Transaction guide.

Everything you need to know about your new Payzone
terminal and how to complete transactions.

@ payzone



Using your admin screens.

Admin screen access...
Admin screen dashboard
Direct debit information
Recent transactions
Managing cashier pins..
Deleting cashier pins

Making a successful transaction.

How to begin a transaction
Processing bill payments

Processing a Quantum gas card
Processing Telexus electricity key
Processing a water payment
Processing telecoms and mobile...
Processing smart ticketing
Processing a smart ticketing reversal.
Processing a smart ticketing ‘pay as you go’..
Processing a One4all sale

Processing a One4all manual sale

Being a SuperAgent.

Introduction

Processing a gas card (Quantum) on a customer’s
own/blank card from your stock

Processing an RTIl on a customer’s own/blank
electricity key

Processing an emergency command for a gas
card (Quantum)

Things to do and not to do

Admin screen access.

The admin screen on your terminal can be used to find the following information:

® Direct Debit information
® Statement

® Invoices

® X/Z total

® Check recent transactions

® Set up cashier pins

To access the admin screen, you will need to enter the admin pin from the home
screen as shown below:
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Enter The admin pin




Admin screen dashboard. Direct Debit information.
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Once the admin pin is entered the above screen will show, financial Step 1:

information is shown on the right-hand side of the screen Click in the Direct Debit Information button as highlighted.

This screen displays the Direct Debit available. To view the
Direct Debit details select View/Print

Direct Debit: 103276

Next Transaction DD
Thu 02/06/20

Fri 27/05/20 £ 144.00
Sat 28/05/20 £ 87.00
Sun 29/05/20 £ 10,00
Mon 30/05/20£ 94.96
DD Total £ 33596
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Step 2:

To print out the Direct Debit select Print. The same view/print
process can be followed for each of the financial functions
including Show Statement, Show Invoices and Show X-Z Total




Recent transactions.

@payzone Dashboard 3 settings Logout
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Step 1:

Located at the top of the screen is the receipt centre which will
allow you to check if a transaction was successful or reprint a
receipt

{H] Back Te Dashboasd Most Recent Transactions .

. Product Amount Resunt Purchase Date: Cashier View/Prim

;e cad £16.00 Suceess D4/08/2020 1042 55 LUKE {E)

15 Quantum 1o Sucorst 1900712020 235925 LUKE ()

M Guantum 00 Success 19407/ 2020 239650 LUKE )

m Qumntum 00 Success 19/07/2020 233303 LIRE ) VIEW/PRINT 3
Guantum 000 Failed LUKE {5)

W Qustum 000 Failed LUKE 5]

20 Quantum 000 Success 197072000 239137 LUKE {£)

=% Quantum 00 Suesess 1007/ 7020 235100 LUKE {8)

Dispiayig Transactions 1-18

Step 2:

Recent Transactions screen shown above:

Use the View/Print options to check or reprint a receipt, when the
View/Print option is selected the screen will show as above

Merchant Receipt

PAYZONE
12 HIGH STREET

Purch Ticket
MCard 19-25 Bus Only Weekly MCard

Start Date: 05/08/2020
EXP Date: 11/08/2020
633597015220000454
Amount £16.00
MOP CASH
MERCHANT COPY

|

Step 3:
Click Reprint to print a duplicate receipt




Managing cashier pins.
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Step 1:

From the Cashier Management section of the terminal you can add a
cashier, edit an existing cashier name/pin or delete a cashier.

The terminal can hold up to 20 pins. Click Manage Cashiers

Cashier Created

Veur unigue PIN is

2149

Step 2:

To create a new cashier, click the plus (+) icon located at the top
right-hand side of the screen. The terminal will then generate a
cashier pin as shown above, you can edit the cashier name by
clicking on Edit Cashier

Edit Cashier Name

JOHN D

l

Step 3:

Type the cashiers name in and click Save. The cashier can
amend the pin number by clicking edit pin, and the below
screen will appear

Edit Cashier PIN

Please enser a PIN, avobding patoems ke 1117 and 1234
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CANCEL

Step 4:
The cashier can now enter their unique 4 digit pin number and
press Save




Deleting cashier pins.

{H) Back To Dashbow Manage Cashiers

2 SANDRA

It's so simple to process bills payments, mobile phone top-ups, gas
cards, electricity keys, smart tickets and gift cards through your
Payzone terminal.

[ LUsE
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7 B
Delete Cashier
" . Are you sure you want to delete this
cashier?

Over the following pages we'll show you exactly what to do, so you'll
be making transactions with ease...
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Step 1:

° °
How to begin a transaction.
To delete a cashier, click on the Xicon on the right-hand side of the

cashiers name, the below message will appear. Click Yes to confirm This is the section of the terminal where you will complete transactions.
and the cashier will be removed

To access the transaction overview menu, you will need to input your
Cashier Passcode.

GPAYIONE () Seaces L Shop b osuppen [§l mews Semngs sqot
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Step 1: Enter Cashier Passcode Step 2: the home screen will then load

Wil Papmerk  Teboms &Mobik  Gas Eecc & Water

Once the home screen shows, you will be able to view all the
transaction categories available. From this point, simply select the
transaction you want to complete.

10 1
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Processing bill payments.

There are a large number of bills that can be accepted through the
Payzone terminal, you can check the accepted products list on the

Payzone website. It will advise on the accepted locations for payment.

QPaAYIONe (A semews | Lo mmp Sapport e i et g T Lagnat

Bl Paymers  Tabscomi B Woble  Gas ok & Water

Step 1: To process a bill payment transaction,
you can either swipe the magnetic card, scan
the bill or press Enter Barcode

KEW ENTRY

98261388908500165200410
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Step 3: Press Enter (if scanned or swiped, the
terminal will automatically go to the next step)

KEY ENTRY
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Step 2: If entering the bill payment barcode,

type in the barcode number

British Gas Bill Payment

Erter ameaunt betwesn £5.00 snd £1,000.00.
ES.00

(2 (e )
(2] )

caneEr E

Step 4: Enter the amount to pay and press
Buy

Have you received?

£5.00

Step 5: Confirm the amount and press Yes
once the cash has been received

Checkout result

Step 6: The receipt will now print, press Close
to complete the top-up

g Processing a Quantum

< gas card.

‘Gaming & Lotiery E
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Step 1: Log in with your Cashier Passcode
and select the Gas, Electric and Water option

DPAYIONe G Sevioss o Shop Suppont Wews | 03 Sevmg Logost

[ com ]
Swpe B sert Ky
G008

Step 2: Select Quantum

13



Processing a Quantum

<] gas card.

(Continued)

Step 3: Now insert the Quantum Gas card into
the T103 card reader

[ R —

Pheass peber 8 vaine bstwean £4.00 o 4950

£5.00
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Step 5: Press Checkout

DPAYIONE G sevions p Seppart Semgy gout

Bl Papmert  Telecoma & Mobile  Gas, Eleciric & Water

info

Top up wos successtul Ploase ramave
cand from the Feader

Step 7: The above will show if the top-up
was successful. Press OK to complete the
transaction
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Step 4: Enter the required top-up amount

[ R —

Phaase natet o o e £4 00 an £48.90.

£5.00

Have you received?

£5.00

CHECKOUT £5.00

Step 6: Confirm the cash has been received
and press Yes or if you wish to cancel the
transaction, press No

14

Processing a
<] Telexus electricity key.

DPAYZONE (3 servoes mp Suppat — Lagout DPAYZONE | G senvoms shop Support [ Setings

B0 Payment Tetecoms & Motile | Gam, Eleciric & Water _ -

Step 2: Once the key is read the supplier
of the key and transaction options will be
shown. To top up, select Add Credit

Step 1: Enter the Cashier Passcode so the
transaction home screen is shown. Now enter
the Telexus key into the key box

Add Credit
Please enmter a value between £5.00 and £209.00.
£0.00

[ L2 Il 2

| I ¢
7 ||

@

[. CANCEL

Step 3: Enter the required top-up amount

Agd Credit
Plaase enter a value between £5.00 and £209.00,

£5.00

[ 1

I
(4 '.'[
)

Step 4: Press Confirm

Add Credit Add Credit
Plense enter @ value batween £5.00 and £209.00.

£5.00

Please enter a value between £5.00 and £209.00.
£5.00

Please Canfirm

[ Flaass Canfimm

ou have entered an smeunt of £5. Do you
want 1o proceed with this transaction?

Hawe you received £5 from customer?

(- [
) .

Step 5: A second confirmation screen will
show. Press Yes if correct

Step 6: Press Yes to confirm the cash has been
received from the customer. Once credit has
been applied to the key it cannot be reversed




[£] Processing a
<] Telexus electricity key.

(Continued)

OPAYIONe G sevios 1D Swp 0 Sapen =] New R Logout

BiPuymemt  Telecome b Moblle  Gas, Electris & Wate
- Infa
Trenapart :
Top-up successful, £5 credited. Plaase
remove key and hand to customer with
receipl.
Cashash

Step 7: The above will show to confirm a
successful transaction. The key can now be
removed. Press OK to return to the home
screen

[£] Processing a water
<] payment.

@PAYIONE (] Sersce | [ Shop Suppart [
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Step 1: Enter Cashier Passcode Step 2: Either scan paper bill or swipe

magnetic card (skip to step 5). Or press

Enter Barcode

16

Step 3: Enter Barcode number from paper bill
or long number from magnetic swipe card

WATER SERVICES

Step 5: Enter amount requested by customer

Step 7: Press Yes to continue transaction

Chackout result

Step 9: Tear off receipt and give to customer

KEY ENTAY

s ik 3 sk et 18 a0 5 sharscins

98269277110574635030

Step 4: Press Enter

Step 6: Press Buy

Step 8: If successful, a receipt will be printed.
Press Close to return to home screen

17



Processing telecoms
— and mobile.

Telecoms and mobile transactions can be completed via two methods:
E-voucher or ETU swipe card.

DPAYZONE {7 Sewces suppont Hews Settings Logout

Step 1: Click on the Telecoms and Mobile Step 2: The two top-up options will then be

option displayed. If the customer has a swipe card, the
card can be swiped at this point to initiate the
transaction. If an e-voucher top-up is required,
then press the Select Network option

Qpayzone i sedces Bupport

Step 4: If the product requested is not shown
on the home screen, then select the Search
button in the top right hand corner of the
screen. Type in the first few characters of the
product name and press Search/Close. The
option will now appear

Step 3: When Select network option is
chosen, the above options will show

DPAYIONE [ Sevices Bppon ey Serngs Logeut

Step 5: Once the product has been selected
the denominations will be displayed that are
available for purchase

Checkout result

‘Successful transactions

lnw' ODAFOME £3 ECUCHER 3 »J

=]

Step 7: The dialogue box will confirm the
transaction has been completed successfully.
Press Close to complete the transaction

Have you recetved?

ﬁ Payzana will never call and ask you to procesd with this transaction ever the phene.

DOnly peass YES ta contivue If this is a face-to-face frarsaction and YU have recaboad

Step 6: The confirmation screen will now
show. Only press Yes once the cash has
been received, as the transaction cannot be
cancelled after this point

19



Processing smart ticketing.

SPaYIONE ) sevees

BN Paymest  Telecoms & Woble s, Becvio & Water

Transport

Step 1: Enter the Cashier Passcode and then
select Transport

Step 3: Place the customer’s smart card onto
the T103 screen where shown

Step 5: Options are shown for a blank smart
card. Choose Other Products at the bottom
of the screen to see available purchase options

SPAYIONe | ) sevces

Step 2: Select Smart Ticketing

Smart Ticketing

Please place card here

Step 4: T103 will display this screen (the
card must be left here until the transaction is
complete)

Step 6: If a card has been used previously,
above screen will show giving an option to
rapidly repurchase the previous product

20
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Step 7: Locate the required product

Step 9: Once Buy is selected choose the
required start date for the ticket and then
press Checkout

Step 11: Dialogue box will show the
transaction is successful. Press OK once
receipts have printed

Product: NBUS COVENTRY WK
Info: 1 Week £16.30

Price: E16.30

Step 8: The Info button can be pressed to give
further information about the ticket option

Have you received £16.307

3 E3

Step 10: Confirm the cash has been received
from the customer. Press Yes

Transaction is completed

Step 12: The transaction is now complete,
the smart card can be removed. Press OK to
return to the Transport home screen

21



Processing a
—« smart ticketing reversal.

SPAYIONE | [ Serwem ~Tirap SPAYIONe | (3 sewce

&1 Payment Teitcoms & Moble  Gas, Electric & Warter n m
e 5 T T Moy o St o Bl

Calect Trale Tickets Sean Bus Ticketing Smart Tickstng Tap

-
ﬂ .

Printing receipt... Please refund £16.30
[~ === ]

Step 1: Select Transport Step 2: Select Smart Ticketing Step 7: Reversal processed select OK Step 8: Refund confirmation prompt, press OK

Smart Ticketing

Please place card here

Transaction is completed

Please remove the card now.

=

Step 3: Place smart ticketing card onto the Step 4: T103 will display this screen Step 9: The reversal is now complete and
T103 card reader throughout the transaction the smart card can be removed. Press OK to
return to the Transport home screen
& Bacx

No balance available

Are you sure you want to reverse

this purchase?

= =

Step 5: Select Reverse as highlighted above Step 6: Select Yes to confirm you wish to
(reversal must be completed within 30 minutes reverse the ticket

of the original transaction)

22 23



Processing a smart
—= ticketing ‘pay as you go'.

DPAYZIONE () servece

WEPaprest  TelecomsdMobll  Ges, Hlectric & Water

Trasaport

Step 1: Select Transport

card on the terménal

Step 3: Place smart ticketing card onto the
T103 card reader

Step 5: Choose the required top-up amount

QPAYIONE | (] Geice:

Bus Ticketng
B i s
b

Step 2: Select Smart Ticketing

Smart Ticketing

Please place card here

Step 4: T103 will display this screen
throughout the transaction

Have you received £10.007
AC ]

Step 6: Confirm the cash has been received
from the customer. Press Yes to continue

Transaction is completed
Please remave the card now.

]

Step 7: The transaction is now complete, the
card can be removed. Press OK to return to the
Transport home screen

24
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@payzone

s B8 @2 2 & M

| Passcode |

-~ | -
Step 1:

Enter Cashier

Passcode
OnedAll Gamers
Entar amount between £15.00 and
£100.00.
Step 3:
Enter the

requested value
and select buy

2| Processing a One4all sale.

MOV
‘i'-movo Step 2:
Scan the barcode
from the gift card

Have you received?

£15.00

A Payzone will never call and
ask you to proceed with
this transaction over the
phone.

Only press YES to continue if this is
a face-to-face transaction and YOU
have received payment.

Step 4:
Confirm payment
has been taken

Checkout result

Successful transactions

Printed 1 of 1
Nothing mare to print

Step 5:
Transaction will
be processed and
a receipt printed.
Select Close

27
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@payzone

I B GO 8 M

Delete

Step 1:

Enter Cashier
Passcode

@-

Step 3:

Type the number
from the barcode
and select Enter

“ | Processing a One4all
manual sale.

One4All Xmas Classic
Enter amount between £15.00 and
£100.00.

J_2
][ J_e
L*]
Clear Delete

;.. ]

—
L

B
"Bt

Step 2:
Select Enter
Barcode

Step 4:

Enter the
requested value
and select Buy

Have you received?

£15.00

Payzone will never call and
ask you to proceed with
this transaction over the
phone.
Only press YES to continue if this is

a face-to-face transaction and YOU
have received payment.

Checkout result

Successful transactions

Printed 1 of 1
Nothing mare to print

Step 6:
Transaction will

Step 5: be processed and
Confirm payment a receipt printed.
has been taken Select Close

29



Being a SuperAgent.

Being a SuperAgent is an important role and means you have been
specially selected to provide replacement gas cards and/or electricity keys
on behalf of our energy partners.

It also means you will earn more, as the energy suppliers direct customers
to your store.

Remember, you earn commission each time you issue a card or key
through the Payzone terminal.

To maximise your commission as a Payzone SuperAgent, please follow the

transaction processing instructions overleaf. Also, please ensure that all
your staff are fully trained.

Please use this guide to train your staff
and keep it accessible at all times.

31



Only issue cards and keys to the utility providers customers.

Processing a gas card (Quantum)
on a customers own/blank card
from your stock.

The customer could come in with their own card and RTI number, or
could be directed to your store to collect a blank card. Please follow these
instructions below.

@payzone @PayIoONe (i seces hop -
EFE MEBO S M Talucems & Mobe | Gas, Bacirie & Witer =
= ] s J 7 | )
—_— e [— Tranaport Garming & Lotiery Parcels
1 2 3 : -
—— —l -—.'  fmsc more |
4 ) 5] 6 J
(7 )8 ]
o
Step 1: Enter Cashier Passcode Step 2: Press Gas, Electric & Water

QPAYIONE [ Servems

wige Insers Ky
Em

Step 3: Press Quantum Step 4: Card reader Initialising

32

Batasce: (000

Step 5: Insert gas card into the T103's Step 6: Enter the RTI Number provided by the
card reader customer. If there is no RTI number please use

generic RTI number shown below in the note box

m Gas Card AT [o——— SPIION | G i i i

@ B Bl Paymen Telecoms & Mobile e Elecyic & Weter

01999999 E
| - | 3 2 - 3 | = Card Issued

el pe—— — Card issued from new RT] stock Please
= |. B T

‘Cash Daglh

[ & .

=
o=
| CHECKOUT |

Step 7: Press Checkout Step 8: Press OK and remove card

Q

Please note for Step 6:

If the customer has no RTI number for the blank gas card (Quantum), please use the correct
utility providers RTI number detailed to the right.

Generic RTI Numbers:

Please confirm the utility provider with the customer and use the relevant RTI
number below:

0199999 - British Gas | 0299999 — npower

0399999 - E.On | 0699999 - EDF

33



Only issue cards and keys to the utility providers customers.

Processing an RTI on

a customer’s own/blank

electricity key.

This request could be as a result of a change to the customers utility supplier or
tariff in which they will provide an RTI number which will be used either on the

customers own key or a blank one from your stock.

@payzone

EFfF & BT 8 & m

|

Step 1: Enter Cashier Passcode
the key box

DPayzone G senvces op saport | Gl mews st Lante Initialise
a3
== '
L|
C[
CANCEL

Please enter the RTI number below:

e e e e e e ke

B

JE

Step 3: Press RTI
customer

Step 4: Enter RTI Number provided by the

Step 2: Insert customer’s key or blank key into

34

Step 5: Press Confirm

Initialise Initialise

Please enter the RTI number below:

45258096

Please enter the RTI number beow:

45258096

Please Confirm

(1 JC=2 (=)

—y ,—, .-— Are you sure you want to procesd? Any
credit an the inserted key will be lost!
4 5

I [
|L|

Step 6: Press Yes to confirm again

@PAYIONE (3 servces rop support | ] Mews Senings Logout

Bil Paymen

Telecoms & Moblle  Gas, Eleciric & Water

Infa

Talewus key has been successully
Initiaised, Please remove key and hand to
customer with receipt.

Step 7: RTl successful, press OK, hand the
receipt and the key back to the customer

35



Only issue cards and keys to the utility providers customers.

Processing an emergency
command for a gas card
(Quantum).

A customer may come into your store with a gas card requesting an
update for their card. Please follow the instructions below to apply this
emergency transaction.

E+«#F & @ @ B8 & m P
[ Passcoce | E
ENEREDR "
(45 JCs]
A R ER
o [N -

Step 1: Enter Cashier Passcode Step 2: Press Gas, Electric & Water

@ PAYZONE i servces 5 Suppo Mess

el sean et Koy
E m -

Step 3: Press Quantum Step 4: Card reader initialising

36

Step 5: Insert gas card into the T103'’s card
reader

[ [

Phaas anter 1 waisn betsvoen F1.0 arsd F100.00.

£0.00

Canfirm

Ate you sure you want to cancel this
transactian?

Step 7: Press Yes to confirm cancellation

o -

Phse ante: i vaim Batwven F50 s 40 00

£0.00
(1

\00\0}

]
(4 6 |
(7 |

.. ] |

2
5
8

Step 6: Press Cancel Transaction

DPAYZONE (5 servces sap suppert Harwe -~

il Payment

Step 8: Remove card and hand back to the
customer. The emergency command will have
been applied

NORTH STET GARAGE
MANOR ROAD
JO ACCOUNT
10F 2 TILL ON SITE****
QUANTUM
Customer ID
BI1005535996059
Region Code R14

CUSTOMER COPY

TRANSACTION CANCELLED

M132815

T04863011 RO313
DATE: 28/11/19 17:08

Transaction cancelled receipt:

Receipt will print off, showing transaction
cancelled as no funds were transferred to the
card. Any relevant emergency commands will
have been applied.

Please advise customers that once they have been issued an RTI number from their utility
supplier, to allow the following amount of time before going to a Payzone store to activate:

Electric keys: 1 hour. Gas cards: 2 hours.
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Things to do:

Issue all stock through the terminal
Keep stock in an accessible place

Keep this guide handy

°
°
® Ensure staff know where stock is kept
°
°

Train all your staff

Things not to do: )(

® Don't charge customers for stock

We're here to help.

If you have any questions about this guide, please

® Don't give stock to customers without registering through the feel free to contact your Helpdesk Team on:
terminal (except in extreme cases) as you will not earn commission

and we will not know when you require more stock @ Call: 01606 566 566

Opening hours: Mon-Friday: 8am-7pm. Saturday: 9am-5pm.

@ Don't turn your customer away, as they may have no energy supply

Your stock will be automatically replenished, but if you are running low, Sunday: 9am-1pm.
please call the Helpdesk Team on the number below to order more.

«GAS CARD

Electricity
Key




Get in touch.
Q Call: 01606 566 566

web: payzone.co.uk

Opening hours: Mon-Friday: 8am-7pm. Saturday: 9am-5pm.

Sunday: 9am-1pm.

Payzone Bill Payments Limited is a limited company registered in England and

Wales under company number: 11310918. VAT registration number GB 172 6705 02.

Registered office: Finsbury Dials, 20 Finsbury Street, London, England EC2Y 9AQ

payzone



