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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. Goto www.blackstonemerchant.com and click Login on the top right corner.

T =a ©

2. Enter your Username and Password, as provided in our welcome message.
3. Click Submit.
4. The Dashboard page is displayed. In the dashboard you can select what information you want

to see, for example: This month, This week, Last week, Last Month, Last 3 Months. You can
also select a specific cashier you want to see information on.

Transactions Derved

$1,259.80
Total Amount

WEEKLY SALES MONTHLY SALES

Version 2.0 Copyright© 2009 — 2018 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.

BLACKSTONE  Dashboard  Reports  MakePayments Invoicing ~ Cashiers  GiftCards  Business Settings IUSerSet(r\gsI

lome /Dashboard

ashboard

This Month

Total Amount Total Transactions ‘ 3

WEEKLY SALES MONTHLY SALES

All Cashiers v All Cashiers

2. The User Settings page is displayed.

User settings User Settings

Change Password

Other options & Primary Information

Name

Test Owner

Email

Testowner@email.com

Current Password

New Password Confirm New Password

Save

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 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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MANAGE CASHIERS

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

BlackstonePAY Gateway

a. Click the Cashiers tab.

—
BLACKSTONE  Dashboard  Reports  Make Payments  Invoicing GiftCards ~ Business Settings ~ User Settings

fiome /Dashboard

ashboard

This Month

$0.00 oo

Total Amount Total Transactions T

WEEKLY SALES [a<t 2 months MONTHLY SALES <t 2 months

Al Cashiers v All Cashiers

b. All cashiers associated with your account are displayed.

My Cashiers

AB @Ean § AABB e
Usemame testl Isemame aabb
XDelete XDelete
‘ May 16,2013 h Added On Apr 22, 2013
1 Alexandra Duran @Eat Angel Paredes @Es

Usemame aduran me. angel
RDelete

Added On' Apr 18, 2013 Added On: Apr 18, 2013
d

X0elete
n May 03,2013

Added ¢

on. Jul 24, 2013

Cashier 20 @Eat
Use: = BMS76074C20
n° May 16, 2013

Cashier 21 @Ea

ame Cajero 21

o
Blackstone Swiper @Eat Cajero Prueba R
‘ Usemane blackstone ' Isemame testing12345

RDelete

n: May 16, 2013

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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Add a Cashier BLACIKSTONE Dashboard Reports Make Payments  Invoic
1. Click Add Cashier on the left panel
of the My Cashiers page. My Cashiers ]
My Cashiers
Add Cashier
II BLACKSTONE MERCHANT
Added On: Feb 21, 2014

2. Enter the required information. BLAGIGTONE

3. Assign a Username and Password.
Checkmark the box if you want to
allow this cashier to make refunds

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.

My Cashiers

Add Cashier

Add Cashier

Cashier

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 2.0
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Edit a Cashier

1. Click the Edit button associated

k _ i _ My Cashiers
with the cashier you wish to edit.
AB Edit
Username: test1 &
X 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
edit.
First Name
BLACKSTONE
Last Name
3. Optional: Click Browse to upload MERCHANT SERVICE
an image of the cashier. The eomome
image must exist in your file bms2
SySte m . New Password
Retype Password
4. When done, click Save Changes.
@ AllowsRefund
Description
Cashier1
4
Change Picture: | Choose File | No fils chosen
5. The message Recently Updated
displays on the My Cashiers page Nitza McDermott @Edit
indicating the cashier’s profile was Usemame: nitza R Dok
Added On: Jul 03, 2013
recently updated. ed On: Ju

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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Delete a Cashier

1. Click the Delete button associated

with the cashier you wish to My Cashiers

GEdit

delete. AB
Username: test1 [
% Delete 5
Added On: May 16, 2013 ;

Alexandra Duran @Edit

—1
(% ¢ % Usemame: aduran
¥ X Delete
B Added On: Apr 18, 2013

2. A confirmation message is displayed.

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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REPORTS

The Reports option allows you to view summary and detailed transaction activity as well as a
customer report for all those customers who have made payments.

BlackstonePAY Gateway

Payments Report

1. Click the Reports tab. Click Payments to view detailed transaction information.

—_—
BLACKSTONE  Dashboard || Re Make Payments  Invoicing  Cashiers  Gift Cards  Business Settings ~ User Settings

B Payments

£ Customers

Home /Dashboard

Dashboard

This Month

$1,259.80 3

Total Amount Total Transactions

2. Select the time frame you wish to view.

3. You have the option to:

a. Click ALL CASHIERS to view transactions processed by all cashiers, or choose
a specific cashier.

b. Search by amount, authorization #, last 4 digits of card, customer name, client ID, etc.

Note: You can print or export the report to Excel.

BLACKSTONE Dashboard Reports Make Payments  Invoicing Cashiers Gift Cards Business Settings User Settings
Payments
- B 0 0 o
CASHIER FROM TO CREDIT CARD LAST FOUR DIGITS
All Cashiers * | Jun28 2018 B | Jul5, 2018 @

Searchin: AUTHORIZED, AMOUNT, AUTH # <=

Credit Cards Info | Gift Cards Info Check Info

Print | Export to Excel

@ Thu, Jul 05, 2018 1 payments $231.30 1 Denied Transactions 0 Refunded Transactions 0 Voided Transactions
© Tue, Jul 03, 2018 2 payments $1,028.50 0 Denied Transactions 0 Refunded Transactions. 0 Voided Transactions

@ Fri, Jun 29, 2018 2 payments $80.23 0 Denied Transactions 0 Refunded Transacticns 0 Voided Transactions

Export to Excel

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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4. The Detailed Info panel displays totals by date.
[ [ eomnoces |

@ Mon, Jul 09, 2078 1 payments $137.78 0 Denied Transactions 0 Refunded Transactions 0 Voided Transactions

@ Fri, Jul 06, 2018 4 payments $117.26 0 Denied Transactions 0 Refunded Transactions 0 Voided Transactions
@ Thu, Jul 05, 2018 2 payments $0.10 0 Denied Transactions 0 Refunded Transactions 0 Voided Transactions

@ Tue, Jul 03, 2018 6 payments $0.37 1 Denied Transactions 0 Refunded Transactions 0 Voided Transactions

m Export to Excel

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

© Thy Jun28 2018  3payments  $004  0Denied Transactions 4 Refunded Transactions 1 Viided Transactions
CARD TYPE HOUR CARD NUMBER AUTHORIZED SWIPED AMOUNT AUT# AVS o MESSAGE REFUNDED AMOUNT VOIDED AMOUNT

visa 06:00 PA 6240 REFUNDED P $0.01 077995 SUGCESS $0.01 50,00 n
visa 06:00 P 6240 AUTH P $0.01 060574 SUCCESS 50.00 50,00

visa 06:00 PAT 6240 AUTH P $0.01 064395 SUGCESS s0.00 50,00

visa 10:16 AM. 6240 REFUNDED P $0.03 072607 SUCCESS $0.03 80,00 )
visa 10:10 AM 6240 VOIDED P $0.05 083228 SUCCESS $§0.05 $§0.00 n
visa 10:05 AM 6240 REFUNDED P $0.03 005952 SUCCESS 8007 5000 n
VvisA 09:42 AM 6240 AUTH ¢ $0.02 071950 STREET GOOD APPROVED 071950 $0.00 $0.00

visa 09:40 A 6240 REFUNDED P $0.06 007627 STREET GooD APPROVED 007627 50,03 50,00 n

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

Note: If you do not see the “Process Refund” option, please check if the user that is logged
in has permission to do refunds (see Cashier configuration, page 3)

Detailed Payment Info Print Receipt |:> =

visaA 9983 $231.30

Werchant :D Werchant Name
Infomration Merchant Address

Merchant & Terminal ID
Date & Time of transaction =>

92857 Terminal# 10074863
018 15:15:48

07,

Cashier: 3973

Cashier ID Amount - $231 .30
Amount of Transaction => VISA - 9983
Type of Card & Last 4 Digits Auth Code: 109068

Authorization Code

" Receipt# - 1646574
Receipt #

Date/Time: 7/5/2018 2:07:39 PM

Enter the amount you want to refund:
Process a refund :>

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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Reports
The Reports option allows you to view summary and detailed transaction activity as well as a
customer report for all those customers who have made payments.

Customers Report

1. Click the Reports tab. Click Customers to view your customers report.

BLACKSTONE  Dashboard Make Payments  Invoicing ~ Cashiers  GiftCards ~ Business Settings  User Settings

[ Payments

& Customers

Home /Dashboard

Dashboard

This Menth

$1,259.80 3

Total Amount Total Transactions.

2. View your customers report

Customers

Customers Report

Client ID First Name Last Name Email Street Cit Zip Country Phone
07051 Mike Thompson mikethompson@test com 11600 NW 34th Street miami 33178 USA 7862226678
07033 Kaitlin Telles catalinatest@gmail com 11600 NW 34th Street miami 33178 usAa 3054265595

1 T 11-14 of 14 items

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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BUSINESS SETTINGS 8

This option allows you to view and request changes to your bank account and transactions settlement
settings.

User Settings

m]mt Dashboard Reports Make Payments Invoicing Cashiers Gift Cards

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.

BLACKSTONE Dashboard Reports Viake Payments Inveoicing Cashiers Gift C

Bank Account

Bank Account

Settlements

Business Logo il Current Bank Account
Credit Card Verification
Bank: WACHOVIA BANK
Routing Number: XXXXX6432
Account Number: XXXXXXXXX1331

Labels & Reports Configuration

/ Change Account

Account Type
Checking v

New Routing Mumber

New Account Number Confirm Account Mumber
25190
Change Bank Account
To change your bank account:
1. On the Bank Account page, click the ;
page, :Account Type f"\

Account Type drop-down button and
select your new account type.

! Checking
& Checking
Business Checking
Savings

2. Inthe New Routing Number field, enter / Change Account
your Bank routing number. This is the 9-
L. Account Type
digit number located at the bottom left Checking ol
corner of your checks, as illustrated on New Routing Number
the screen.
New Account Number Confirm Account Number

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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3. Enter your new bank account number in / Change Account
the New Account Number and the
. . Account Type !
Confirm Account Number fields. chiilg 5 -
! IZDDDDDOU’DDIZVI 0000
New Routing Number e ——— S 4]
New Account Number Confirm Account Number
4. Enter your Password and click Save -
|| Password

Changes to submit your request.
You must provide your current password for the changes to take effect

Current Password

Save Changes

5. A message displays notifying you that

@ Your request has been sent!
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 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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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

BlackstonePAY Gateway and tap the Settlement button every day to settle your transactions.

BLACKSTONE Dashboard Reports Make Payments Invoicing Cashiers Gift Cards Business Settings User Settings

Bank Account

Settlements

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

Settlements

Credit Card Verification If you decide to settle your transactions manually, then you have to find this option cn Blackstone Swiper Application and tap the Settlement |

You can also unsubscribe from automatic settlements if you are currently using this service
Labels & Reports Configuration

Tap the Settlement button for the money to be deposited in your bank account.

You are currently enrolled in Automatic Settlements

Your payments will be settled every day at 06:00 PM

Change Time of Settlements Unsubscribe from Auto Settlements

Subscribe to Automatic Settlements& for an email with the Daily Settlement Report

To enroll in Automatic Settlements:

IS

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

icaty, and al what hour of he &

Blackstone Swiper Application and tap the Settlement button for the

You are currently not enrolled in Automatic Settlements.

2. Click the hour drop-down button and
select the hour of day you wish to settle.

3. Check off to receive an email with the

. You are currently enrolled in Automatic Settlements
Daily Settlement Report y

Your payments will be settled every day at 06:00 PM

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

Note: The report will be sent to the email

. . 12:00 PM
registered with your account. El
DWouId you like to receive an email with the daily settlement report?

EDED

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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4. Click mit.
ck Submit 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.

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

6. Your Automatic Settlements enrollment Enroll in Automatic Settlements

OpthﬂS are d|5p|ayed- Are you sure you want your payments to be settled every day at 5:00 PM?

= T

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

Change Time of Settlements Unsubscribe from Auto Settiements

Change Time of 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. You are currently enrolled in Automatic Settlements

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

e
‘ Change Time of Settlements | Unsubscribe from Auto Settiements
e —— e

2. Click the hour drop-down button.
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 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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3. Select the hour of day you wish to settle { 05:00 PM -
112:00 AM )
every day. 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

BlackstonePAY Gateway

4. Click Submit. 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.

i 09:00 P [=] |

5. A pop-up window is displayed to confirm

s Automatic Settlements Change Request
your change request. Click Yes to

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

@O

6. Your Automatic Settlements enrollment
options are displayed. You are currently enrolled in Automatic Settlements
Your payments will be settled every day at 09:00 PM

Change Time of Settiements | Unsubscribe from Auto Settiements

Unsubscribe from Automatic Settlements

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

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

Your payments will be settled every day at 05:00 PM
button.
Change Time of Settiements | Unsubscribe from Auto Settiements  |p

You are currently enrolled in Automatic Settlements

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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2. Read the displayed notice before you Unsubscribe from Automatic Settlements
continue.

Unsubscribing from Automatic Settlements means that you will have to execute the
settlements manually in Blackstone Swiper Application. Please notice that your

NOte If you unSUbscrlbe from AUtomatlc money will be deposited in your bank account only when a manual settlement is

Settlements, you will have to execute the performed.

settlements manually in the Blackstone

Swiper Application to have your Are you sure you want to unsubscribe from Automatic Settlements?
payments deposited in your bank m

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

4. The Settlements page displays your

selected options. You are currently not enrolled in Automatic Settlements.

Enroll Now

Business Logo
This function allows you to update your business logo with will be displayed in your invoices.

BLACKSTONE Dashboard Reports \Viake Payments  Invoicing Cashiers Gift Cards Business Settings

Bank Account

Business Logo

Settlements

Select Logo (1MB max_): | Choose File No file chosen

Credit Card Verification

LAC .
Labels & Reports Configuration BM(:(HAAIQ SERVICES, INC.

1. Click Business Settings tab then click Business Logo
2. Click Choose File

2. Choose the logo you wish to upload from your computer.

3. Click Submit Logo i
g Business Logo

Select Logo (1MB max.)|| Choose File |BMS_RGE_Logo.png
BLACIGTONE
Submit Logo

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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Credit Card Verification
This function allows you to choose what type of credit card verifications (anti-fraud features) you want to
process your transactions with for maximum security.

MWE Dashboard Reports Viake Payments Inveicing Cashiers Gift Cards Business Settings

Bank Account

Card Verification
Settlements
Business Logo

Credit Card Verification

Labels & Reports Configuration

1. Click Business Settings tab then click on Credit Card Verification

2. Onthe Credit Card Verification page select the options you wish to verify when processing a
transaction.

3. Click Save Changes

Labels & Reports Configuration
This function allows you to customize your BLACKsTONE
payment frame (if applicable) and allows you to
custom name specific fields in your transactions
and customer report as well as your recurring
billings report. Also, you will be able to .
enable/disable specific columns from your -
transactions, customer, & recurring billings
report.

Labels & Reports Configuration

# Change Labels

1. Click Business Settings then click on both Labels & Reports Configuration tabs

2. To change the payment frame labels (if applicable) simply click on the header you wish to
edit and a help box will appear indicating where this label is in the payment frame. Then
fill in the text box.

3. Tochange the report headers simply click on the Client ID or Description text box to
change what the header will display.

4.  To change what information you want to view in your reports, enable or disable the
following: First Name, Last Name, Client ID, Description.

5 Click Change Labels when finished

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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Payment Types Configuration
This function allows you to add different payment types you wish to process in the virtual terminal. By

default in the virtual terminal there is a description box. If you add different payment types these will be
shows as a drop down box in the virtual terminal and when adding a new recurring billing.

Reports Viake Payments Invoicing Cashiers Gift Cards Business Settings

BLACKSTONE Dashboard

Bank Account Labels & Reports Configuration I Payment Types Cunfigurauunl

Settlements

Business Logo Payment Types Configuration
Credit Card Verification

Lahels & REEDI’IS Cnnfiguralianl / Add TI'&nSECtIOI’I

Transaction

Add

Click Business Settings then click Labels & Reports Configuration on the left side and then

click Payment Types Configuration
If you wish to add different payment types to choose from when processing a transaction

1.

simply type in the payment type and click add

Note: The payment type information can be enabled/disabled in the transactions and

recurring billings reports.

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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VIRTUAL TERMINAL & BILLINGS

This option provides the following functions:
o Process payments using the Virtual Terminal
Add Recurring Billing
View Active Billings
View Bill Payments History
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 Make Payments tab BLACKSTONE Dashboard  Reports invoicing
located at the top of the window.

2. Select the transaction you wish to
process. Virtual Terminal

Payment Details

y Sa Ie Please select transaction type

e Preauthorization Sale .

e Force E;?c:u“wrzam” 5 this payment? =
e Preauthorization Close | Pre ahonzation Complete

30

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

Payment Details

Please select ransaction type
Sale v
‘What cashier will you use to process this payment? *

BLACKSTONE MERCHANT ! I

Nelson Tarke (niarke)
Test Cashier (API)

4. Fill out the card information

Version 2.0 Copyright© 2009 — 2018 Blackstone Merchant Services, Inc.
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5. Enter the customer’s information. Client Details
Customer
Note: This section is not required to New Customer .
process a payment transaction but is Eleeln
recommended. The only fields mandatory
. . . . First Name
are Zip Code & E-mail. A receiptissentto :
your customer when the Email address is
entered. The receipt will include the ethame
payment description entered in the
Payment Details. o
City
State
Zip*
Country
6. Click the Process Payment button located Phons
at the bottom of the page to submit the
payment. i

Email to send receipt *

Add Recurring Billing S e
1. Click the Make Payments tab
located at the top of the window. virual Temini Add a Recurring Bil
View Active Billings () Billing Details
Recurring Payments History
. . orge ) Select Type of Billing
2. Click Add Recurring Billing on the left panel. e . R;M N
Select Frequency
3- The Add Recurring Bi"ing page |S d|5p|ay9d BLACKSTONE Dashboard  Reports = Make Payments  Invoicing
Not_e: There are two types of billings Virtual Terminal Add a Recurring Billing
ava”able' Add Recurring Billing
a. Recurring — A predetermined M T T {2 Billing Details
. Recurring Payments History
payment amount is charged on each xcepton Lt Selet Type ofBilng
HTR & Recuming O Installment
billing cycle. S
b. Installment — The payment amount Daly .
is calculated by dividing the total i
. B
amount due by the installment o
count. 8
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For Recurring payments:

a. Select Recurring.

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

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

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

e. Inthe 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.

For Installment payments:

a. Select Installment.

b. In the Installment Count field, enter
the number of installment payments.

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

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

f. Inthe 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.

Enter the Payment Details.

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

BlackstonePAY Gateway
Billings o~ _— .
t) Billing Details
s History
Select Type of Billing
n List

ecurring @ Installment

Select Frequency

WMonthly

Starts On *

Aug 01, 2013

Ends On

Description *

o/

Billings o~ T -
{j Billing Details
History
Select Type of Billing
List

© Recurring

Installment Count *

b X0

Select Frequency

Monthly

Starts On *

Aug 01, 2013

Description *

e/

Payment Details

CREDIT CARD

Amount to charge on each billing cycle *

$ 4275 3156/ 0372 54493

Card Number *
I

Card Holder Name *

Expiration Date *

Ccv2*
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BlackstonePAY Gateway

7. Enter the Client Details.

8. Click Save Billing to submit.

Edit/Remove a Recurring Billing

1. Click the Make Payments tab S
‘ Active Billi
located at the top of the window. P ctive BHings
Billing Type Amount
Exception List * Recuring $0.05 (Esch ek
2. Click View Active Billings on the left panel.
3. All your active recurring billings are displayed.

B client Details

First Name *
Last Name *
Street *

City *

State *

Armed Forces - AA

B

Zip Code *
Phone *

Email *

Save Billing

BLACKSTONE

Collected  Card

Active Billings

Billing Type Amount Collected  Card
* Recurring $0.04 (Ezch cycle)  $0.00 visa 6240
® Recurring $0.04 (Escticycle)  $0.00 visa 6240

Frequency  Added On Last Payment Date  Next PaymentDate  Client

Weekly Jul 03,2018 @ D47 AM [NO PAYMENT YET] Wed, Jul 04, 2015 Kaitlin Telles

Weekly 528, 2018 @0S2TAM  [NO PAYMENT YET] Fi, dun 29, 2018

John Smith

4. To edit a recurring billing click Edit.

5. To delete a recurring billing click Remove

Edit Billing

Amount: 0.04

Wkl
Frequency Weekly

Recurrence Start: 2018-07-04

Recurrence End- | 2018-07-08
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INVOICING

Send Invoice

1.  Click the Invoicing tab located at the
top of the window.

2.  The Send Invoice page is displayed.

The FROM field contains your
merchant account name and address.
If necessary, you can enter any changes
by simply typing over the information.

3. Inthe TO field, enter the Customer
Name and Email address. These are
required fields. The Customer Address
is optional.

4. Inthe Invoice # field, enter an invoice
number.

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

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

Dashboard Reports Viake Payments Cashiers

BLACKSTONE

Send Invoice
Paid Invoices

Unpaid Invoices.

Send Invoice

FROM

INVOICE

Subtotal 0.00

Tax Rate
Tax

Other

TOTAL 0.00

| N . B

Invoice # 2013436

Mo | Tu | We | Th | Fr | Sa | Su

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

26 | 27 [ 28 | 29 | 30 | 31

Today [ =T EL

Sep 16, 2013 [F

Due Date

September, 2013

Clear date
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7. If the invoice is for a service, click the E—
Product dropdown button and select
Service.

8. Inthe Description field, enter a brief [ tem | Descripion |

description for the invoice item. % Product [z] Samsung Galaxy SIV

9.  Enter the Unit Price and Quantity for
the “ne item. x Product [=] Samsung Galaxy SIV , 5e9.00 1.00 0.00 599.00
Onew Ttem
Subtotal 599.00
10. If applicable, enter the discounted o e (%] 000
amount in the Discount field. T G0
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 | I T e
New Item button. A new line item is : z:z:z S il —_ ZZZ ”Z'ZZI
displayed. Repeat steps 7 to 11 to add - — :

the item.

13. To add a sales tax, enter your Tax Rate
as a whole number.

Subtotal 614.00

Tax Rate % 7 Dd

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: $10 00 TaxRate | % 700
Jax 42.98
/
15. In the Invoice Notes field you have the TOTAL  666.98

option to add comments.

16. Verify your contact information at the
bottom of the invoice.

If you have any question about this invoice, please mnta:l TESTBMS . | 1308) 1819191 . testoms@bms.com I

If you need to make any changes, you
can edit the information by simply
typing over it.
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T you have any question about this invoice, please contact| 14

17. Click Preview to preview the invoice.

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 [ Pmeinae et

[ aboutblank

a pop-up window.
This invoice has been issued by TEST BMS

Close the pop-up window to proceed.

FROM

TEST BMS INVOICE

11600 NW 34th Street MIAML, FL, 33131

TO Invoice #: 2013456

ABC Company Invoice Date: Aug 15, 2013

nmcdermott@blackstoneonline.com Due Date: Sep 14, 2013
[ _mem | vescriton | unitprice| Quantity | _Discount | _ Amoun |

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
ane shieeing Tax Rate 7.00%
Tax 42.98
Other 10.00

TOTAL $666.98

If you have =ny question about this invoice, please contact TEST BMS, (305) 191-0191, testbms@bms.com

19. When done, click Submit.

If you have any quastion about this invoice, please contact TESTBMS , | (208) 181-8191

20. A message is displayed confirming the BLAGTONE
invoice was successfully sent. 5

Success

4 Your invoice has been successfully sent!
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Customer Receives Invoice

1.  Customer receives invoice via email. Payment Invoice
.. . invoicing@blackstonemerchant.com
The customer is instructed to click the St TR0 8T M
To: McDermott, Nitza
link to view and pay the invoice in the
Blackstone Merchant website. For a better experience, please view this invoice in the website by following
This invoice has been issued by TESTBMS
FROM INVOICE
TESTBMS

11600 N'W 34th Street MIAMI, FL, 33131

TO Invoice #: 2013456
ABC Company Invoice Date: Aug 15, 2013
nmecdemott(@blackstoneonline. com Due Date: Sep 14, 2013
CEC T
Service Samsung Galaxy SIV 599.00 1.00 0.00 599.00
Service Activation 15.00 1.00 0.00 15.00

Invoice Notes
Overnight shipping foo: $10.00

Subtotal 614.00

TaxRate 7.00%
Tax 4298
Other 10.00

TOTAL $666.98

If you have any question about this invoice, please contact TEST BMS, (303) 191-9191, festbms@bms.com

2.  The Blackstone Merchant window
opens displaying the invoice with the
Payment Details in the lower panel. 1

2 hipe. blckstonemerchan com 35

!“"j =
|

75c03 O - @ B 6 X | @ ineice

This invoice has been issued by TESTBMS

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

T Invoice #: 2013456

ABC Company Invoice Date: Aug 15, 2013
nmecdermott @blackstoneonline.com Due Date: Sep 14, 2013
o Deciton ik ric | oty | Dbt | Ao
Service Samsung Galaxy SIV 599.00 1.00 0.00 599.00
Service  Activation 15.00 100 0.00 15.00
Iyvaica Hots subtotal 614.00
night shioping fee:
Overnight shioping fee: $10.00 =R e
Tax 4298
Other 10.00

TOTAL $666.98

1 you have any Guestion abcut this invaice. Dlasse convact TEST BMS, (303) 191-9191, testbms@bms.com

Payment Details

Amount $666.98
Card Number
Card Holder Name
Expiration Date =)
Security Code
Zip Code
3.  The customer enters the payment ]
. K . Payment Details
information and submits the payment. Amount e
Card Number 4275315603725403
Card Holder Name  John Doe
Expiration Date Jan, 2019
Security Code 123
Zip Code 33156
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Paid Invoices

BlackstonePAY Gateway

1.  Onthe Invoicing page, select Paid Invoices.

[ Paidlnvoices [ Invoice [ Invoice

€« C'  { nttps//blackstonemerchant.com/app/Invoic

nvoices prd =

mm Payments Cashiers Virtual Terminal & Billings Business Settings User Settings Welcome, LTEST BMS ~

Send Invoice

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 %V [ Invoice x [} Invoice [ Invoice x

C' | @ nttps;//blackstonemerchant.com/app/Invoicing/Getlnvoice/7 cad =

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

| _stem | pescriwton | unitPrice |_Quantity |_Discount | _ Amount

Product Samsung Galaxy SIV 599.00 1.00 0.00 599.00

Service Activation 15.00 1.00 0.00 15.00

Myplos Notes Subtotal 614.00
Overnight shipping fee: $10.00

? et 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

PA
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Unpaid Invoices

BlackstonePAY Gateway

1.  Onthe Invoicing page, select Unpaid Invoices.

[ Paidlnvoices x

€« c E https://blackstonemerchant.com, aidInvoices =

BLACKSTONE Payments Cashiers Virtual Terminal & Billings - Business Settings User Settings Welcome, LTEST BMS ~ =

Send Invoice

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 $1.296.84
INV034573G Camilo Sanchez Aug 13, 2013 $439.87
IN0934AH34 Ramon Ortega Aug 13, 2013 $500.00

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

A new window opens displaying the selected invoice.

blackstonemerchant com

m

This invoice has been issued by TEST BMS

FROM

TEST BMS INVOICE |
11600 NW 34th Strast MIAMI, FL, 33131
10 Invoice #:  NIT132894
ABC Company Invoice Date: Aug 22, 2013
example 3 someemailcom DueDate:  Aug 30, 2013
123 Mai Street
| _nem | Descripton | unitPrice |_Quantity |_Discount | _Amount
Product  Phone 599.00 100 000  599.00
Senice ool Clesning 200.00 100 5000 15000
L subtotal 749.00
This is  test
Tax Rate 7.00%
Tax 5243
Other 0.00

TOTAL $801.43

1 you have any question abaut this ivoie. slaase contact TEST BMS, (303) 191-9191, testbmsBbms.com

Payment Details

Amount $801.43

Card Number

Card Holder Name

Expiration Date ]
Security Code

Zip Code
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