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LOGIN

For best results, it is recommended that you login to the Blackstone Mobile Merchant website using a
modern web browser, such as Internet Explorer 9 or higher, Google Chrome, Mozilla Firefox or Safari.

1. Login to http://www.blackstonemerchant.com

)| & http://wurw.blackstonemerchant.com/ (2 Welcome to Blackstone Me... %

Apply Now Contact Us BMS Gateway Order Supplies

BLACKSTONE' username

Password

Q
About Us

Accept credit cards
wherever you go.

2. Enter your Username and Password, as provided in our welcome message.

3. Click Submit.

4. The Blackstone Mobile Merchant Payments page is displayed.

- (=] [l
[') Payments x Y
« C' [ https;//blackstonemerchant.com/app/ <2 =
BLACIKSTONE Payments Cashiers Virtual Terminal & Billings Invoicing Business Settings User Settings
Today
Payments
This Week
Cashier
This Month
Last Week

ALL
CASHIERS

Last Month

Blackstone Swiper

Cajero Prueba Cashier 20 Cashier 21 Cashier 22 Cashier 23 Cashier 24

Cashier 25 Cashier 26 Cashier 27 Cashier 29 Cashier 30 Cashier 31

Cashier 32 Cashier 34

Cashier 35 Cashier 36 Cashier 37 Cashier 38

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. |
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CHANGE YOUR PASSWORD

It is recommended that you change your password the first time you login to the Blackstone Mobile
Merchant website. After that, you can change your password at your own discretion.

To change your password:

1. Click the User Settings tab.

P nttps//blackstonemerchant.com/app/

ETONE Payments Cashiers Virtual Terminal & Billings Invoicing Business Setfings User Settings

Payments

Cashier

ALL
CASHIERS L
: Alexandra Duran Angel Paredes

Eaicto praicha £2shict 22 Sachier23

2. The User Settings page is displayed.

J 1) user Settings

= C' B nttpsy/blackstonemerchant.com 2
BLACKSTONE' Payments ~ Cashiers  Viriual Terminal & Bilings  Invoicing  Business Sefiings ~ User Seftings

User Settings

User Settings

Change Password

Other options
&' Primary Information

Hame

Test BIMS Owner

Ema:
testbms@bms com

Current Password

New Password Confirm New Password

3. Enter the requested information, where:
a. Name is the name of your business.
b. Email is your business email address.
c. Current Password is your current password.

4. Inthe New Password field, enter the new password you wish to use.
5. Re-enter your new password in the Confirm New Password field.

6. Click Save to submit.

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 2 |




BLACIGTONE
MERCHANT WSERVICES, INC.

Mobile Merchant Reference Guide

MANAGE CASHIERS

The Cashiers option allows you to view, add, edit and delete cashiers.

a. Click the Cashiers tab.

TS DTaCKS TONETNETCNantConmy a1

TONE Payments Virtual Terminal & Billings Invoicing Business Settings

Payments

Cashier

ALL
CASHIERS

Cajero Prueba

Cashier 20 Cashier 21 Cashier 22

User Settings

Angel Paredes

Cashier 23

b. All cashiers associated with your account are displayed.

My Cashiers
AB Gt §| AABB
May 16, 2013 = '

Alexandra Duran @Edit

Angel Paredes

Us:

Usemame: aduran

angel
®Delete .

Added On Apr 18, 2013 Ade

Apr 18, 2013

Cajero Prueba

© blackstone e testing12345

®Delete

May 03, 2013 Jui 24, 2013

Cashier 20 (=
Usemame BMSTS074C20

Cashier 21

Cajera 21

XDelete

Blackstone Swiper @Ear
x A

S

Added On: May 16, 2013 On May 16, 2013

(=]

RDelete

GEdt

RDelele

e

ROeiste

GEd

RDelete

Version 1.1
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Add a Cashier

1. Click Add Cashier on the left panel

of the My Cashiers page.

2. Enter the required information.

3. Assign a Username and Password.

4. Optional: Click Browse to upload
an image of the cashier. The
image must exist in your file
system.

Browse your file system for the
desired image and double click it.

5. When done, click Create Cashier.

& https://blackstonemerchant.com/Portal/Cashiers

BLACIKSTONE Payments Cashiers Virtual Ter
My Cashiers =
My Cashiers
Add Cashier
AB
Username: test1
Added On: May
created this user to te bileCas
Alexandra
-
2 itps  blackstomemerchant.com P o-tal Cxshie 0 - @ 86X | & ndd Coshier
BLACKSTONE ments | Cashiers  Virtual Terminal & Billing ng  Busine: n ) i
Hy asner Add Cashier

Add Cashier

Cashier

First Name

Last Name

Description

Passworg

Pic

Note: You will receive notification from Blackstone Merchant Services once your request is executed.

6 Click Back to List to return to the My Cashiers page.

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc.
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Edit a Cashier
1. Click the Edit button associated :
X ; i ) My Cashiers
with the cashier you wish to edit.
A B GEdit
Username: test1
¥ Delete
Added On: May 16, 2013
Alexandra Duran @Edit -
Username: aduran
¥ Delete
Added On: Apr 18, 2013 .
2. Enter the information you wish to Edit Cashier
Edlt First Name
Nitza
Last Name
3. Optional: Click Browse to upload Medermott
an image of the cashier. The eermame
image must exist in your file nitza
SyStem' New Password
A Retype Password
4. When done, click Save Changes.
Description
This is a new cashier for Nitza
Change Picture:
5. The message Recently Updated
displays on the My Cashiers page Nitza McDermott @Edit
indicating the cashier’s profile was SEEE I T XDelele
Added On: Jul 03, 2013
recently updated. ed On: Ju
Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 5 |
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Delete a Cashier

1. Click the Delete button associated
with the cashier you wish to
delete.

2. A confirmation message is displayed.

My Cashiers
AB
Username: test!
Added On: May 16, 2013

Alexandra Duran

Username: aduran

Added On: Apr 18, 2013

EEdit

% Delete

GEdit

—
X Delete .

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc.
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PAYMENTS

The Payments option allows you to view summary and detailed transaction activity. You can view
transactions processed by all cashiers or by a selected cashier.

1. Click the Payments tab. The Payments page is displayed.

| Payments. x
= C' | @ nttps//blackstonemerchant.com/ap
BLACKSTONE o Cashiers Virlual Terminal & Billings Invoicing Business Setfings User Settings
Today
Payments
This Week
cne @)

This Month

Last Week Al.l.

Last Month E

All Cashiers

Cashier 21 Cashier 22 ¢ ar 2 Cashier 24

2. Select the time frame you wish to view from the options listed on the left panel.
3. You have the option to:
a. Click ALL CASHIERS to view transactions processed by all cashiers, or
b. Click a cashier image to view the transactions processed by the selected cashier.

Note: Depending on the number of cashiers associated with your account, you may need to
scroll down the window to view the Summary and Detailed Info. You can also click Cashier to

collapse the Cashier panel.

Fayments

€« € @ hitpsy//blackstonemerchant.com/app#
BLACIKSTONE Payments  Cashiers  Virtual Terminal & Bilings woicing  Business Seftings  User Seftings Wekome, LTEST BMS ~
Today
Payments
This Week
Cashie
This Month
Last Week Summary I
Last Month Transaction Amount Collectsd Fees Net Total
§1.98466 5000 5198466
Cash Totals :D ROy 140 ] ! !
— $106.04 525.36 580,68
Payment Card Totals $ [ 42 ] . = “
Total 5§2.000.70 $25.36 52,065.34

Detailed info

© Tue, Jul 30, 2013 3 payments 389 00 0 Denied Transactions

© Mon, 20,2013 20payments  $19203 2 Denied Transactions

© Fri Jui 26, 2013 4D payments  $25100 9 Denied Transactions

4. The Summary panel displays totals for:
a. Cash transactions
b. Payment card transactions
c. All transactions.

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. |
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5. The Detailed Info panel displays totals by date.

Detailed Info

© Thu, Jun 27, 2013 1 payments  $1.00
O Wed, Jun 26, 2013 8 payments $3.03

© Tue Jun 25 2013  1payments  $0.00

Ehu; Jun 20,2013 Bpayments  $42.00

0 Denied Transactions

0 Denied Transactions

0 Denied Transactions

2 Denied Transactions

6. Click the € button to expand the transaction details for a selected date.

@ Thu, Jun 20, 2013

oo

pscowtn
o)

Dscovin

\

BRGoviR
el

VISA
VISA

VISA

02:56 PM

02:45 PM

02:458 PM

02:45 PM

02:47 PM

02:47 PM

02:42 PM

02:23 PM

02:21 PM

02:17 PM

8 payments $42.00 2 Denied Transactions

$20.00

$1.00

$10.00

$1.00

$1.00

$10.00

$1.00

$1.00

$1.00

b oenied |

S oo
»
Y oo ]
"z

Message

indicates this

transaction was denied

Message

indicates this

transaction was
refunded.

7. Click a transaction on the Detailed Info panel. A pop-up window displays the details for the
selected transaction.

Detailed Payment Info

Payment Type —— % 8101

Date & Time —— 7hy Jun 20, 2013 at 02:56 PM

Receipt Number ———— Receipt

Cahier —— cashier: Janet

“Ylas

$2000 Swiped

«+—— Transaction

Am

ount

«+«—— Net Amount

+«—— Tra

«—— Custo

Close

Charged

nsaction Fee

mer's

Signature

Version 1.1
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BUSINESS SETTINGS
This option allows you to view and request changes to your bank account and transactions settlement
settings.
[ Payments
€« C' @ httpsy//blackstonemerchant.com/app#
BLACKSTONE Payments Cashiers Virtual Terminal & Billings Inveicing W User Seitings
Bank Account

To view your bank account information:

1. Click Business Settings.

2. The Bank Account page is automatically displayed. Your current bank account information is

displayed on the top panel.

[ ‘blackstonemerchant.com.

Bank Account

Settlements

il Current Bank Account

Bank TEST BANK
Routing Number: X)00(X6789
Account Number: XXXXXXXX5465

# Change Account

Account Type

Checking -

New Routing Humber

| Password

Current Password

BLACISTONE Payments ashiers  Virtual Terminal & Bilings  Invoicing | Business Seftings | User Settings

New Azcount Numper Confirm Account Number

Vou must provide your current password for ine changes (o fake effect,

wetcome, ATEST BMS =

Change Bank Account
To change your bank account:

1. Onthe Bank Account page, click the
Account Type drop-down button and
select your new account type.

2. Inthe New Routing Number field, enter
your Bank routing number. This is the 9-
digit number located at the bottom left
corner of your checks, as illustrated on
the screen.

Account Type —
Checking

Business Checking
Savings

/ Change Account

Account Type
Checking =

New Routing Number

New Account Number Confirm Account Number

‘ 120000000001 ;DUODDDDUDI:

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc.
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3. Enter your new bank account number in
the New Account Number and the
Confirm Account Number fields.

4. Enter your Password and click Save
Changes to submit your request.

5. A message displays notifying you that
your request has been sent.

/ Change Account

Account Type I

Checking E ==
0000000Rg 0000000008
New Routing Number e e e e — o

New Account Number Confirm Account Number

[ | Password

‘You must provide your current password for the changes to take effect.

Current Password

Save Changes

&~ Your request has been sent!

Your request may take a few days to take effect since it involves bank information processing.

Until these changes are executed, you will continue using your current bank information

Note: Your request may take a few days to take effect since it involves bank information processing.
Until these changes are executed, you will continue using your current bank information.

You will receive notification from Blackstone Merchant Services once your request is executed.

Version 1.1




BLACIGTONE
T W SERVICES, INC.

MERCHAN

Mobile Merchant Reference Guide

Settlements

This section displays your transactions settlement options and allows you to change your subscription
from or to Automatic Settlements. Automatic Settlement means that your processed transactions will
settle automatically (without manual intervention) every day at the specified time of settlement.

If you subscribe to Automatic Settlements, you have the option to choose the time of settlements. If
you do not subscribe to Automatic Settlements, you have to find the Settlements option on the
Blackstone Swiper Application and tap the Settlement button every day to settle your transactions.

[ Settlements -

L C | & nttps;//blackstonemerchant.com/app/BusinessSettings/Settlements

Bank Account

Settlements

money to be deposited in your bank account.

BLACKSTONE Payments Cashiers Virtual Terminal & Billings Invoicing Business Settings User Settings

In this section you can define whether or not you want your payments to be settied automatically, and at what hour of the day they will be settied.

If you decide to seftle your transactions manually, then you have to find this option on Swiper ion and tap the button for the

*You can also unsubscribe from automatic settiements if you are currently using this service

You are currently enrolled in Automatic Settlements
Your payments will be settled every day at 03:00 PM

Change Time of Settlements Unsubscribe from Auto Settlements

(=2 il

= | )

e =

Subscribe to Automatic Settlements
To enroll in Automatic Settlements:

1. On the Settlements page, click the Enroll
Now button.

2. Click the hour drop-down button.

Bk et S

= Settlements

10111 SECT0N y0U 30 G&fine WREINE Of HOL you WaN YOUT [y MERTS 10 be S&llled SulOMAcaly, and al whal Nour of Ihe day ey Wil be Semea

/&1 yoU fiave 1o find ihis ption an BAackstons SWiper Application and fap he Settiement button for the

ments if Yo are curently using this senvice:

You are currently not enrolled in Automatic Settlements.

You are currently not enrolled in Automatic Settlements.

Please select the hour of the day at which you want your payments to be settled every day.

12:00 AM

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 11 |
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3. Select the hour of day you wish to settle.

4. Click Submit.

5. A pop-up window is displayed to confirm
your request. Click Yes to confirm.

6. Your Automatic Settlements enrollment
options are displayed.

Change Time of Settlements

You are currently not enrolled in Automatic Settlements.
Please select the hour of the day at which you want your payments to be settled every day

05:00 PM -
1200 AM
l 01:00 AM

02:00 AM

03:00 AM
04:00 AM
05:00 AM
06:00 AM
07:00 AM
08:00 AM
09:00 AM
10:00 AM
11:00 AM
12:00 PM
01:00 PM

06:00 PM

07:00 PM
08:00 PM
09:00 PM
10:00 PM
11:.00 PM

You are currently not enrolled in Automatic Settlements.
Please select the hour of the day at which you want your payments to be settled every day.

fJosooen

Enroll in Automatic Settlements

Are you sure you want your payments to be settled every day at 5:00 PM?

= 3

You are currently enrolled in Automatic Settlements
Your payments will be settled every day at 05:00 PM

Change Time of Settiements | Unsubscribe from Auto Settlements

This function is available only if you are enrolled in Automatic Settlements.

1. On the Settlements page, click the
Change Time of Settlements button.

2. Click the hour drop-down button.

You are currently enrolled in Automatic Settlements

Your pa will be settled every day at 05:00 PM

e ——
§ Change Time of Seftiements ) ' Unsubscribe from Auto Settiements
e ———

You are currently enrolled in Automatic Settlements

Your payments will be settled every day at 05:00 PM

Please select the new hour of the day at which you want your payments to be settled every day

05:00 PM

Version 1.1
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3. Select the hour of day you wish to settle
every day.

4. Click Submit.

5. A pop-up window is displayed to confirm
your change request. Click Yes to
confirm.

6. Your Automatic Settlements enrollment
options are displayed.

Unsubscribe from Automatic Settlements

i 05:00 PM x|:
“{12:00 AM ’

01:00 AM

02:00 AM
03:00 AM
04:00 AM
05:00 AM
06:00 AM
07:00 AM
08:00 AM
09:00 AM
10:00 AM
11:00 AM
12:00 PM
01:00 PM
02:00 PM
03:00 PM
04:00 PM
06:00 PM
07:00 PM
08:00 PM
09:00 PM
10:00 PM
11:00 PM

You are currently enrolled in Automatic Settlements

Your payments will be settled every day at 05:00 PM

Please select the new hour of the day at which you want your payments to be settled every day.

T~ |

Automatic Settlements Change Request

Are you sure you want to change the time for automatic settlements from 5:00 PM to
9:00 PM?

G Lo

You are currently enrolled in Automatic Settlements
Your payments will be settled every day at 09:00 PM

Change Time of Settlements | Unsubscribe from Auto Settiements

This function is available only if you are enrolled in Automatic Settlements.

1. On the Settlements page, click the
Unsubscribe from Auto Settlements
button.

You are currently enrolled in Automatic Settlements

Your payments will be settled every day at 05:00 PM

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 13 |
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2.

Read the displayed notice before you
continue.

Note: If you unsubscribe from Automatic
Settlements, you will have to execute the
settlements manually in the Blackstone
Swiper Application to have your
payments deposited in your bank account.

Click the Yes button to confirm your
request or No to cancel.

The Settlements page displays your
selected options.

Unsubscribe from Automatic Settlements

Unsubscribing from Automatic Settlements means that you will have to execute the
settlements manually in Blackstone Swiper Application. Please notice that your
money will be deposited in your bank account only when a manual seftliement is
performed.

Are you sure you want to unsubscribe from Automatic Settlements?

v J

You are currently not enrolled in Automatic Settlements.

Enroll Now

Version 1.1
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VIRTUAL TERMINAL & BILLINGS

This option provides the following functions:

e Process payments using the Virtual Terminal

e Add Recurring Billing
o View Active Billings
e View Bill Payments History

e Exceptions List — Lists any recurring billings that failed at the time of payment.

Process Payment

To process a payment using the Virtual Terminal function:

1. Click the Virtual Terminal & Billings tab
located at the top of the window.

2. Click the cashier drop-down button and
select the cashier you will use to process
the payment.

3. Enter the payment details.

Note: When you click a payment card
field, a payment card image displays
highlighting the location of the required
information.

[ [ Payments

& €' | @ hiips//blackstonemerchant.com/app#
BLACKSTONE' Payments Cashiers I Virtual Terminal & Billings I Invoicing Business Settings

rminal A S

Virtual Terminal
g Billing
Billings Payment Details
s History

What cashier will you use to process this payment? *

h List iy

A B (lest1)

AAA BB (aabb)
Alexandra Duran (aduran)
Angel Paredes (angel)
Blackstone Swiper (blackstone)
dCashier 20 (BM376074C20)
Cashier 21 (Cajero 21)

Payment Details

Nitza McDermott (nitza)

Amount *
$ 5000
Card Number *

Card Holder Name *

Expiration Date (MMYY) *

What cashier will you use to process this payment? *

E| 3-Digi Verinicstion NumBer

Cvz*

Description for this payment *

if you provide your client’s email in the next section, the descripfion above will be included in the receipt sent fo your client.

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. |
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4. Enter the customer’s billing information.

Note: This section is not required to
process a payment transaction but is
recommended. A receiptis sent to your
customer when the Email address is
entered. The receipt will include the
payment description entered in the
Payment Details.

5. Click the Process Payment button located
at the bottom of the page to submit the
payment.

Add Recurring Billing

1. Click the Virtual Terminal & Billings tab
located at the top of the window.

2. Click Add Recurring Billing on the left panel.

3. The Add Recurring Billing page is displayed.

Note: There are two types of billings
available:

a.

Recurring — A predetermined
payment amount is charged on each
billing cycle.

BiIIing Information (we encourage you to fill the following fields)

Customer Id

Street

City

Zip

Email to send receipt

Invoice #

PO#

Process Payment

G @ & hitps://blackstonemerchant.com/Portz|/VirtualTerminal

BLACKSTONE'

Virtual Terminal

Add Recurring Billing

View Active Billings

Payments  Cashiers | Virtual Terminal & Billings

Virtual Terminal

Payment Details

BLACKSTONE

Virtual Terminal
Add Recurring Billing
View Active Billings
Bill Payments History

Exception List

Payments  Cashiers = Virtual Terminal & Billings

Add a Recurring Billing

{2 Billing Details

Select Type of Billing
© Recurring  © Installment
Select Frequency

Daily

Starts On *

Busi

b. Installment — The payment amount
is calculated by dividing the total —
amount due by the installment Descrpion-
count.
Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 16 |
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4. For Recurring payments:

a.
b.

Select Recurring.

Click the Select Frequency drop-
down button and select the payment
frequency.

Click the calendar button associated
with the Starts On field and select
the payments starting date.

Click the calendar button associated
with the Ends On field and select the
payments ending date.

In the Description field, enter a
payment description. The description
entered is included in the receipt
that is sent to your customer when
an email address is available.

5. For Installment payments:

a.
b.

Select Installment.

In the Installment Count field, enter
the number of installment payments.
Click the Select Frequency drop-
down button and select the payment
frequency.

Click the calendar button associated
with the Starts On field and select
the payments starting date.

In the Description field, enter a
payment description. The
description entered is included in the
receipt that is sent to your customer
when an email address is available.

6. Enter the Payment Details.

Note: When you click a payment card field, a
payment card image displays highlighting the
location of the required information.

s History
Select Type of Billing

n List

Select Frequency

Monthly

Starts On *

Aug 01, 2013

Ends On

Description *

&

Billings {2 Billing Details

ecurring @ Installment

Billings {:} Billing Details

History
Select Type of Billing

O -

Select Frequency

Monthly

Starts On *
Aug 01, 2013

Description *

e

List L )
© Recurring @ /Installment

m Payment Details

Amount to charge on each billing cycle *
]

Card Number *
|

Card Holder Name *

Expiration Date *

Ccv2*

CREDIT CARD

4295 31561 03725483

Version 1.1
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7. Enter the Client Details.

8. Click Save Billing to submit.

B client Details

First Name *
Last Name *
Street *
City *
State *
Armed Forces - AA E|
Zip Code *

Phone *

Email =

Save Billing

Version 1.1
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INVOICING

Send Invoice
1. Click the Invoicing tab located at the ==

top of the window. e
BLACKSTONE Payments  Cashiers  Virtual Terminal & Billings Iml Busine
2.  The Send Invoice page is displayed. BLACKSTONE Peyments  Gasners  Virua Tormnal & Biings | Invocing | Businass Sefings  Usar Sefing
sendinveics Send Invoice
The FROM field contains your — —
merchant account name and address.
If necessary, you can enter any changes B
by simply typing over the information. o
Invoice Date | 811572013 3.4
Due Date B
3. Inthe TO field, enter the Customer
. [ rem | Descrioion | unitprice | Guantty | Discount
Name and Email address. These are x P [1]
required fields. The Customer Address Suen e —
is optional. T
o oo
4. Inthe Invoice # field, enter an invoice N oo
number. S| oo |

5.  Click the Invoice Date field and select Invoice # | 2012436
the invoice date from the dropdown
calendar.

Invoice Datd

August, 2013

Mo | Tu | We | Th | Fr Sa Su

| - P
19|20 (21 |22 |23 |24 |25

26 | 27 [ 2B | 29 | 30 | 31

Today Clear date

6. Click the Due Date field and select the
invoice due date from the dropdown
calendar.

sep 16, 2013[E

Due Date

September, 2013

Clear date

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 19 |
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7. Iftheinvoice is for a service, click the T
Product dropdown button and select
Service.
8. In the Description field, enter a bref e oo ]
description for the invoice item. % Product [z] Samsung Galaxy SIV
A
9.  Enter the Unit Price and Quantity for Unit Price
the “ne item x  Product [=] Samsung Galaxy SIV 599 00 1.00 0.00 599.00
©New Item
Subtotal 599.00
. . Invoice Notes
10. |If applicable, enter the discounted et A o o e e e o e e TaxRate % 000
amount in the Discount field. T plog
y Other $ 0.00
TOTAL 599.00
11. The total amount for the line item is
automatically calculated and displayed
in the Amount field.
12. If you need to add more items, click the [ RN R
. . . S Galaxy SIvV
New Item button. A new line item is x E"’Z“ig —_— —_— ”“”I
. Ix roduct 0.00 0.00 0.00 0.00
dlsp‘layed. Repeat steps 7 to 11 to add
the item.
13. To add a sales tax, enter your Tax Rate subtotal  614.00
as a whole number. R
Tax Rate % 7 Od
Tax 42.98
Other § 0.00
TOTAL 656.98
14. Inthe Other field, you can enter any Subtotal  614.00
Invoice Notes
Other Charge amount. Overnight shipping fee: 310.00 TaxRate | % 700
Tax 42.98
/
15. Inthe Invoice Notes field you have the TOTAL 66698
option to add comments.
16 Verlfy your contact |nf0rmat|on at the If you have any question about this invoice, please mntalI TEST BMS | 1209) 1918181 | testbms@bms.com I
bottom of the invoice. ——
R <o |
If you need to make any changes, you
can edit the information by simply
typing over it.
Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 20 |
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17. CIle Preview to prEVieW the invoice. | T you have any question sbout this invoice, please contact| 14

Note: If the message “Your browser prevented
this site from opening a pop-up window.” @ Firefox prevented this site from opening a pop-up window. Options
appears at the top of your window, click the
displayed Options button and allow access.

18. A Preview of the invoice is displayed in -u"'“i“["w'CE*GW'ﬁ"f e
about:blank
a pop-up window.

This invoice has been issued by TEST BMS

Close the pop-up window to proceed.

FROM

TEST BIMS INVOICE

11600 NW 34th Street MIAMI, FL, 33131

TO Invoice #: 2013456

ABC Company Invoice Date: Aug 15, 2013

nmcdermott@blackstoneonline.com Due Date: Sep 14, 2013
[ | vescrition | umiterice| Quantity | _iscount | _Amount
Product Samsung Galaxy SIV 599.00 1.00 0.00 599.00
Service Activation 15.00 1.00 0.00 15.00

Invoice Notes

Subtotal 614.00
Overnight shipping fee: $10.00
Fhesnang Tax Rate 7.00%
Tax 42.98
Other 10.00

TOTAL $666.98

If you have any question about this invoice, please contact TEST BMS, (305) 191-9191, testbms@bms.com

19. When done, click Submit.

If you have =ny question about this invoice, please contact | TESTEMS , | 1305}181-3191

20. A message is displayed confirming the BACGTONS ; T
invoice was successfully sent. Success

4 Your invoice has been successfully sent!

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 21 |
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Customer Receives Invoice

1.

2.

3.

Customer receives invoice via email.
The customer is instructed to click the
link to view and pay the invoice in the
Blackstone Merchant website.

The Blackstone Merchant window
opens displaying the invoice with the
Payment Details in the lower panel.

The customer enters the payment
information and submits the payment.

Payment Invoice

invoicing@blackstonemerchant.com
ni Thu 8/15/2013 5:57 PM
McDermott, Nitza

For a better experience, please view this invoice in the website by following

This invoice has been issued by TESTBMS

ABC Company

nmedermott @blackstoneonline com

Due Date:

Service

Samsung Galaxy SIV 599.00 1.00 0.00 599.00
Activation 15.00 1.00 0.00 15.00

Service

Ivoice Notes Subtotal 614.00
Overnight shipping fee: §10.00
TaxRate 7.00%
Tax 4298

Other 10.00
TOTAL $666.98

¥ you have any question about this invaice, please contact TEST BMS, (305) 101-9101, testbms@bms.com

FROM INVOICE
TESTBMS

11600 NW 34th Street MIAMI, FL, 33131

TO Invoice #: 2013456

Invoice Date: Aug 15,2013
Sep 14,2013

o g Unit -
“m

4 0 - & 86 X| @ imoice

This invoice has been issued by TESTBMS

FROM

TESTEMS INVOICE
L1600 MW 34th Street MIAML FL. 33131
0 Involce #: 2012456
ABC Company Involce Date: Aug 15, 2013
nmcdermott @ blackstoneaniine.com Due Date:  Sep 14, 2013
[ mem | Ossciston | uniprice | _quantity | Discount | Amount
Service Samsung Galaxy SIV 599.00 1.00 0.00 599.00
Service  Activation 15.00 100 0.00 15.00
[voice Notes Subtotal 614.00
vernight shioping fes: $10.
avemight shipping fee: $10.00 o -
Tax 4298
Other 1000
TOTAL  $666.98
7o Rt any questin aboutthisinvoice,plase contact TEST BN, (305) 191-3131, testhmsbma.com

Payment Details
Amount

Card Number

Card Holder Name
Expiration Date B
Security Code

Zip Code

$666.98

Payment Details

Amount $6066.98

Card Number 4275315603725493

Card Holder Name  John Doe

Expiration Date Jan, 2019
Security Code 123

Zip Code 33156

Submit Payment

Version 1.1
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1.  Onthe Invoicing page, select Paid Invoices.

[ Paidinveices [ Invoice [ Inveice U [ Inveice

< () https://blackstonemerchant.com/app/Invoicing/Paidinvoices
p g

BLACKSTONE Payments  Cashiers  Virtual Terminal & Billings - Business Seftings  User Setfings

=l Paid Invoices

Invoice Number Customer Name Issued Date Total Paid On Payment Card Reference Number

Unpaid Invoices

2013456 ABC Company Aug 15, 2013 $666.98 Aug 16, 2013 VISA 4566 GKJ392847H

2. Select an invoice from the displayed list to view the invoice details.

A new window opens displaying the selected invoice.

[ Paidinvoices ¥ [ Invoice [ Invoice * [ Invoice ([ Invoice

(= https://blackstonemerchant.com/app/Invoicing/Getlnvoice/78c3170d-279e-4671-9b34-5345e32b1cad

This invoice has been issued by TESTBMS

FROM
TESTBMS INVOICE
11600 NW 34th Street MIAMI, FL, 33131
TO

ABC Company
example@someemail.com

Invoice #: 2013456
Invoice Date: Aug 15, 2013
Due Date: Sep 14, 2013

| _zem | Deseiston | unitPrice | Quantiiy |_Discount | _Amourt

Product Samsung Galaxy SIV 599.00 1.00 0.00

599.00

Service Activation 15.00 1.00 0.00 15.00

Invoice Notes Subtotal 614.00
Overnight shipping fee: $10.00

e Tax Rate 7.00%

Tax 42.98

Other 10.00

TOTAL $666.98

If you have any question about this invoice, please contact TEST BMS, (305) 191-0151, testbms@bms.com

PA

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. | 23 |
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Unpaid Invoices

1.  Onthe Invoicing page, select Unpaid Invoices.

[ Paidinvoices x QY

<« C £ httpsy//blackstonemerchant.com/app/Invoicing/Unpaidinvoices So =

Send inveice Unpaid Invoices

Paid Invoices

Invoice Number Customer Name Issued Date Total
s

ANG0002 Angel Paredes Aug 24,2013 $1,156.06
NIT132894 Nitza Aug 22, 2013 $801.43
ANG3257 Angel Paredes Aug 15, 2013 $1,206.84
INV034573G Camilo Sanchez. Aug 13,2013 $439.87
INO934AH34 Ramon Ortega Aug 13, 2013 $500.00

BLACIKSTONE Payments Cashiers Virtual Terminal & Billings - Business Setfings User Settings -

2. Select an invoice from the displayed list to view the invoice details.

A new window opens displaying the selected invoice.

| Paidimices e

C | & https//blackstonemerchant com

This invoice has been issued by TEST BMS

FROM

TEST BMS INVOICE )
11800 MW 34th Strest MIAMI, FL, 33131
o Invoice #:  MIT12295%
ABC Company Invoice Date: Aug 22, 2013
exampled sameemailcom Due Date:  Aug 30, 2013
123 Man Streat
e Decton i pice | vt |t | s
product  iphane 599.00 100 000 599.00
Service ool Clesning 200.00 100 s000  150.00
faveice Notes subtotal 749.00
This i a test
Tax Rate 7.00%
Tax 5243
Other 000

TOTAL $801.43

1 you have any qusstin about this invesce. slensa contact TESTBMS, (303) 193-9191, testbmagbm.com

Payment Details

Amount $801.43

Card Number

Card Holder Name

Expiration Date 1]
Security Code

Zip Code

Submit Payment

Version 1.1 Copyright© 2009-2013 Blackstone Merchant Services, Inc. |
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