkout
Button Label Fay Mow e
Button View
Pay Now

Redirect URL

<a href="https://oos.choiceinc.biz/i/XUlsAOYZikoZ 7kyUFe3X" target="_blank" style=
‘eursor: pointer; font-family: Poppins; font-style: normal; line-height: 50px; font-
weight: 600; min-width: 140px; height: 50px; display: inline-block; text-align: center;
color: #ffffff; padding: 0 20px; box-shadow: 0 4px 4px rgba(184, 182, 182, 0.25);
font-size: 16px; border-radius: 8px; letter-spacing: -0.3px; text-decoration: none;
background: #0088e8;” > Pay Now </a=

Please copy the code on your and insert it on your site. °
° Download

Link https:/foos.choiceine. biz/i/ XUlsADYZikoZ TkyUFe3x ° Copy

QR Code

Customers will be directed to a hosted
payments page where they input their
Name, email and cell number before
completing payment. There is an additionall
Info/Memo field to allow payment notes or
invoice/order reference. Open and Donation
buttons also include a field to enter the
payment amount.
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o fr ih User roles and permissions can be created and defined in the 4. Once arole has been saved, click the arrows on the . .
achboard Settings tab. This is located at the bottom of the left side menu right side of the role listing. This will expand the list Roles & Permissions

Staterments = .
drawer and is only accessible by users with permission to view of permissions for this role. Check or uncheck the

- and edit settings. selections to add or remove access for that role. Click
= m , L _ _ the blue Save button to complete the role definition. Click
1. Click the Roles/Permissions option from the left side menu. the arrows again to close the list.
Transactions  Deposits . .
2. The portal has two fixed roles: Admin/Owner and 5. The Trash icon appears next to new roles. Roles can be
3. To create additional roles, click the Add New Role button. to akuser. Cl)ncglass%negl, fhe gGSh icon wil _oI;]sahppeolr. To
Customers Items From the Pop_up menu, name the role you want to create ma eg] role G eC}O e de elte , dny users with that role
and choose the base template. The template options are must be assigned a new role.
Admin, Manager and Employee. Admin has all-access, 6. Click the Save button to confirm all changes. .
Run a Sale Manager has extensive but not complete access and
_ Employee has more limited access. These can be used as
Invoices they are or they can be customized further. Click the blue
Save button to complete the initial role build.
Reports
Chargebacks

Manage Users

- o Add New Role ‘ Save
Roles/Permissions 0 Configure Your Roles & Permissions :

Reports Please note you can only delete roles that are not assigned to users.

Location

Payment Settings

Communications Admin/Owner (email@email.com) All Access
Accountant/CPA/Legal Statements/Reports Only
Role Admin (Max Character 15) he (%

<
aj

Role Manager o

><

Role Employee

Settings

1
@ Logout 37
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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 users with permission to view
and edit settings.

1.

2.

Click the Reports option from the left side menu.

Check the selections to create or remove reports for
Statements, Reconciliation reports or Batch Detail reports.
Uncheck a selection to stop the reports from sending.

Enter or edit the email to which each report should be sent

in the email field.

4. To send reports to more than one recipient, click the blue
plus sign. An additional email field will appear. Do not
enter more than one email in each field.

5. The Trash icon appears next to a second or third email, if
they are added. Click the icon to stop the email recipient
from receiving the report.

6. Click the Save button to confirm all changes..

Roles/Permissions

Reports 0

Communications
Location

Payments

Reports Settings

Statements

All eStatements

Cash Discount

Reconciliation

Reconciliation

Email e What email do you want the eStatement to go to? -+ °
Email What email do you want the CD Statements to go to? e
Email 2 * What email do you want the CD Statements to go to? el E
Email What email do you want the report to go to? -+

i.e. reconciliation report includes: deposits. batch detail and transaction data: cardholder name, last four, auth code, surcharge and tax info, etc.

Batch Detail Reports

Batch Details

Email What email do you want the report to go to? -+

i.e. batch report includes: batch date, batch number, transaction type, sale amount, card type, last four of the card, auth code and reference number, etc.
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0 fr il The Location Settings section in the Settings tab of the portal will
Dashboard  Statements allow Admins and users to update information that will appear
on system communications like receipts and payment requests.

Location Settings

= 1] * Note: This information is not required.
Transactions  Deposits . Click the Location option from the left side menu. Roles/Permissions Contact Information P
. . . Reports
3 2. Inthe Contact Information section, enter the email address, L oeation | .
(i . ) g - . .
- = phone number and Website which should be provided on oot Settnge ™ rioehusnesscom e
any receipts or customer communications. o
Customers Items Communications Phone Number ~800-222-3333
3. Inthe Location Address section, enter the street address,
City, State and Zip Code if this information should appear on Website Wi businessname.com
Run & Sale any communications.
: * Note: The business name will always appear on all 4
Invaoices communications Location Address
Reports 4. Click to select the business Time Zone. This will manage the Business Name Enter Business Narme
Chargebacks time stamp on your payment records. e

Address United States v

5. Click the blue Save button.
Manage Users

Street Address
Apt/Ste

City

State v

ZIP

Preferences

Language English v

Time Zone Central Time Zone v o

Settings

]
@ Logout A1



o L il The Payment Settings section in the Settings tab of the portall
Dashboard  Statements will allow Admins and users to update payment settings for all
portal transactions.

Payment Settings

= E * Note: This information is not required.

Transactions  Deposits 1. Click the Payment option from the left side menu. Roles/Permissions Sales Tax

Reports
2. Inthe Sales Tax section, toggle on the option to collect tax if Lo:ation

sales tax needs to be added to all transactions. Two tax fields ayment Settnge [ @) Collect Tax e
will appear. Enter the correct percentage of sales tax in the

sales tax field. If an additional tax needs to be added to sales,
enter the correct percentage in the specialty tax field. This
will be combined with the sales tax percentage and charged
Run a Sale to CI” SO|GS. Specialty Tax 0%

Customers Hems Communications

Sales Tax 9.5%

Invoices 3. Inthe Tipping section, toggle on the option to collect tips
if customers should be given the option to add a tip to any Tioin
Reports transactions. This will generate a tip field to the all portal PPIng
sales screens. Toggle the selection for percentage or dollar , e
Chargebacks amount in the suggested tip section and add any suggested @ e R
tips amounts desired. This will add a prompt to all online
payment screens, giving customers the ability to choose
from a preset amount.

Manage Users
Suggested Tip Amounts  15% 20% 25%

4. Toggle on the Custom Amounts selection to include an [ @) Custom Amounts
additional field which will allow customers to enter a tip o
amount of their choosing.

5. In the Custom Field section, toggle on the option to add a Custom Field
custom field to all transactions. Enter the name of the custom
field in the Custom Field Name field. (eg. Patient Number @ Customn Field o
or Customer ID) This will create an additional field on alll
transaction and invoice screens which will have the name
that was entered. Custom Field Name Customer ID Number

Add information to all transaction records

* Note: If no information is entered in the Custom Field Name, the Requied
CUStom ﬁeld W|” be nGmed Custom Field Q This field must be filled to complete the transaction or send an invoice

6. Toggle on the Required selection to make the custom field a e
required element. This will make it mandatory for any user to
enter information in this field before a sale can be completed
or an invoice can be sent.

7. Click the blue Save button.

Settings

1
@ Logout 43
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The Communications section in the Settings tab of the portal will
allow Admins and users to control the information which will appear
on all transaction communications.

* Note: This information is not required.
. Click the Communications option from the left side menu.

2. Inthe Company Logo section, click to upload a logo to appear at
the top of all electronic communications.

3.

In the Receipt Information section, toggle on the
selections for the information which should be
displayed on any communications. As each toggle is
activated, the information entered in the Location tab
will appear in the receipt preview on the right side of
the screen.

Communication Settings

* Note: If none of the toggles are activated, all

communications will display the business name..

: o . DA i 4. In the Custom Receipt text field, enter any messaging which
* Note: Artwork must be in jpeg or png format. Please limit the file size should be added P ’ Y ging
to 600 x 600 pixels for optimum performance.. '
5. In the Return Policy section, enter the return policy specific to
the business.
6. Click the blue Save button to apply any changes.
Roles/Permissions Communication Settings oreviow a
Reports Receipt and Invoice content and formatting
Location
Company Logo
Payment Settings pany Log ﬂ ;
Communications Logo Upload & sacr et
Company Name
Your Receipt
Receipt #259
Custom Field
Misc Item $4.00
Your logo can be displayed on your invoices, online payment pages and receipts. Artwork must be in jpeg or png format. Please limit the file
size to 600 x 600 pixels for optimum performance Misc Item $4.00
Receipt Information o Subtotal ¥8.00
Sales Tax (9.5%) $0.46
Q Show Location Address Total Paid $8.46
Billing Info:
Q Show Website Payment Method: Kevendra Patidar
303 Apple Dr., Exton, PA
ee 9876 19341
#TP35426 ggg{%?;rs@ﬁ)ggﬁdil.com
() Show Phone Number
Store Name
() Show Email 2121 Irving Blvd, Dallas, TX 75204
www.businessname.com
800-222-3333
() Show Custom Field
Issues? If you have not made this
transaction or notice any errors
Custom Receipt Text Example ‘Now Hiring” or “Thanks for Visiting” ° ﬁ:?:éiﬁgir::s; Lcl(syr?]t
. ) . ) ) Return Policy: We stand behind
Return Policy Wet stadnd b’ﬁqud everythfmg we sell. If you aren't satisfied with your purchase please reach everything we sell. If you aren't
outand well take care ot you. satisfied with your purchase please
e reach out and we'll take care of you.
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From the Portal Transactions screen review and export custom
reports 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 alll
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.

2. Select the Payment Method drop-down menu to choose a
specific type of sale.

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

connected to the portal will not be listed.

Transaction Reporting

4. Use the Search field to find any specific information
listed on screen.

5. Click the Custom View menu to add or remove
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

CSV file. These can include:

*Order Date

*Order Number

*Employee Name
(who ran the sale)

*Tax Amount

*Tips

*Service Charge

« Discounts

Card Type

Order Total

Refunds Total

* Trans. Number
Payment Type
Terminal Number

Last Four of the Card

Auth Number
Trans. Date
Trans. Code

Card Holder Nome

Custom Field

Total Transactions Credit Cards Cash ACH Refunds
$27,718.90 $27,358.84 $0.02 $1,167.19 $807.15
d This Month | > | | All Payment Methods. w | | All Terminal v | | ° |
< >
Dctaberahis Today ar No. T Amount T
su M TU W TH F SA Vit 38 $34.32
This Week e $11.44
37 $11.44
Last Week
—— 36 $13.20
This Month
4 Confirm items to Export to CSV
Last Month
34 Date
This Year order No.
Start End e
I
V4 Type
i/01/2022 | — | o102z | Laskvaar B
3
Service Charge
10/07/2022 3c5a3f30 20730 Tax Amount
Register No.
10/07/2022 dd929f99 20729
Tip
10/07/2022 97kdnUY! 20726
Truncated Card No.
10/07/2022 aPCOYnVD 20725 Offline/Online
10/07/2022 VwifVHhO 20721

Type T Payment Method T
Sale a Credit Card

Void Credit Card

Sale Credit Card

Sale ACH

(o |

Transaction No.

Amount

Payment Method
Card Holder Name
Card Type
Employee Name
Discount
Auth No.

Custom Number

| Cance! | m

Reset filiers a Export ‘

Service Charge T

$1.32

$0.44

50.44

$0.00

$0.00

$0.00

$2.19

$2.19

$2.19

$0.22

50.00

$0.00

$0.00

Date

Transaction No.

Order No.

Amount

Type

Payment Method

Service Charge

Card Holder Name

Tax Amount

Card Type

Register Mo.

Employee Name

Tip

Custom Number

O

Customize View b4

©o
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The Reports screen summarizes all transaction

information including Annual summary, Batches, Batch
Detail, Transaction History and Authorizations. It reflects
transactions 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 Reports button in the left side
menu.

1. The initial range will reflect the Annual Summary. Other
options are listed by batch, batch detail, transactions,
or by authorizations.

2. Filters can be added to search for a date range. This can be chosen -
from several pre-set options or customized to specific dates. Reporting

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.

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

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

ﬁnnual Batch Summary v < 2023 e > Sales Amount v e

Annual Batch Summary

Reports Portal Transactions Statements
Total Sales Refunds Net Sales
$4,881.39 $0.00 $4,881.39

‘ Ra || Export |

Sales Count T Sales Amount T Refund Count T Refund Amount T MNet Amount T
Batches
9 $4,881.39 0 $0.00 54,881.39 ®
Batch Detail
Transaction History
Authorizations
v ales Refunds Net Sales
$4,881.39 $0.00 $4,881.39
Batches v This Month Sales Amount v | Back | | Export |
Batch Date 4 Close Date T Batch Number T Sales Count T Sales Amount T Refund Count T Refund Amount T Net Amount 7
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 0 $0.00 $841.24 iew 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. Select the Date range. This can be chosen from several
pre-set options or customized to specific dates.

2. Users with access to more than one account can select

different accounts from the drop-down menu.

. 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.

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

Email, 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.

| rd

Total Filtered This Year Last Year

$53,862.80  $51,237.39  $54,805.41

W @

< | LastYear | > Chaice Demo v
Processing Date Effective ACH Date 1 Records 7
01/03/2022 01/03/2022 1
12/01/2021 e 12/01/2021 1
11/01/2021 11/01/2021 1
10/29/2021 10/29/2021 1
10/01/2021 10/01/2021 1
09/01/2021 09/01/2021 1
08/02/2021 08/02/2021 1
07/01/2021 07/01/2021 1
06/24/2021 06/24/2021 1
06/15/2021 06/15/2021 1

Deposit Amount T

$200.00

§292.87

$669.80

5603.16

§1,074.56

§367.32

§2,597.70

$4,230.32

52314.76

§5,231.09
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‘ﬂ‘“ 'IH The Statements screen publishes the monthly processing
pashboard] Statemants statements. Click the Statements tab in the access bar Statements
at the top of the screen, or the button located in the

= = left side menu to view the screen. Users can click on
1—‘ % any statement in the list and review the details of any

: expenses billed to their account.
Transactions  Deposits

1. Statements can be Emailed, Downloaded in pdf format

. — or Printed.
= =
Customers Hems

Run a Sale Back to Statemants | Del’;erﬂberi 2021 ~ | | |

Invoices

Reports MONTHLY BILLING STATEMENT ¢
1-800-538-9115 DECEMBER. 2021 c Qlce
CHOICE MERCHANT SOLUTIONS

Chargebacks 10 Colurses Blvd Foor 6
Hariford, CT (6111

.‘;F.:ghtml]."-(t'_r\ﬁ?‘uﬂ'iiq iire Bank Garden

Hy, NY 11530
Manage Users
AR EAEARA AR EEEARE LR RS S MERCHANT # hnssssnnny
i AOOOOOONNONNK i OO0 CHECKING ¥ sxxasxssss
MOONNMNNN, Xy e MNANNNNNN, WY, sumns TRAMSIT # xoooooon

MONTHLY SUMMARY

ks ARBOLTNT UNSETTLED RESERVE EESERNVE AITLD
Bk 145 ELOSTOT a S [ Sibin}
Cracdsts. a 000 ] and)
Dacket L] 3000 o S0
Towal 186 ELaTeT a Sl Cirand Toial A3
CARDSUMARY SUMARY OF FEES
Program Prasg TTEME VOHATME FEE
Vina (aalified 1 .51 8 L
MO pualified mn 17T Mloehily o 29000
L

AKX Dnehiit [ 0T
Toial 146 SAE8T 7

BATCH SUMMNMARY
[EERT EMS RATCH Al L] BATE ITEAS HATCH Al KET
Ii302008 o 512608 S0 F12603 [ Bl TS i L] Lo L] 3094
I OLTDLE L] 584852 s $H5T BZEgms a o Yoo ¥anE
L0200k L] a4 RI L 33453 B2ZnE & 7174 Fifud Ll B
TR0 R L ST S S14677 IZn%ms 5 SI6THE bt 6T
12052018 5 50 51 00 LN R (Rl e L] S 1698 000 S10658
|60l b i1 3 S 1 Th 03 232 H0E F 5716 Sk S3TH 0B
130T20) 8 L 0T woa ot 2340 a Sl el 100 L1EL
L0201 4 EdRRE 000 4414 B23e00E 5 14xa7 S §14357
[FU -1 L] TART] i LITANE 2T ] L] [ [T
I2008 L] L3 R .00 371,58 [Fiseteiil ) 4 #2071 LU T T
LFIX20LE 3 EREZI SO0 33311 12797018 * Sl4r ™ Fga} El42 53
12200 " A2 R 0% 40
I¥15201E 7 512049 00 S120.43

Settings

1
@ Logout 53
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Email notifications are sent to any merchant who receives
a chargeback or retrieval request. The Chargebacks screen
publishes information about any chargebacks or retrieval
requests reported against a merchant account. Click the
Chargebacks tab in the left side menu to view the screen.

1. Select the Date range. This can be chosen from several

pre-set options or customized to specific dates.

2. Click the dropdown to select the type of report:
Chargeback or Retrieval Request.

3. Filters can be added to the search bar to search for
specific words or numbers.

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

5. Click Manage in Merlink to open a new tab and login
to the Merlik Portal. From there you can manage your
chargebacks.

Chargebacks

Total Chargebacks Total % Of Retrievals

$465.50 20.00 %

this Month > Al e v e
Processing Date 4 Loc Code T Amount T
10/10/2022 01042568416 $42.26
10/10/2022 01050741559 $131.96
10/09/2022 01052314987 $55.99
10/08/2022 01062849707 $103.98
10/02/2022 01054896024 $64.96
10/02/2022 01059453215 $24.99
10/02/2022 071066040571 $41.36

Total % Of Chargebacks

80.00 %

Status T

Credited
Debited
Debited
Debited
Debited
Debited

Pending

Card Type T

American Express

American Express

Visa

Master Card

Master Card

Master Card

American Express

Last4 T Reason Code T

x007

x008

1476

1065

4056

7407

x011

cos

R13

10.4

37

60

53

21

Type T

Chargeback

Chargeback

Chargeback

Chargeback

Chargeback

Chargeback

Retrieval

Reset Fi Itersq Export I

Reason Desc T

The Cardmember claims to have not re...

We did not receive your response to ou...

Other Fraud € Card Absent Environme...

Fraudulent Transaction-No Cardholder ...

Credit Not Processed

Cardholder Dispute

ARN T

34039589218010425684167

34039589236010507415595

24039589241010523149875

75207979263010628497074

75207979246010548960245

75207979256010594532150

34039589270010660405711

Manage in Merlink l
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Frequently Asked Questions

| forgot my password

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.

* 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.

For more information, please contact Choice Customer Support

800.539.9116 | support@choiceinc.biz
11-2023



