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Overview
The gateway supports three separate types of recurring billing options.

1. Traditional

® The merchant will set up and bill a single cardholder, via credit card or ACH
e-Check, a specific dollar amount on a specific day for an indefinite or specified
period of time.

2. Expanded/Plan Recurring Billing
e The merchant creates a plan and then can associate an unlimited number
of cardholders with the plan.

e The plan approach provides simplicity when the time comes to update
the plan.

e When the merchant changes the dollar amount to be charged or the timing of the
charges all associated cardholders are affected immediately.



How to edit established recurring billing for a single cardholder or a
checking account

Step 1: Click Add Subscription under Recurring from the Main Menu.

RECURRING

Add Subscription

List Subscriptions

Add Plan

List Plans

Step 2: Select Credit Card or Electronic Check as the type of recurring transaction to continue.

Note: this option will only occur if you have both payment methods available.

Home / Recuring - Add Subscription

Please click on the type of recurring transaction.

Cradit Card
Electronic Gheck




Step 3: Enter customer information for Credit Card or Electronic Check. Click Continue to
proceed.

Credit Card Example

Home / Recuring - Add Subscription

Enter the customer information for a recurring transaction.
+ F
Credit Card Information

Cradit Card Mumber @  Expiration Date & Currency &
411111111 ||I:|119 |[L.ISD :]

Ordar Infarmation

Order ID @
| 12344321 |

Order Description &
| Shirt Crder

Customer Information

First Nama & Last Hame & Company &
| John | | Smith | | Apparal Go. |
Country & Address &

United States ¢| | 123 Main Street |

City @ State @  Zip Code @
| chicago | [lincis %] | soies |

Email Address &
| johnsmith@apparalco.c |




Electronic Check Example

Home / Recwring - Add Subscription

Enter the customer information for a recuming transaction.

+ F
Electronic Check Information
Hama on Account & Routing / ABA Number & &
| John Smith | | 123123123

Account Numbar © &
| 123123123 |

Acet Holder Type  Account Typa @

°

Personal B

Currancy &
UsD £

Order Information

Order ID @
| s87e54321 |

Order Description &
| Appare

Customer Information

Firat Mame & Last Hame & Company &
| Jehn | | Smith | | Apperal Co. |
Country & Addreas &

United Sates = | 123 Main Straat |
City @ State & Zip Coda @
| Chicago | [Illmuus :] | a0185 |

Emall Address &
| sohnsmith@appanalco.c |




Step 4: Select an existing plan from the Plan Name drop down list or create a new billing plan by
clicking on the Click Here link. These steps are the same for credit cards and electronic checks.

Note: fields with red asterisk are required.

Home / Recuwring - Add Subscription

Step 2 of 2
Enter the mcurring transaction information.

Selact an Existing Plan
Chionsa from ane of your existing plans below.
Plan Nama 3 Billing Cycla

&
— -]

Start Charging the Customer on &

| o1vzarzaie I3
Click Hera to Creata a New Billing Plan
Step 5: Click Save to complete.
Home / Recwring - Add Subscription
Step 2of 2

Enter tha racurring tran=action information.
Selact an Existing Plan
Chioose from one of your existing plans below.

Flan Name & Billing Cycle
[ 12 Mernth Plan 3] Every th day of the month

Start Charging the Customer on &
| o2r0sr2018 | o

or Click Hera to Creats a New Billing Plan




The subscription was successfully added.

Home / Recuwring - Add Subscription

Step 2of 2

Your Recurring/Installment Transaction has bean Succesafully Addad

How to edit established recurring billing

Step 1: Click List Subscriptions under Recurring from the Main Menu.

RECURRING v

Add Subscription

List Subscriptions

Add Plan

List Plans




Option: Merchants can also search recurring transactions to find a subscription by entering
information they need. Simply fill in the fields and click Submit for search results.

Home ' Recurring - List Customers

Search Recurring Transactions

Order ID Last Name
Account Number Company
Amount Range (Min) Amount Range (Max)
S | 00.00 . $ | 00.00
Start Date End Date
01/01/2002 s 02/02/2018 ;) [ B
Include Completed Schedules Only Show Expiring Credit Cards

Recurring Customer List

Customer Order ID/SKU Details Entry Time Payments
John Smith 987654321 Credit Card 11312018 1@ $10.00
jsmith@apparelco.com 123 m 5:55:08 PM 2 attempted
John Smith 654321 Credit Card 1/31/2018 1@ $10.00
jsmith@apparelco.com 123 5.1 5:53:13 PM 2 attempted




Step 2: Click the blue customer name to edit. Click Download Transactions to save information
from the recurring customer list. Information includes subscription details as well as individual
client information.

Home / Recuwring - List Customers

Search Recurring Transactions

Order ID Last Hame
Account Humber Company
Amount Ranga {Min} Amount Range (Max)
£ | 000 - % | 00u00
Start Date End Date
01/01/2002 7] 017222018 i
Include Completed Schedules COnly Show Expiring Credit Cards

Submit
ot Cord Expirs Wit 20 Do

Recurring Customar List

Customer Ordlar Detalls Entry Time  Paymanis
ICySKLU
Johin Smith GATEE4 32 Chach 12018 08 550000

ithiapparelco.com 123 153123 10015211 AN ]
ﬂﬂﬂf‘l‘lEﬂd
oJohin Smith GETE5432 Check 8202016 | 09 550000
smith@apparalco.com 456312050 | 1.3123 | 12:35:04 PM a
aﬂamEaﬂ
oJohin Smith 12344321 Cradit &S | 09 $50.00
johmamithiapparelco.com 1253 Ciard 12:01:34 PM ]

a1 attamptad
— Cizten

1 -3 of 3 Subscriptions

# Microsoft Excal [xls]
Comma Separated Value [cawv)

Downiload Subscrptions:




Step 3: Merchant has the option to edit the customer’s billing plan from this menu. Click Edit
Plan to change settings. Warning: all customers associated with the plan will be affected by
your changes. Merchants can also delete the customer’s subscription by clicking the Delete
button at the top of the menu.

Home / Recurring - List Customers / Edit Customer

DELETE

< Create Subscription + £

Recurring Information

Subscription Id Associated With

3957901338 Iboutique

Billing Cycle

Active, Starts 02/05/2018, Every 5th day of the month

Recurring SKU Payments

123 12

Plan Name ® Next Charge Date @

((cusTOM PLAN) 4) Edit Plan 02/05/2018 IE

Electronic Check Information

Name on Account @ Routing / ABA Number & @
John Smith 123123123

Account Number & @

1xxxx3123
Acct Holder Type Account Type @
© Checking =
Currency @

aAm

usD




How to create billing plans for an unlimited number of cardholders or
checking

Step 1: Click Add Plan under Recurring from the Main Menu.

RECURRING v

Add Subscription

List Subscriptions

List Plans
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Step 2: Enter information to create a new billing plan. Click Save to complete.

Home / Recwring - Add Flan

Craate a New Billing Plan

Enter the amount you want to charge the customer sach time.

Amount to charge each tima Eill 5 | 30.00 |

Sat how often you want to charge the customer
& Charge the customer avery | 30 deys=

Charge the customer on day = of evary = monthig)

Sat how many times you wish to charge the customer?
Chrarge untll cancelad &

& Charge the customer@ | 1 times

Plan Name / Description © [ 30-30 |

Plan ID {For use with QuickClick and APT) & | 456

Successfully saved

Home / Recwring - Add Plan

Your Plan has bean Successfully Saved.
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How to edit a plan

Step 1: Click List Plans under Recurring from the Main Menu.

RECURRING v

Add Subscription

List Subscriptions

Add Plan

Step 2: Click the blue plan name to modify information.

Home / Recuring - List Plans

Ta medify plan information, click on & plan name balow.

Recurring Plans

Plan Plan ID Billing Cycla Amount
- 12 Morth Plan | 123 Evary 5th day of the month 50.00
30-30 456 Aunz avery 30 days) 30,00
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Step 3: Edit any information to the existing billing plan. Warning: all customer associated with

the plan will be affected by your changes. Existing plans can also be deleted by clicking the

Delete button at the top of the menu.

Home / Recuring - Edit Plan

Thi= plan is usad by 2 customar(s)
All customars using this plan will b2 effected by your changes.

Edit an Existing Billing Plan

Enter the amount you want to charge the customer sach time.
Amount to charge each time & | 5 | 5000

Set how oftan you want to charge the customear
Charge the customer awvery days

& Charge the customer on day | & 5 of evary | 1 = manthis}

Sat how many times you wish to charge the customer?
Charge until cancelad &

& Charge the customer@ | 12 timas

Plan Mame { Description 12 Month Plan

Plan ID (For use with QuickClick and AP} & | 123

14



