PROCHARGE' ==
3

Mobile App Terminal

EMVINFC Auto
Payments e-Invoicing

n

ProCharge®Mobile EMV
User Guide

B PoweredBy .
E ElectronicPayments’ Technical Support: 800-966-5520 - Option 3




—— ° B Publication Date: 10/31/23
= ElectronicPayments Version: 10.31.23

Contents
OVEIVIBW. .. eeeiieeieieieiierieeeeteseeiesttsreeeeeeseessssssssassessessassssssessessessssssssssnsesssssssssssssssssssensssssssnsssnsssssssssssssasens 3
GELING STAMEM.........eeeeeecieeee ettt e e st e s eae e s b e e sae s e be e b e e sb e e e e e e ba e abeenaanans 3
Creating a ProCharge® Mobile EMV PIN ..........c.ocooiioeieeeeeeeeeeeeeeee et enene 3
LOGGING iNTO ThE AP ...ttt ettt ettt et e et e et e e e ta e e aaeebe e aeeeraeeaneereens 4
Pairing with a Bluetooth DeViCe LOGIN..........oouiiiuiiiiieieceeeeee et 4
TaAD DESCIIPLIONS ...ttt ettt e e et e e et e et e et e e eteeeaeeeaaeeseeeaeeeseeeaseenseeeseesaeens 7
Tab BUONS @NA ICONS ... e et e e et e e e e et e e e e e e e e eeaea s 8
NaVIgATING T8 AP ettt ettt e ee et e e et s eee et e eae et e n e e e e e e ene e e e an e eenenean 8
CIEAIT SECHION. ... e et e e ettt e e e e et e e e e e e e e e e e e e et e e e eeaneeeeanes 8
S0 e e e e e e e e e e e 9
RETUN ... e e e et e et e et e e e e e e e e e e e e e e 10
Gt SBOTION ... e et e et e e e e e e e e e e e e e et eeeeeneeean 10
REAGEIM.. ..t et e et e e e e e e e e e e e e e e e e e e e e e 11
ACHIVALE .o, 11
AAA VAIUE. ... et e e e e et e e e e e e e eeaaeeas 12
BalanCe INQUITY ...ttt et ettt e et e et e e te e eaeeeaeeeaeeeaeeeaeeenneenreeeaeeas 12
BalaNCe TrANSTEE ...t e et e et e e e e e e e et e e e e eee e e e 13
CaSN TIANSACTIONS ... ettt e et e et e e et e e e et e e e e et e e e e et e e e e e e e e eenaeeas 13
MaNAQE TrANSACTIONS .....evviieiiiieee ettt et e ettt e e et e e e e ttb e e e esatbeeeesstraeeessesaeeessssseeeassseeeasssseseesssseeanns 13
o TR o] SRR USSP 14
[0 T oL 14
1= 01 ] PSSR 15
[ o 0L U PURPRPNE 15
USING The APP ..ottt ettt e bt e st e smeeae st et e aesae e st esee st enneeneens 16
Credit TrANSACTIONS ..o e e e e e et e e e e e e e e e e e e e e eee e e e e eaeeeesaaneeeas 16
CrEAIT SAIES ... e e e et e e et e e e e e e e e e e e e e e e eaea s 16
Credit REFUNGS. ... e et e e e e e e e e e e e eaaee s 19
Gt CAS .. et e e e e e e e e e e e e et e e e e enaeean 22
REAEEM Gift CAIUS ... ..ot e e et e e e et e e e e et e e e e e e e e eeaeeeeaaas 22
ACTIVALE GIft CANUS. ... ettt e e e e et e e e e e e e e e e e eeaeeeeas 25
A VAIUE.....ceeceeeee e e ettt e et e e e e e e e e e e e e eaeeas 26
BalanCe INQUITY ...ttt ettt e et e et e e te e et e et e e aeeeteeeaaeeteeeseeeaneensean 28
BalANCE TIANSTEE ... et e et e e e e e e e e et e e e e eeae e e e 29
CASN Sl ... e e e e e e e et eaaeeaaaaa 30
MANAGE. ... ettt ettt e e e ettt e e e et a e e e e etbbeeeeetbeeeeatbeaaeetbeaaeeatbbaeeeatbaaaeeartaeaeeatbaeeeataeeeanns 33
o 1T ] o USSP 33
IIVOICES .ttt ettt ettt ettt ettt ettt et ettt e e et e e et et e e e e e e e ae e e e et eeeeeaaeeaaaaeeees 35
LN Z=T 01 (o] USRS 39

Tech Support: 800-966-5520 - Option 3 | ProCharge® Mobile EMV User Guide | 2



—— ° N Publication Date: 10/31/23
= ElectronicPayments Version: 10.31.23

Overview

This guide provides detailed instructions on installing and operating the ProCharge® Mobile EMV App.
Instructions follow best practices to facilitate successful installation and operation of the app on supported
Apple and Android mobile devices.

Getting Started

The following procedures summarize the process of logging into the app once it's downloaded to your
mobile device. Apple users should download the app from the App Store. Android users can download the
app from the Google Play Store app.

NOTE: Electronic Payments recommends updating your Apple or Android device to the latest version before
downloading the ProCharge® Mobile EMV app.

Creating a ProCharge® Mobile EMV PIN

After downloading and opening the app, ProCharge® Mobile EMV prompts users to create a four-digit PIN.
Enter and re-enter the PIN, and then store it in a safe place for easy retrieval, if needed.

PROCHARGE " ~j=

Create your 4 digit PIN

Just curious? Try out a test sale!

NOTES:
¢ Uninstall, then re-install the app if you encounter any trouble creating a PIN or logging in.

e Depending on the device, merchants may be prompted to enable the device’'s microphone features
as well as receive notifications. These prompts are optional.
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Logging into the App

Once you've created a PIN, the app prompts users to enter login credentials. Enter the following, and then
tap Login:

e User Name: Provided by Electronic Payments (typically, an email address)
¢ Reg Key: Provided by Electronic Payments
e Password: Created by the user

Users can also select the Remember Me toggle to allow ProCharge® Mobile EMV to pre-populate saved
credentials during future log-in attempts.

NOTE: User credentials from earlier versions of ProCharge® also work with ProCharge® Mobile EMV.
Contact Technical Support to reset passwords or to resolve any password difficulties.

Pairing with a Bluetooth Device Login

ProCharge® Mobile EMV can be paired with a Bluetooth device, such as the ProCharge® Mobile reader, to
process mobile transactions. Perform the following within the app to make this connection:

1. From the menu, navigate to Credit > Sale.
2. Enter a test transaction amount (i.e., $0.02) and process a transaction.

NOTE: For detailed instructions on completing credit sales, see Credit Transactions.

= CREDIT CARD SALE

Shopping Cart
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3. On the Card Entry screen, tap Search for Bluetooth Swiper to connect to an available device.

é ENTER INFORMATION OR SWIPE

eeee seee seee 1111 VISA
EXP DATE SECURITY CODE
05/23

ZIP CODE
jADDRESS 29801

Swiper: Disconnected

SEARCH FOR BLUETOOTH SWIPER

CHECKOUT

Cancel Next

4. When the Swiper Pairing pop-up displays, enter the six-digit code printed on the back of the

Bluetooth device, then tap Next.

EXPLC T0DE
Swiper Pairing
You may be prompted for the swiper
pairing code. This can be found on the
back of the swiper as the "BT
ADDR Passkey",

Please have this G-digit value ready.
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5. Follow the instructions on the Bluetooth Pairing Request pop-up, then tap Pair.

CARD NUMBER —

Bluetooth Pairing Request
“CHB306235001289" would like to
pair with your iPhone. Enter the code
EXP D shown on "CHB306235001289". Do >0ODE
not do anything on
“CHB306235001289" until pairing is
complete.

ADDRI

Cancel

SEARCH FOR BLUETOOTH SWIPER

6. When the Swiper Update Needed pop-up displays, tap Update Now.

NOTE: Do not turn off the app or swiper during the update.
EXP DATE SECURITY CODE

Swiper Update Needed

An update is needed on your
ADDR swiper device.

This may take up to 10 minutes
depending on your network
connection.

Do NOT power off your mobile device
or the swiper during the update.

Dismiss Update Now

7. Once the update completes, navigate to the payment screen, and insert the Bluetooth swiper into
the phone port.
8. Complete payment with a card, inserting the chip or tapping for contactless payment.

9. Remove the card when prompted. The signature panel screen displays.
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£ ElectronicPayments’

Publication Date: 10/31/23

Version: 10.31.23

10. Enter a signature and tap Pay.

1111]05/23

1/

Tab Descriptions

Tap one of the tabs under the Global Menu in the top left corner of most screens to perform basic
functions. The following table provides a high-level description of each tab in the ProCharge® Mobile EMV

app.

Section

Credit

Gift

Cash

Manage

Log Out

Setting
Sale
Refund
Redeem
Activate
Add Value
Balance Inquiry
Balance Transfer
Cash
History
Invoices
Inventory

Log Out

Description
Processes credit sales
Processes credit refunds
Redeem eGiftSolutions gift cards
Activate eGiftSolutions gift cards

Add value to eGiftSolutions gift cards
Check balance of eGiftSolutions gift card

Transfer balance to/from an eGiftSolutions gift card
Process cash sales

Review history of individual transactions

View or create invoices

View or add to inventory

Log out of ProCharge® Mobile EMV
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Tab Buttons and Icons

Under each tab are various icons that perform essential functions when using the ProCharge® Mobile EMV
app. The following table includes a description of each of these icons.

Function Image Description

Global

— Access other app functions.
Menu PP

Shopping [ . ] Tap to process credit sales manually by entering a specific
Shopping Cart
Cart Tab dollar amount.

Inventory [ ] Tap to process credit sales by selecting items saved in
Inventory .
Tab inventory.

Keypad
yP Tap to enlarge the digital keypad (Shopping Cart tab only).
Button
Search . I
Tap to search for items in inventory (Inventory tab only).
Button

Navigating the App

The ProCharge® Mobile EMV app is designed for easy navigation, allowing merchants to conduct business
while on the go. Merchants can process payments, manage inventory, track invoices, and much more.

Credit Section

In the Credit section, merchants can process credit card sales and issue refunds.
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Sale

Navigate to Credit > Sale to conduct credit transactions. Merchants can manually process sales by entering
a dollar amount or searching for and adding specific items.

= CREDIT CARD SALE = CREDIT CARD SALE

Bagel = + $1.50
Coffee = || qp $2.50
Fish Sandwich = | ap $15.00
Muffin = ar $1.75
Tea - arF $2.50
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Refund
Merchants can use the Refund function to issue open-ended refunds to customers.

NOTE: Refunds for specific transactions are performed under the History section.

Gift Section

The Gift section allows users to process transactions with an eGiftSolutions gift card. Users can perform a
variety of functions, including redeeming, activating, adding value, checking balances, and transferring

balances.
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Redeem

Tap Redeem to process payments made with an eGiftSolutions gift card. Merchants can enter a specific
dollar amount or select specific items from inventory.

REDEEM REDEEM

Bagel = | o $1.50
Coffee = + $2.50
Fish Sandwich = + $15.00
Muffin — + $1.75
Tea = + $2.50

1 2 3

4 5 6

7 8 9

0 @
Activate

Tap Activate to enter a dollar value to a mew eGiftSolutions card and to activate it.

ACTIVATE

PROCEED TO TRANSACTION SUMMARY
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Add Value

Tap Add Value to increase the value of a previously activated eGiftSolutions card.

ADD VALUE

$20.00

PROCEED TO TRANSACTION SUMMARY

Balance Inquiry

Tap Balance Inquiry to view the current balance by entering the card number for a previously activated
eGiftSolutions card.

é ENTER INFORMATION OR SWIPE

ENTER CARD NUMBER

Swiper: Disconnected

SEARCH FOR BLUETOOTH SWIPER

Cancel Done
1 2| &

4 5 8

2] & | .
0 &
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Balance Transfer

Tap Balance Transfer to transfer part or all of the balance from one eGiftSolutions card to another.

BALANCE TRANS...

PROCEED TO TRANSACTION SUMMARY

Cash Transactions

Tap Cash to process transactions paid for with cash. Merchants can enter a specific dollar amount under
the Shopping Cart tab or select items under the Inventory tab.

= CASH SALE

Shopping Cart

PROCEED TO TRANSACTION SUMMARY

Manage Transactions

In the Manage section, merchants can track transaction history, add and track inventory, and create
invoices.
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History

Navigate to Manage > History to view a running list of recently conducted transactions. Transactions are
grouped according to date, and contain the transaction amount, transaction time, and payment method.
Users can also process voids and refunds for individual transactions. The following table provides a high-
level description of various payment methods listed under the History tab:

Payment Payment Method

Method Image
Credit VISA
eGiftSolutions SO
Gift Card EI%

Cash @

Invoices

Tap Invoices to create a new invoice.

Tri New

13640994-312

$0.55 $0.55
Feb 07, 2023
$0.55 3.500

Payment Method Description

Denotes credit or debit purchases

Denotes eGiftSolutions gift card purchases

Denotes cash purchases

Merchants can also pay and edit invoices.
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Inventory

Tap Inventory to review items in inventory. Add items to inventory by tapping the Plus (+) icon. Delete items
by swiping an item and tapping Delete.

é Manage Inventory + é Manage Inventory +

Badminton racquet $35.00 Badminton racquet $35.00
Baseball $25.99 Baseball $25.99
Baseball Bat $199.95 Baseball Bat $199.95
Basketball $25.00 Basketball $25.00
Basketball Jersey $50.00 Basketball Jersey $50.00
Disc Golf Basket $195.99 IBasket —— $105.09
Fishing Bait -Assorted $19.99 Fishing rod $49.99
Fishing rod $49.99 Football $19.99
Football $19.99 Football Cleats $125.00
Football Cleats $125.00 Football Helmet $70.00
Football Helmet $70.00 Golf Balls - Pro V1 $49.99
Log Out

Tap Log Out to log out of the ProCharge® Mobile EMV app.
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Using the App

Credit Transactions

Under the Credit tab, merchants can conduct credit card sales and issue refunds.

Credit Sales

1. From the Global Menu, navigate to Credit > Sale.

Tri New Secure2 Tester
[ Today's Sales $0.00

Manage

History
Invoices

Inventory

Credit

Sale

Refund

Redeem

2. Perform one of the following:
a. Tap the Shopping Cart button and manually enter the transaction amount.

b. Tap the Inventory button and select the desired items and quantity.

= CREDIT CARD SALE = CREDIT CARD SALE

Bagel = + $1.50
Coffee = + $2.50
Fish Sandwich — aF $15.00
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3. Tap Proceed to Transaction Summary. The Transaction Summary page displays.

CREDIT CARD SALE

Shopping Cart

PROCEED TO TRANSACTION SUMMARY

4. Select all applicable taxes and/or fees.

é TRANSACTION SUMMARY

PROCEED TO CARD ENTRY

Sub Total $25.00

Reverse Cash Discount O $1.29

Tax () $0.88
Admin Fee ) 120

5. Select a tip amount as desired.

6. Optional: Tap Add Note to enter a note, if desired.
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7. Tap Proceed to Card Entry.

é TRANSACTION SUMMARY

PROCEED TO CARD ENTRY

Sub Total $25.00
Reverse Cash Discount O $1.29

Tax @) soss
Admin Fee 0 $1.29

8. On the Card Entry screen, enter the customer’s credit card payment information or swipe the card

using the ProCharge® Mobile Reader or other Bluetooth swiper.

9. Tap Checkout. The signature panel displays.

é ENTER INFORMATION OR SWIPE

eeee ssee seee 111'] V,SA
EXP DATE SECURITY CODE
05/23 9**

ADDRESS ZIP CODE

111 Eagle Ct. 29801

Swiper: Disconnected
SEARCH FOR BLUETOOTH SWIPER
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—a— ° B Publication Date: 10/31/23
= ElectronicPayments Version: 10.31.23

10. Tap Pay after the customer enters their signature.

1111/ 05/23

1/t

PAY

Credit Refunds

Merchants can process open-ended credit refunds using either the Shopping Cart or Inventory tabs.

1. From the Global Menu, then navigate to Credit > Refund.

Tri New Secure2 Tester
[5 Today's Sales $0.00

Manage

History

Invoices
Inventory

Credit

Sale

Refund

Redeem

2. Enter a refund amount, then tap Proceed to Transaction Summary.

PROCEED TO TRANSACTION SUMMARY
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3. Enter credit card information for the card where the refund will be applied.

4. Tap Checkout.

é ENTER INFORMATION OR SWIPE

seee sese seee 1771 V,SA
EXP DATE SECURITY CODE
12/23

ZIP CODE
ADDRESS 29801'

Swiper: Disconnected

CCARALL CARD DI LICTAATLL CVWiinecn

CHECKOUT

5. Tap Refund after the customer signs their name on the refund signature screen.

é VISA +000 0nne sees 1111 |12/23
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6. If the transaction declines, perform one of the following:
a. Tap New Transaction to start a new transaction.
b. Tap Try Again to process the card a second time.

c. Tap Save Invoice to create an invoice and bill the customer.

Declined

Card Number 1111

$20.50

[ TRY AGAIN } [ SAVE INVOICE ]
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Gift Cards

Processing eGiftSolutions cards for payments and refunds follows similar procedures as credit card
transactions. Additionally, merchants can add value to cards and transfer balances from card to card.

Redeem Gift Cards

1. Navigate to Gift > Redeem.

2. Perform one of the following:

a. Tap the Shopping Cart button to manually enter the transaction amount.

b. Tap the Inventory button and select the desired items and quantity.

— REDEEM

PRO :EED TO TRANSACTION SUMMARY

3. Tap Proceed to Transaction Summary. The Transaction Summary page displays.

—] REDEEM

Shopping Cart

PROCEED TO TRANSACTION SUMMARY

REDEEM

PROCEED TO TRANSACTION SUM| IARY

Bagel =  qp $1.50
Coffee = ar $2.50
Fish Sandwich — 4+ $1500
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4. Optional: Tap Add Note to attach a note to the transaction.

é TRANSACTION SUMMARY

PROCEED TO CARD ENTRY

Sub Total
Tax

Admin Fee

$20.50

) son
) so

5. Select all applicable taxes and/or fees.

é TRANSACTION SUMMARY

PR JCEED TO CARD ENTRY

Sub Total $20.50
Tax ) som
Admin Fee ¢ swor

a

6. Select a tip amount as desired.

é TRANSACTION SUMMARY

PROCEED TO CARD ENTRY

Sub Total $20.50
Tax 0 $0.72
Admin Fee () $1.22
Tip o $3.08
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7. Tap Proceed to Card Entry.

é TRANSACTION SUN MARY

$29 29

| PROCEED TO CARD ENTRY

Sub Total $20.50

Tax D $0.72

Admin Fee () $1.07

8. On the Card Entry screen, swipe the card or enter the gift card number.

é ENTER INFORMATION OR SWIPE

$25.52

6517

Swiper: Disconnected
SEARCH FOR BLUETOOTH SWIPER

CHECKOUT

9. Tap Checkout or Done. The signature panel displays.

10. Tap Pay after the customer enters their signature.

A S L
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Activate Gift Cards

1. Navigate to Gift > Activate.

Sale

Refund

Redeem

Activate LSS

Add Value

Balance Inquiry

Balance Transfer

2. Enter a value for the new eGiftSolutions card.
3. Tap Proceed to Transaction Summary.

4. On the Card Entry screen, swipe the card or enter the customer’s card number.

é ENTER INFORMATION OR SWIPE

0529

‘ 1. Enter Card Number

2. Tap Checkout

Swiper: [Fsconnected

SEARCH FOR BL JETOOTH SWIPER

CHECKOUT
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5. Tap Checkout or Done. The signature panel displays.

6. Tap Pay after the customer enters their signature.

Add Value

1. Navigate to Gift > Add Value.

Sale

Refund

Redeem

Activate

Add Value A—

Balance Inquiry

Balance Transfer

2. Enter the value to add to an existing eGiftSolutions card.

ADD VALUE

dcHN NN
| (Y () {
$20.0C

PROCEED TO TRANSACTION SUMMARY

3. Tap Proceed to Transaction Summary.
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4. Enter the 16-digit number of the card that is receiving additional value.

é ENTER INFORMATION OR SWIPE

0529

] 1. Enter Card Number

2. Tap Checkout

Disconnected
SEARCH FOR BL JETOOTH SWIPER

CHECKOUT

5. Swipe the card or tap Checkout.

6. The card’s new value displays on the Value Added screen.

Value Added

Card Number 6517

$150.00

NEW TRANSACTION

EMAIL HISTORY

7. Tap New Transaction to return to the main menu.

pop-up that displays. Tap History to view a history of eGiftSolutions transactions.

8. Optional: Tap Email to email a receipt to the customer. Follow the prompts on the Email Receipt
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Balance Inquiry

1. Navigate to Gift > Balance Inquiry.

Sale

Refund
Redeem
Activate

Add Value

Balance INquiry «—

Balance Transfer

2. Enter the number of the card which is being checked, then tap Done.
NOTE: Do not tap Checkout.

3. The Gift Card Balance screen displays the card’s current value.

Gift Card Balance

Card Number €517

$100.86

NEW TRANSACTION

EMAIL HISTORY

4. Tap New Transaction to return to the main menu.
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Balance Transfer

1. Navigate to Gift > Balance Inquiry.

2. Enter the dollar amount to transfer.

3. Inthe Transfer from Gift Card field, enter the number of the card with available funds to transfer.

& ENTER INFORMATION

............ 6529
Cancel Done
1 2 3
ABC DEF
4 5 6
7 8 9
0 3|

4. In the Transfer to Gift Card field, enter the number of the card to receive transferred funds.

& ENTER INFORMATION

............ 6529
6517
Cancel LI
1 2 3
ABC DEF
4 5 &
GHI JKL MNO
7 8 9
PORS Tuv wxvz
0 &
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5. The Balance Transferred screen displays, confirming the transfer completed successfully.

Balance Transferred

From Card Number 6529
To Card Number 6517

$25.00

EMAIL HISTORY

Cash Sale

1. Tap the Global Menu, then select Cash.

Michael Smith

M Today's Sales

Inventory

Credit

Sale

Refund

Gift

Redeem
Activate

Add Value
Balance Inquiry

Balance Transfer
Cash
Log Out
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2. Perform one of the following:
a. Tap the Shopping Cart tab to manually enter the transaction amount.

b. Tap the Inventory tab to select the desired items and quantity.

— CASH SALE

Shopping Cart

3. Tap Proceed to Transaction Summary. The Transaction Summary screen displays.

CASH SALE

Shopping Cart

$40.00

PROCEED TO TRANSACTION SUMMARY

4. Select all applicable taxes and/or fees and tip amounts.

5. Optional: Tap Add Note to attach a note to the transaction.
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6. Tap Process Payment.

é TRANSACTION SUMMARY

PROCESS PAYMENT

Sub Total $40.00

Cash Discount O -$1.24
Tax C $1.40
Admin Fee () $2.07

7. The payment confirmation page displays, confirming the transfer completed successfully.

8. Tap New Transaction to return to the Main Menu.

Approved

$40.00

-
[ EMAIL ] HISTORY ]

9. Optional: Tap Email to email a receipt to the customer. Follow the prompts on the Email Receipt

pop-up that displays. Tap History to view a history of cash transactions.
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Manage

ProCharge® Mobile EMV’s Manage section allows merchants to track transaction history, create and pay
invoices, and add or subtract items from inventory.

History

Tap the History tab to review past transactions. Merchants can review the date, time, amount, and method
of payment for all transactions or details of a specific transaction. The History tab also lets merchants
email receipts from past transactions, void orders, or issue refunds for individual transactions.

View Transaction History

1. Navigate to Manage > History. A list of all transactions displays.
2. Select a transaction to view additional details, such as invoice number, notes, or other data.

3. Tap Email Receipt to email a receipt from the saved transaction.

Q Search Last 4, 010, 10/15/2017... aozPm |5 CASH  $42.23

Today's Sales $0.00
EYou've had 0 transactions 13640994-317

Feb 16, 2023 Feb 16, 2023 04:02 PM

a02pv |21 CASH  $42.23
155PM g 6517 $24.57

B VI 6517 $24.57 Keyed

Feb 9, 2023

L VI | O CASH $0.02

205pv |1 CASH $0.02
EMAIL RECEIPT

VOID/REFUND

VOID/REFUND

Feb 7, 2023
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Process Voids and Refunds

1. Navigate to Manage > History.

History «—

Sale

Refund

Invoices
Inventory

Credit

2. Select a transaction to void or refund.

e

5:42 PM
5:42 PM
5:41 PM
5:37 PM
4:54 PM
417 PM

417 PM

Aug 22, 2023

History

VISA

VisA

VISA

VIsA

VisA

VISA

VISA

Q Search Last 4, 0.10, 10/15/2017...

Today's Sales $25.98
EYou've had 1 transaction

6622

0480

6622

0480

0480

6622

$0.01

$0.01

$0.01

$0.01

$0.01

$0.01
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3. Scroll down and perform one of the following:

a. For Cash transactions, tap Refund.

b. For Credit transactions, tap Void/Refund.

4. Tap Reverse All on the prompt that displays.

Invoices

Create New Invoices

1. Navigate to Manage > Invoices.

Manage

History

INVOICES «mmmm—

Inventory

Sale

Refund

2. Tap New Invoice.

e Invoices

Q_ Search Name

NEW INVOICE

Tri New ‘ $0.55

Tri New $0.64

3. Complete all fields as desired.

4. Tap Save Invoice.
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Editing Invoices

1. Navigate to Manage > Invoices.

History

INVOICES —

Inventory

Sale

Refund

2. Select an invoice to edit or search for an invoice using the Search field.

w

Tap Edit Invoice.
4. Edit the invoice fields as desired.

5. Tap Save Invoice after completing any changes.
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Paying Invoices

1.

2. Select an invoice to pay or search for an invoice using the Search field.

Navigate to Manage > Invoices.

Manage

History

|Invoices  —— |

Inventory

Credit

Sale

Refund

3. Tap Pay Invoice.

é Invoices

Michael Smith $199.97

PAY INVOICE

13648683-33

$199.97 $199.97
Dec 01, 2023
$199.97 0.000
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4. Select a payment method and proceed with the transaction.

(— Invoices

Michael Smith $199.97

PAY INVOICE

Invoice Number

13648683-33

Invoice Amount Due Amount

$199.97 $199.97

Due Date

Dec 01, 2023

Total Tax(%)

| )y Credit Card Sale
— it Card Sale
| el Cash sale

Cancel

Tech Support: 800-966-5520 - Option 3 | ProCharge® Mobile EMV User Guide | 38



£ ElectronicPayments’

Publication Date: 10/31/23
Version: 10.31.23

Inventory

Adding Items to Inventory

Perform the following to add items to inventory:

1. Navigate to Manage > Inventory.

History

Invoices

INVENtOry «uu—
o

Sale

Refund

2. Tap the Plus Sign (+) in the upper right corner of the screen.

History

Invoices

INVeNtory «ue—
o

Sale

Refund

3. Enter the item name in the New Item Name field.

4. Select the Price field and enter a price for the new item.
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5. Tap Done.

6. Tap Save.

7. Repeat Steps 3-6 as desired to add more items.

Deleting Items From Inventory

1. From the Inventory screen, swipe left on the item to delete. The Delete button displays.

é Manage Inventory

Badminton racquet

Baseball

Baseball Bat

Basketball

Basketball Jersey

Disc Golf Basket

$199.95

$195.99

.

$35.00

$25.99

$25.00

$50.00

Iait -Assorted «m—  $19.99

Fishing rod $49.99
2. Tap Delete.

Basketball Jersey $50.00

Disc Golf Basket $195.99

ait -Assorted $19.99 FiEEE

Fishing rod $49.99

Football $19.99

3. Asuccess message displays, and the item is removed from inventory.
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é Manage Inventory

Badminton racquet $35.00
Baseball $25.99
Baseball Bat $199.95
Basketball $25.00
Basketball Jersey $50.00
Disc Golf Basket $195.99
Fishing rod $49.99
Football $19.99
Football Cleats $125.00
Football Helmet $70.00
Golf Balls - Pro V1 $49.99
Golf Glove $20.00
Golf S $60.00
ltem deleted successfully
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