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e Qverview

The Data Media Virtual Terminal is a real-time interactive site where external clients can process credit card
payments when a patient is in the office or calls the office to pay their bill.

In additional, clients can monitor transactions that are processed on ePayitonline, IVR (Rev Spring) and

Imagine.

e Website for Logging-Into the Virtual Terminal

The website is: https//www.epayitonline.com/DMAPayVT

e Merchant Options

Once logged into the Virtual Terminal, Merchant Options are available to select.

e Merchants
e Transactions

e Batches
DMA Pay Virtual Terminal x 4+ - X
€ > C @ epayitonline.com/DMAPayVT/ a ¥ 6

mnorris78@bellsouth.net

= ==
— - — Client Admin

[ ] Dashboard

Merchant Options

| Transactions |

| Batches |

Merchant Bulletin from Data Media/Worldpay

Merchant Bulletin
Potential Scam Affecting Merchants during COVID-19 Crisis

Helping to protect our merchants is always our top priority. It's in times like these that we see an uptick in potential scams.

We have received reports of businesses being contacted by callers claiming to be representatives of 2 merchant services provider. These callers are
telling merchants that their current provider is shutting down due to the COVID-19 situation. Then, they proceed to tell the merchant they need to
switch processors to continue accepting electronic payments.

This is part of a scam and not legitimate. Data Media/Worldpay from FIS will continue to be your trusted partner and support our merchants’ payment
processing needs and all other services that we currently provide. We have been identified by the U.S. Department of Homeland Security as a
designated critical infrastructure provider because we run and operate the systems that keep the financial and commerce world moving. This
means that the recent state-wide shelter-in-place/stay-at-home mandates or other related restrictions currently do not impact operations and
those Data Media offices that perform critical functions will remain open.

Below are options on the left-side that may be utilized:
e Dashboard
e Merchants
e Reporting

Create Date: 6/30/20 Page | 4 Revision: 1.454
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e User Roles

The following Roles can be utilized:

e Client Admin — Access to to all merchants, set up and delete users, edit merchants, process
payments, refunds, and voids.

e Run transactions, refund/voids, add & remove users, see all users, and add/remove merchants to
users

e User — process payments, refunds, and voids, and review reports

e User (without refunds and voids) only process payments and review reports

e Reports — only access to report, No run transactions, No Refunds or Voids

e Company Manager — Wanda MSN and CMS only

NOTE: Only Client Admin Access Users will be allowed to setup new users.

e User Setup

To set up a user, a Client Admin Access User Clicks on their name at the top right corner. In the Drop down,
click user admin.

DMA Pay Virtual Terminal x 4+ - X
€ > C @ epayitonline.com/DMAPayVT/ a ¥ 6

mnorris78@bellsouth.net
Client Admin

®  Dashboard &hy Profile
= User Admin
chants @ Logout

Merchant Options

| Merchants |

Merchant Bulletin from Data Media/Worldpay

Merchant Bulletin
Potential Scam Affecting Merchants during COVID-19 Crisis

Helping to protect our merchants is always our top priority. It's in times like these that we see an uptick in potential scams.

We have received reports of businesses being contacted by callers claiming to be representatives of 2 merchant services provider. These callers are
telling merchants that their current provider is shutting down due to the COVID-19 situation. Then, they proceed to tell the merchant they need to
switch processors to continue accepting electronic payments.

This is part of a scam and not legitimate. Data Media/Worldpay from FIS will continue to be your trusted partner and support our merchants’ payment
processing needs and all other services that we currently provide. We have been identified by the U.S. Department of Homeland Security as a
designated critical infrastructure provider because we run and operate the systems that keep the financial and commerce world moving. This
means that the recent state-wide shelter-in-place/stay-at-home mandates or other related restrictions currently do not impact operations and
those Data Media offices that perform critical functions will remain open.
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Add User
Select the Add New User Button

DMA Pay Virtual Terminal x  +

@ epayitonline.com/DMAPayVT/ClientAdmin

[ Dashboard

Merchants

Client Admin User List

Reporting

»| Add New User ‘

Merchants H Companies || Back to Home ‘

UserName

jimmy@dmaus

Jimmy3

tim@dmaus

time@dma.us

Page 1 of 1

mnorris73@belisouth net

timepaleo247@gmail.com

Q| search by user or email

Email Locked Out

jimmy@cma.us

Jimmy@dma.us

mnorrisTE@bellsouth net

tm@dma.us

tme@dmaus

timepalec247 @gmsil.com

Complete the user’s information and click Send Activation Request.

@ DMA Pay Virtual Terminal x 4+

< c

Merchants

Reporting

Add User

Name

User Name

Email

Phone

Select Role

@ epayitonline.com/DMAPayVT/ClientAdmin/Create

orary user and sen

tuslly register o

Add all merchants for your company to this user.

Select

Select Company

Select

mpany iz 52

any. @ Add

2 this user will

merchants for ¢

ormation related 1o that sub

b company to user.

Send Activation Request

Q

mnorris78@bellsouth.net
Client Admin

e
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If user requires access to all merchants, check the box to Add All Merchants.

@ DMA Pay Virtual Terminal x  + — x

<« C @ epayitonline.com/DMAPayVT/ClientAdmin/Create a « 6

Tris will 3dd 3 t

o the emai

Add User ) Add all merchants for your company to this user. «

Name

d actually register on the platform befors being given access t2 o

User Name

Email

Phone

Select Role

o |

Select Company

select |

Fas

is selected this user will only ses information related to that sub

4dd all merchants for this sub company to user.

Send Activation Request

If access to all locations is not required, the registration link will need to be sent to user so the user can
create their account.

NOTE: For the registration email, user will need to check their email as well as their spam/junk folder.

Once their account is created, Client Admin will need to add the merchants under the user’s account by
clicking the Client Admin Username at the upper right-hand corner and select Admin from the drop-down

box.

+ - x

-om/DMAPayVT/ a x O :

mnorris78@bellsouth.net
Client Admin '

G Hom

Merchant Options

Merchant Bulletin frorm Dala Meia/Worldpay

Merchant Bulletin
Potential Scam Affecting Merchants during COVID-19 Crisis
< s

pra ity 11 i nick
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Edit User
All users that have been setup will be shown. Select the user and click Edit.

< C @ epayitonline.com/DMAPayVT/ClientAdmin Q% O :

mnorris78@bellsouth.net
Client Admin

Client Admin User List

Add New User H Merchants H Companies H Back to Home ‘

. =14
/ Bk

Page 1 of 1

Edit Merchants
The following information will be displayed for the user that was selected.
e Username
e Email
e Permissions
e Company
e Permissions — check the box required

a v @

is78@bellsouth.net

Company:

Data Media Associates, LLC
1295 Old Alphrells Rd
pt 005

Create Date: 6/30/20 Page | 8 Revision: 1.454
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Add/Remove Merchants
The drop-down will display a list of all merchants to select and add.

Click on Add Merchant button to add the Merchant. Repeat this step for every Merchant that needs
to be added for this user.

'DJAFE‘/‘/TK 2d73d-12€2-43a1-0dd7-31a398chd626 o a7 #* ﬁ‘e Y
Add/Remove Merchants (1) for User mnorris78 @bellsouth.net
|
S
Add Swipe a Card, Recurring, ACH, Vault/Tokenization, and Cash/Check Option
Click on Client Admin at the top right-hand corner.
Click User Admin in the drop-down
DMA Pay Virtual Terminal x aF - x
<« c & epayitonline.com/DMAPayVT/ a * 6

mnorris78@bellsouth.net
Client Admin

Dashboard any Brofie
® Logout

Merchant Options

Merchant Bulletin from Data Media/Werldpay

Merchant Bulletin
Potential Scam Affecting Merchants during COVID-19 Crisis

Helping to protect our merchants is always our top priority. It's in times like these that we see an uptick in potential scams.

We have received reports of businesses being contacted by callers claiming to be representatives of a merchant services provider. These callers are
telling merchants that their current provider is shutting down due to the COVID-19 situation. Then, they proceed 1o tell the merchant they need to

switch processors to continue accepting electronic payments

This is part of a scam and not legitimate. Data Media/Worldpay from FIS will continue to be your trusted partner and support our merchants’ payment
processing needs and all other services that we currently provide. We have been identified by the U.S. Department of Homeland Security as a

designated critical infrastructure provider because we run and operate the systems that keep the financial and commerce world moving. This
et ly do not impact ions and

means that the recent state-wide shelter-in-place/stay-at-home mandates or other related
those Data Media offices that perform critical functions will remain open.

Create Date: 6/30/20 Page | 9 Revision: 1.454
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On the Client Admin User List screen, Click the Merchants button and all the Merchant Accounts will
be displayed.

DMA Pay Virtual Terminal x  + =

< C @ epayitonline.com/DMAPayVT/ a ¥« 6

mnorris78@bellsouth.net
Client Admin
&My Profile
= User Admin

® Logout

Merchant Options

Merchant Bulletin from Data Media/Worldpay

Merchant Bulletin
Potential Scam Affecting Merchants during COVID-19 Crisis

Helping to protect our merchants is always our top priority. It's in times like these that we see an uptick in potential scams.

We have received reparts of businesses being contacted by callers claiming to be representatives of a merchant services provider. These callers are
telling merchants that their current provider is shutting down due to the COVID-19 situation. Then, they proceed 1o tell the merchant they need to
switch processors to continue accepting electronic payments.

This is part of a scam and not legitimate. Data Media/Worldpay from FIS will continue to be your trusted partner and support our merchants’ payment
processing needs and all other services that we currently provide. We have been identified by the U.S. Department of Homeland Security as a
designated critical infrastructure provider because we run and operate the systems that keep the financial and commerce world moving. This
means that the recent state-wide shelter-in-p y-at-h or other related restrictions currently do not impact operations and
those Data Media offices that perform critical functions will remain open.

Edit Merchant
Press the Edit Button. The following credentials will be displayed which are the credentials DMA uses
to setup accounts:
e Merchant Name
e AccountID
e Acceptor ID
e Account Token

@ DMA Pay Virtual Terminal x 4+ — %

<« C & epayitonline.com/DMAPayVT/ClientAdmin/EditMerchant?merchantld=123456789123 a #* 6

mnorris78@bellsouth.net
Client Admin

Edit Merchant

Merchant Name: ¥ Active

DMA Test Merchant 2

Accountid: Acceptorid:

123456789 123456789123
AccountToken:

H0O0OCOBOBOBAOOODKXODCOCOONY Y XXOBEXXOCOCO0OOOCO000

Creation DateTime: Last Updated DateTime:

3/17/2020 11:13:48 AM 3/17/2020 11:13:48 AM

Create Date: 6/30/20 Page | 10 Revision: 1.454
DMA Proprietary and Confidential — INTERNAL USE ONLY



MEDIA ASSOCIATES, LLC®

s I o 1 o 1 DATA MEDIA VIRTUAL TERMINAL MANUAL

Add/Remove Options for Merchant
Selecting the Edit Options button will display the drop-down listing of all available options.

@ DMA Pay Virtual Terminal X aF = X

<« C & epayitonline.com/DMAPayVT/ClientAdmin/EditOptions?merchantld=123456783123 a « 6 :

mnorris78 @bellsouth.net
Client Admin

Add/Remove Options for DMA Test Merchant 2

HealthCheck
CreditCard

B ACH
Swipe
EMV
Recurring

| Tokenization
§ Cash
Fee

Click on the desired Option to add and press the Add Option button. The Option will be added to the user
Merchant.

@ DMA Pay Virtual Terminal x  + - x

< C @ -epayitonline.com/DMAPayVT/ClientAdmin/EditOptions?merchantld=123456789123 a « 6 :

mnorris78@bellsouth.net
Client Admin

Add/Remove Options for DMA Test Merchant 2

Recurring | Add Option

Existing Terminals:

Mo Options Found

Back to Merchant

Create Date: 6/30/20 Page | 11 Revision: 1.454
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Remove or Edit Users Account

® (lick the desired name at the top right-hand corner

® (Click User Admin in the drop-down

mnorris78@bellsouth.net

Client Admin

Merchant Options

Merchant Bulletin from Data Media/Worldpay

Click the Delete button to remove a user in the Climate Admin User List Page

mnorris78@bellsouth.net
Client Admin

Client Admin User List

Add New User

l Merchants [ Companies H Back to Home ‘

Q. | Search by user or ema @

UserName Email Locked Out

mmy@dma.us jimmy@dmauwus =
- ) Dere
mmy3 immy@dmaus =
- - ) i Lo
kathrynd@dma.us KathrynD@dma.us =
) o Dexe
mnorrisTE@bellsouth.net mnorrisT8 @bellsouth.net
tim@dma.us tim@dma.us
art Delete
time @ dmawus time@dma.us e
Eait
timepalec2dT@gmail.com timepaleoZdT@gmail.com e
e

m
Q

Create Date: 6/30/20 Page | 12 Revision: 1.454
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Edit User Account Options:

Click Edit to mark the permission needed
See Company and Address

Edit Roles

Edit Merchants

Resend Registration email

Merchants

Resend Email Registration

Edit User

UserName:

mnorris7T8@bellsouth.net

Email:

mnorris78@bellsouth.net

Password

ConfirmPassword

E] Edit Roles H Edit Merchants

mnorris78@bellsouth.net
Client Admin

Permissions:

# Can View Tokenized Account Details
# Can Run Tokenized Payments

# Can Do Refunds

% Can Do Voids

# Can View Transactions

# Can View Batch Transactions

# Can View Recurring Transactions.

Company:

Data Media Associates, LLC
1295 Old Alphretta Rd

Alpharetta 30005

(770) 475-4464

info@dma.us

Create Date: 6/30/20
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Edit User Account Roles Options
e Change the user role setup
e Press the down arrow and pick the role
e Press Add Merchant
e Press Delete to remove an existing role

EditRoles

el o e

Edit Merchants for User Accounts
e Press Edit Merchants to remove or add any Merchants from a user.
e Press Delete button to remove any Merchants from a user.
e Click in the white area in the rectangle and Click on the Merchant to Add Merchants.
e Press Add Merchant

mnorris78@bellsouth.net

Client Admin

Add/Remove Merchants (2) for User mnorris78@bellsouth.net

I DMA Test Merchant 3(123456789456123) X Add Merchant
Existing Merchants:
DMA Test Merchant 2 Reroie
DMA Merchant Test Account
Create Date: 6/30/20 Page | 14 Revision: 1.454
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e Process a Credit Card Payment
e Select Merchant, find the Merchant that payment needs to process under.

e Press the Details Button

| DMA Pay Virtual Terminal x -+

< C & epayitonline.com/DMAPayVT/Merchant a1 e

mnorris78@bellsouth.net

Client Admin

Merchants

DMA Merchant Test Account
(3928907)

Select Credit Card Payment

@ DMA Pay Virtual Terminal X -+

mnorris78 @bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928907)

DMA Merchant Test Account (3928907) ~

Merchant Options

DMA Merchant Test Account 3928907

Create Date: 6/30/20 Page | 15 Revision: 1.454
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Enter the Account Number and Patient Name

e Press Submit

= [=] x
@ DMA Pay Virtual Terminal b4 -+
< (& @ epayitonline.com/DMAPayVT/Merchant/Payment/3928907 a Yyr &
mnorris78@ bellsouth.net
Client Admin

DMA Merchant Test Account (3928907) ~

DMA Merchant Test Account
Account Info

Account

Mame

Enter Credit Card Information and Amount.
e If an email address is entered, the receipt will be emailed to the patient.

e Billing Address can be entered or left blank.
e Check the Duplicate Over Flag, if the patient needs to make more than one payment using the

same credit card and same amount.

X @ DA Fay Vet Termn %+

DMA Merchant Test Account
Account Info Billing address

Account

Amaount

Make Payment

Create Date: 6/30/20 Page | 16 Revision: 1.454
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Swipe a Credit Card
When using the Swipe feature to take a payment, find the Merchant and then Select the Details Button.

| DMA Pay Virtual Terminal b4 +

« > C & epayitonline.com/DMAPayVT/Merchant a i e

mnorris78@bellsouth.net
Client Admin

Merchants

DMA Merchant Test Account
(3928907)

Press the Credit Card Payment

@ DMA Pay Virtual Terminal b +

< c @ epayitonline.com/DMAPayVT/Merchant/Details/3928907 e +r e

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account { 3928907)

MA Merchant Test Account (3928907) ~

Merchant Options

DMA Merchant Test Account 3928907

Create Date: 6/30/20 Page | 17 Revision: 1.454
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Enter the Account Number and Patient Name and Press the Submit.

@ DMA Pay Virtual Terminal x +

& epayitonline.com/DMAPayVT/Merchant/Payment/3928907

DMA Merchant Test Account ( 3928907)

| DMA Merchant Test Account (3928907

DMA Merchant Test Account
Account Info

Account

e Under Payment, Select the MSR Swipe radio button and enter the Amount.
e Press the Select and Swipe button and follow the prompts on the Card Reader.
e Under Billing Address, enter information.

aQ

mnorris78@bellsouth.net
Client Admin

e Email — enter an Email Address. If an email is entered, a receipt will be sent to the patient.

e The option to print or email after the payment is processed is available.

@ DMA Pay Virtual Terminal = @ DMA Pay Virtual Terminal x —+

c B datamediallc.com/DMAPayGateway/merchant/payment?ld= 1964857 & merchantld=3928907

DMA Merchant Test Account

Account Info Billing address

Email (Opticonal)

Account
123
Account will help reconcile the transaction
Address
1234 Main St
Payment
Address 2(Optional)

Key Card i
© MSR Swipe Apartment or suite

Amount

City State

0.00 City State

Duplicate Override Flag

Allows the same card be ru the same amount multiple times within a short

nt to run the same card more than once!

period of time. Only

Select and Swipe

Plese do not double-click or Select more than once to prevent double-charge
© 2020 - DMA Pay Gateway

= ]

Stticket=1238&refN... ¥ €

Zip Code

Zip

e

Create Date: 6/30/20 Page | 18
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Recurring Plan

Options for a recurring plan:

e Setup
e Delete
o \iew

e Single Payment
o Edit
Select a Merchant
Press the Detail button

mnorris78@bellsouth.net

Client Admin

Merchants

DMA Merchant Test Account
(3928907)

Select the Recurring button

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928907)

Merchant Options

DMA Merchant Test Account 3928907

Create Date: 6/30/20 Page | 19 Revision: 1.454
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Setup A Recurring Payment Plan
Options:
e Single Payment
e See Details
e Edit Recurring Plan
e Remove Recurring Plan
Select the Create Recurring Payment Plan
mnorris78 @bellsouth.net

Client Admin

DMA Merchant Test Account ( 3928907)

DMA Merchant Test Account (3928907) ~

Recurring Payments

Create Recurring Payment Plan [ Refresh List ‘

Search:

Amount/Account/PaymentAc
Search

No recurring transactions ware returned for the tearch critenial

Page 0 of O

Create Date: 6/30/20 Page | 20 Revision: 1.454
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Options for Recurring Plan:

Enter the Account
Name on Account
Card Information

Scheduling Recurring Task

Billing Address

Task Start Date — the date the first recurring payment is to occur

Select Create button once all information is entered.

@ DMA Pay Virtual Terminal X @ DMA Pay Virtual Terminal X

c

+

/DMA

DMA Merchant Test Account

Account Info

Account

Card Info
Name on card
Full ame as isplayed on cara
Expiration

Month

Name on Account

Card Number

Expiration

Year

entAsync?merchantid=3928907&termSwitch=218clerk=572342305

Billing address

Email

Address

1234 Main St

Address 2

Apartment or suite
ow City State Zip Code
City State
Schedule recurring task
NOTE: The Name of the task will be a combination of both the account number and Name on Account above.
Monthly

Task Start Date

dd/mmy,

Run # of times

0

Ameunt

© 2020 - DMA Pay Gateway

Create Date: 6/30/20
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Note: If a patient wants to do a payment, Select Single Payment then go to Recurring Plan.

Search for the Merchant

e Details — Displays current plans, create a plan

Modified Date — Date the Recurring Plan was setup

e Edit — change how often payment occurs, amount, number of cycle and next pay date
e Update Credit Card — remove the old from the plan and enter the new credit card information

e Remove

@ DM Pay Virtal Terminal x4

< C @ ep: com/DMAPayVT/Recurring/! 3928907

DMA Merchant Test Account ( 3928907)

DMA Merchant Test Account (3928907) ~

Search:

Amount/Account/PaymentAccor

e 4SS6AT0

assereas

aarss2s

43073095

43081406

aav0s278

ey

aavrazas

melissah@dma.us
Administrator

Recurring Payments

Create Date: 6/30/20 Page | 22
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Setup ACH

Select Merchant
Press the Detail button

Merchants

DMA Marchant Test Account (9EIS0T)

Select ACH Payment

Merchant Options

DMA Merebant Test Aceourt F923907

.

Enter the Account Number and name.
Press Submit button

issah@dma.us

DMA Merchant Test Account
Account Info

Create Date: 6/30/20 Page | 23 Revision: 1.454
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Options for ACH:
e Checking Routing Number
e Account Number
e Check Number
e Check Account Type
e Amount
e Billing Address

Select Make Payment button

D DM Pay Viral Terminad X Q) DMA Fay Vietual Termns LR —
C @ dsaemecal o, -
Account Info Billing address
Aggeaant Emal (O ptiona
123
Name
Check
Check Rout o (3 =

Address

Check Number (3) Check Account Type

Create Date: 6/30/20 Page | 24 Revision: 1.454
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Setup Vault/Tokenization
To run a transaction on a card in the Vault or Credit Account
e Go to either the Dashboard or Merchants,
e Select the Merchant
e Press the Detail button

mnorris78@bellsouth.net
Client Admin

Merchants

DMA Merchant Test Account
(3928907)

Select the Payment Accounts/Tokenized Accounts

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928907)

Merchant Options

DMA Merchant Test Account 3928907

Create Date: 6/30/20 Page | 25 Revision: 1.454
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Options for Payment Accounts/Tokenized Accounts:

e Create Tokenized Account

e View the cards that are setup

e Search for a card by Account

e Search for a card by Payment Account Reference Number

Select Create Tokenized Account button to setup a card.

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account

Create Tokenized Account H Refresh List |

Search:

Acount/Payment Account Reference Number

Account Payment Account Reference Number Number of Cards
Visa Keyed CardNumber Viza Keyed CardMumber
thnB8031434 thn88931434
tknS87 18051 tkn987 12051
thn@67SE6577 tkn267 56577
tkn93175121 tkng3175121
thn@1955202 tkn@1958292
tkn90483208 tkn90483208
Create Date: 6/30/20 Page | 26 Revision: 1.454
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Enter the Account
Select Continue to Payment Account Information button

Client Admin

DMA Merchant Test Account ( 3928907)

)MA Merchant Test Account {3928907) ~

Payment Account Create

L

DMA Merchant Test Account
Account Info

Acccount

Continue to Payment Account Information

Options for Payment Account Create:

Name

Card Information
Email (optional)
Billing Address

Press Save Payment Account Information

Payment Account Create

DMA Merchant Test Account

Account Info Billing address
Acccount Name Email (Optional)
123
Account will be attached to the
Address
Account Type Card Number
1234 Main St
CreditCard v
Address 2 (Optional)
Expiration Expiration cwv
Apartment or suite
Month ¥ Year Y
City State
City State

Save Payment Account Information

© 2020 - DMA Pay Gateway

mnorris78@bellsouth.net

Zip Code

Create Date: 6/30/20 Page | 27
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Click on Details button to run a payment on a card that is setup

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928907)

I DMA Merchant Test Account (3928907)

DMA Merchant Test Account

‘ Create Tokenized Account H Refresh List |

Search:

Account Payment Account Reference Number Mumber of Cards

Visa Keyed CardMumber 1 - Details
It 34 4

718051 tkn3871805

thnB8T58577 tkn@6TSE5TT

tkn93175121

tkn@1955292 tkn@1955292
tkn90483208 thn30483205

P LT AT EE A

Options for payment on a card details:
e Account Number
e Card Type
e Last 4 card numbers
e Expiration Date
e Make a payment
e Update Name
e Update Expiration Date
e Remove the card

Create Date: 6/30/20 Page | 28 Revision: 1.454
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Making a Payment
e C(lick on the card logo

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928807)

| DMA Merchant Test Account (3928907) ~

Payment Account(s)

3928907
Account Info

Account

tkn98718051

Payment Account(s)

Payment Screen Options:
e Account Number and Billing Name will be populated
e Enter the Amount and Select Make Payment
e Email (Optional)
e Billing Address (Optional)

= mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928907)

| DMA Merchant Test Account (3928907) -

Payment
DMA Merchant Test Account
Account Info Billing address
Acccount Billing Name Email (Optional
tkn98718051
Address
Amount 120 M
Address 2 (Optional)
Apartment « e
Make Payment City State Zip Code
City
Create Date: 6/30/20 Page | 29 Revision: 1.454
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Update Payment Account
Available Options to Update Payment Account
e Update Expiration Information
e Save Payment Account Information
Note: For new cards, delete the old card and re-enter the new card information

mnorris78@bellsouth.net
Client Admin

Update Payment Account xxoooooxaxxxx1111

A ccountints Billing address

Acccount Name

tkn98718051

Expiration Expiration
Address 2 (Optional)
Feb (02) v 2020 ~
Apartment or suite
City State Zip Code
Save Payment Account Information City
Create Date: 6/30/20 Page | 30 Revision: 1.454

DMA Proprietary and Confidential — INTERNAL USE ONLY



MEDIA ASSOCIATES, LLC®

s I o 1 o 1 DATA MEDIA VIRTUAL TERMINAL MANUAL

Cash Payments
This option is used if a patient pays in Cash and a record needs to be kept.
e Select the Merchant patient is paying.
e Press Detail button

Merchants

a o | e |

DMA Merchant Test Arcount O92I90T)

Click the Cash Button

Merchant Options

DMA Merchant Test Accourt 352907

-

Enter the Patient Account Number, Patient Name and Cash amount.
Press the Record Payment button

Account Info

Cash Payment

]

Create Date: 6/30/20 Page | 31 Revision: 1.454
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Refunds

e Fine the transaction for Refund
e Select the Merchant that the transaction was processed under from Merchants screen

e Press the Detail button

Merchants

OALA Merchant Test Account (1928907)

e Select Reporting from the Menu on the left-hand side.
e Select Transactions

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928907)

Merchant Options

DMA Merchant Test Account 3928907

Create Date: 6/30/20 Page | 32 Revision: 1.454
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e Select the Transaction that needs to be refunded
e Search Options

e Enter the start and end date

e Search by Ticket Number

e Transaction ID

e Account Number

e Patient Name

e Amount
e Click on TransID

Create Date: 6/30/20 Page | 33 Revision: 1.454
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e Click the Refund button

Enter the amount
Press the Process button
Options for Refund

Transaction

DMA Merchant Test Account
Reference # 12231588083931623

Morchant Info:
FPayment Method: Thoket Number:
Adcount Number:
Transaction summary
Date W Bach Transsction Type Amount  Sishu MNumbar Appresved Amaunt
o) CrodiCandSale E o0azs §
Total:  S0.00

o Refund entire amount
o Refund partial amount

DMA Merchant Test Account
Reference # 12231588083931623

Transaction
i et
e
Transaction summary
Bate id Bstch Transaction Type Amount  Status Humber Approeed Amourt
..... S, CredeCardSale So01 000025 §
Betund Total: $0.01
i. 4o
# (- |
Create Date: 6/30/20 Page | 34 Revision: 1.454
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Void
A Void is completed the same day that the transaction occurred.

e Select the transaction for a Refund
e Select the Merchant that the transaction was processed under

e Press the Detail button

melissah@dma.u

Merchants

DA Marchant Test Account 9 E30T)

e Select Reporting
e Select Transactions

mnorris78@bellsouth.net
Client Admin

DMA Merchant Test Account ( 3928907)

Merchant Options

DMA Merchant Test Account 3928907

Create Date: 6/30/20 Page | 35 Revision: 1.454
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Void Options
e Select the Transaction that needs to be refunded
e Search Options
e Enter the start and end date
e Search by Ticket Number
e Transaction ID
e Account Number
e Patient Name
e Amount
e Click on TransID

Expornte C3V

e Press the Void button
ma.u:
DMA Merchant Test Account

Transaction Reference # 60271585066150
ki TP it
g e
Account Number:

Transaction summary
Dute | Bach Transasction Type Amoost  Status Pumber Approved Amourt
- =3 Total:  $000

Create Date: 6/30/20 Page | 36 Revision: 1.454
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e Enter the amount
e Press Process
Note: When doing a Void, the full amount must be entered.
e  Print or Email Receipt
DMA Merchant Test Account
Transaction Reference # 15856705235577
ks PR Lt
Ticket Number;
Transaction summary
Dute "} Bateh Transaetion Type L Startus. Mumber Appreved Amount
T 1T B V0 F i 56 i}
- Total: $0.00 I
) =
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Reporting
Search Options:
e Search by Tickent
e Transaction ID
e Account
e Patient Name

e Amount
e Card Types
e Users

Transactions will display the following information:
Displays last four (4) digits of the credit card number
Account number

Patient Name

Transactions Status
o Settled transactions
o Duplicates
o Declined
o Error Declined — Click the Transaction ID, under Status, the reason why transaction was
declined or errored out will display
o Void
o Refund
e VT Location — Transaction will display the user.
Note: VT Transactions that are declined, the reason will not be displayed.
e Insurance Payment — If the Insurance Name is entered for the Account Number, it will display
under Account Number field for the transaction.
e Recurring Transactions — Displays the Account Number, Patient Name and amount.

Create Date: 6/30/20 Page | 38 Revision: 1.454
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Transactions

e Displays all the transaction that have processed under a specific Merchant.
Search Options:

e Search by Date Range

o Ticket

e Transaction ID

e Account Number

e Patient Name

e Amount
e Card Type
e User

Export Option:

e Export all transactions into a CSV file
Exported Information

e (Cardtype

e Last four (4) digits of the credit card

e User — person responsible for running the payment

e Account Number

e Patient Name

e Ticket Number

e Batch Number

e Reference Number

e Transaction ID

e Amount

e Status of Transactions

Boeta oy

Create Date: 6/30/20 Page | 39 Revision: 1.454
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CSV Report

e Select Date Range
e Click Export to CSV
e Print or email
ot
e e T
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BATCHS

e Allows a Batch Report that includes all transactions that processed in a single day
e If a payment is made after a batch is processed at 10:30 CT, it will be in the next days Batch

Report.
e This usually happens under the ePay Account.
e Click Detail to see the transaction in a Batch

Batch Report Information
e Batch Date
e Batch Number
e Amount
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Recurring

e Recurring Transaction also appear under Transactions under Reports.

e To see just Recurring Transactions, go to Recurring under Reports.

e The first number before the Z's under ticket is the Patient Account Number.
e Click on Transaction ID to Refund or Void the Recurring Transaction.

Recurring Transactions

ot e 3
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