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Welcome to Chase POS

Chase POS! allows you to accept credit and debit card payments? wherever your
business takes you in Canada.

All you need is an internet connection, one or more Chase POS terminals, and a
merchant account with Chase® Merchant Services.

This user guide will introduce you to the Merchant Portal, where you will be able
to manage your Chase POS account, manage your product catalogue, pull reports,
track your sales, and more.

Don’t have an account?

If you do not have a Chase POS account, please visit
https://merchantservices.chase.ca/en/support or call
1-866-833-8182 to speak with a Sales Representative.
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Getting Started

To use Chase POS, you will need to first set up an account with Chase® Merchant
Services. To speak with a Sales Representative, please call 1-866-833-8182.

Once your account has been created, you will be sent a welcome e-mail
containing a link to validate your email address.

Clicking this link will prompt you to set the following:

Password

Your password will be used anytime you sign into the Merchant Portal or the
Chase POS Terminal application. The temporary password will be sent to you via
email that you will need when setting up the password.

You will be prompted to set a password for your account. To maximize the
security of your account, you should

e Use a unigue passwordfor your account.

o Never share your passwordwith anyone. Chase will never ask for your
password.

MFA (Multi-Factor Authentication) Preference

Multi-Factor Authentication, also known as two-factor authentication (2FA)
provides an additional layer of security to your account. With MFA you will be
asked to enter a verification code by SMS message or using an authentication app
such as:

e Google Authenticator

e Microsoft Authenticator

e Twilio Authy
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Signing In

Your Chase POS account is secured using your email address, password, and
MFA.

When signing into the Chase POS terminal or Merchant Portal, you may also be
required to enter a one-time password (OTP). This is a 6-digit code either sent to
your mobile number as an SMS or generated by your authenticator app.

To access the Merchant Portal:

1. Go to Attps/mychaseca

2. Click the SIGN IN button.
3. Enter your Email Address and Password and click Sign In.

When the Remember me check box is selected, your email address is pre-
populated the next time you sign in from the same device.

Forgot your password?

You can reset your password yourself using the Chase POS terminal,
via the Merchant Portal at mychase.ca, or by calling Merchant Support
at 1-800-265-5158.
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Managing Your Staff

In addition to the Owner account, supervisor and staff accounts can be created
for your employees to attribute sales to individual staff members and provide
access to process refunds and manage aspects of your business through the
merchant portal.

Adding a Staff User

1. Click on the Staff menu button from the left panel.

2. Click on the Add Staff User button.

CHASE © Richmond Station Restaurant

B3 Dashboard Add Staff User

& Product Catalog v

Addison Martin addison.martin@gmail.com +1(416) 555-5555 Supervisor Active

£ sales History

Ava Paquette apquette242@outiook.com +1 (416) 555-5555 Employee Not Verified
B Reports
Logan Wwilson loganwilson@gmail.com +1(416) 555-5555 Employee Email Sent

(] brmtze Lucas Jones lucasjones@outlook.com +1(416) 555-5555 Employee Active

a8 staff

@ QuickBooks

£ settings

3. Enter the following staff details to complete the user profile.
i.  Staff First Name and Last Name;
ii.  Email address;
ii.  Mobile Phone Number;
iv.  Language (English or French); and
v.  Staff Role (Supervisor/ Employee).

4. Once you fill out all mandatory fields (*), click on the Submit button.
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CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

B3 Dashboard < Add Staff User Cancel ] [ Submit I

& Product Catalog v Enter staff users’s personal information below Set staff users's role and permissions

st Name Rol
2 o
£ sales History - Sarah Supervisor v

.
B revors 2 g

B Hardware

84 saransinger@dreampayments.com

a8 staff

Moblle Prons Number
40 41(905) 555-5555

@ QuickBooks

® engish v
£ settings

5. You will see a confirmation message on the screen and an email with the
account verification link will be sent to the staff user with instructions to
complete the verification process.
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Viewing your Staff List

1. Click on Staff main menu button.

CHASE © ‘ Richmond Station Restaurant Support Hello, John Doe! [> signout

& Product Catalog v

First Nam Last Name Email Mobile Number Role status
£ sales History Addison Martin addison.martin@gmail.com +1(416) 555-5555 Supervisor Active

Ava Paquette apquette242@outiook.com +1(416) 555-5555 Employee Not Verified
B Reports

Logan Wilson loganuwilson@gmail.com +1(416) 555-5555 Employee Email Sent
(] brmtze Lucas Jones lucasjones@outlook.com +1(416) 555-5555 Employee Active

Sarah Singer sarahsinger@dreampayments.com +1(416) 555-5555 Supervisor Active

% Staff

@ QuickBooks

£ settings

About Us | Privacy Policy | End User License

2024 JPMorgan & Chase Co. | Sales: 1-877-552-5533 | Merchant Support: 1-8
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Viewing a Staff Member's Profile

1. Click on the Staff member from the staff list.

CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

& Product Catalog v

Addison Martin addison.martin@gmail.com +1(416) 555-5555 Supervisor Active

£ sales History

Ava Paquette apquette242@outiook.com +1(416) 555-5555 Employee Not Verified
B Reports

Logan Wilson loganuwilson@gmail.com +1(416) 555-5555 Employee Email Sent
(] brmtze Lucas Jones lucasjones@outlook.com +1(416) 555-5555 Employee Active

2% staff sarah Singer sarahsinger@dreampayments.com +1(416) 555-5555 Supervisor Active

@ QuickBooks

£ settings

The following are various statuses that apply to the user.

Email Sent The registration email has been sent but the user has not
clicked the link to verify their email address.

Not Verified The user has verified their email address but not set their
password or verification preference.

MFA Required The user has set the password but has not set their
verification preference yet.

Active The user has completed registration and can sign in to
perform transactions.

Suspended The user’s account has been suspended by the merchant
owner and cannot sign in to the Merchant Portal or Mobile
App.

Deleted The user’s account has been deleted by the merchant owner
and cannot sign in to the Merchant Portal or Mobile App.
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Once the account is successfully created, a unique User PIN will be assigned to
the staff account. You may reveal this pin by pressing “Show”.

NOTE: These PINs are used to validate refunds. It is up to you as a Merchant to
distribute these PINs safely and securely to your staff members as needed. For
more information see User PIN Management for more information.

Editing Staff Accounts

You can edit your existing Staff Users (Supervisors and Employees) through the
Merchant portal.

Edit a Staff Member's Profile

1. Click on the Staff menu button from the left panel.

2. Select the staff account for editing from the staff user list on the merchant portal
dashboard.

CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

& Product Catalog v

Addison Martin addison.martin@gmail.com +1(416) 555-5555 Supervisor Active

£ sales History

Ava Paquette apquette242@outlook.com +1(416) 555-5555 Employee Not Verified

B Reports
Logan Wwilson loganwilson@gmail.com +1(416) 555-5555 Employee Email Sent

(] brmtze Lucas Jones lucasjones@outlook.com +1(416) 555-5555 Employee Active

a0 Staff [ sarah Singer sarahsinger@dreampayments.com +1(416) 555-5555 Supervisor Active ]

@ QuickBooks

£ settings
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3. (lick on the Edit button.

CHASE O Rleninand SearlanRestalsane o Hello, John Daet ‘ [0 sianou

B3 Dashboard < Staff User Details Delete ] [ Edit I

User Information Role & Permissions.

i Role
2 sarah O supervisor

2 singer

B8 carahsinger@dreampayments.com

18- 41 (905) 555-5555

® engish

4. You may update the Staff user's Name by modifying the First and Last
name fields.

5. You may also update the staff user's Language preference of a user to
English or French. The language preference applies to both the Merchant

Portal and Mobile App.

6. You may also change the staff's Mobile phone number. This information
can be used if staff prefers to set MFA preference to SMS verification.

7. For changes to the user role and email, see the Change Email and Change
Role sections.

8. Click on the Save button to apply changes to the staff profile.

9. You will see a message confirming that the changes are applied to the staff
account.
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Changing a Staff Member's Role

You can change the role of any of your staff members through the merchant

portal by editing the staff user account.

To Change Staff Role:

1. Click on the Staff button on the left panel.

2. Select the staff account whose role you need to change.

3. Click on the Edit button and the staff account will be available in edit mode

to make the required changes.

CHASE Richmond Station Restaurant

23 Dashboard < Edit Staff User Details

Hello, John Doe! [ signout

B ProductCatalog v Edit User Information

s
£ sales History - sarah X

B Reports

B Hardware Change email
sarahsinger@dreampayments.com
2% staff
B8 41 (905) 555-5555 X
@ QuickBooks v
® engish v
£ settings v
[ et

B eeceee Reset | Show

Edit Role & Permissions

O supervisor

4. Click on the User role dropdown under the Roles and Permissions section

and select the new staff role.
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CHASE Richmond Station Restaurant Support Hello, John Doe! [> signout

2§ Dashboard < Edit Staff User Details l Cance l I save
a Product Catalog v Edit User Information Edit Role & Permissions
o
s 2 o x |0 —
Superviser

B Reports

= Singer X

B Hardware Emai Change email
8 saransinger@dreampayments.com

2% staff

0 41(905) 555-5555 X
@ QuickBooks

® engish v
£ settings

© active

Security

B eeceee Reset | Show

5. Click on the Save button to save the changes against the staff account.

Note: The staff's new role will take effect when the staff user logs in again to
the system /mobile application.

6. You will see a confirmation message on the screen that the staff role has
been successfully changed.

7. You can view the changes in the staff account once the changes are saved.
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Changing a Staff Member's Email

You can change the email address of any of your staff members through the
merchant portal by editing the staff user account.

To Change Staff email:
1. Click on the Staff button on the left panel.
2. Select the staff account whose email you need to change.

3. Click on the Edit button and the staff account will be available in edit mode
to make the required changes.

CHASE Richmond Station Restaurant Support Hello, John Doe! [> sionout

3 Dashboard < Edit Staff User Details el l [ e

B Product Catalog Edit User Information Edit Role & Permissions

am Role
:
£ Sales History = sarah X O supervisor v

B Reports

= Singer X

@ Hardware ema Change email

sarahsinger@dreampayments.com
a8 Staff

0 41(905) 555-5555 X
@ GQuickBooks v

® engish v
oy Settings v

[ et

Security

B eeceee Reset | Show

4. Click on the Change Email link against the email field.
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CHASE Richmond Station Restaurant Support Hello, John Doe! [> signout

53 pashboard < Edit Staff User Details Gancs) l [ g

& Product Catalog v Edit User Information Edit Role & Permissions

s
£ sales History = sarah X &) Supervisor v

B Reports

B Hardware Cancel (save

sarahsinger2222@dreampayments.com

a8 staff

+1(905) 555-5555 X

@ auickBooks v

® engish v
£ settings v

B eeceee Reset | Show

5. Update the new email address in the email field and click on the Save link
on the email field to save the changes.

6. You will see a message confirming that the new email address has been
saved on the staff account and an email has been sent to the staff user as
well.

7. Once you click on the Save button on the staff profile, a message will be
displayed confirming that changes have been added to the staff account.

8. The email status on the staff account will be changed to ‘Pending Email’ and
will be updated once the staff user completes the email verification
process.
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CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

83 Dashboard < Edit Staff User Details Cancel l l sove

& Product Catalog Edit User Information Edit Role & Permissions

-
£ sales History - sarah X ] Supervisor v

B Reports

B Hardware

sarahsinger2222@dreampayments.com

a8 staff

11 41 (905) 555-5555 X
@ QuickBooks

® engish v
£ settings

© cmai sent

Security

B eeccee Reset | Show

Cancel a Staff Member’s Email Change

You can cancel the change in the email address before the staff user verifies the
new email.

To Cancel email change:
1. Click on the Staff button on the left panel.
2. Select the staff account whose email change you need to cancel.

3. Click on the Edit button and the staff account will be available in edit mode
to make the required changes.

4. Click on the Cancel button next to the Pending email field.
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CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

B3 Dashboard < Edit Staff User Details Sance l [ g

& Product Catalog v Edit User Information Edit Role & Permissions

s
£ sales History = sarah X ] Supervisor v

B Reports

B Hardware

sarahsinger2222@dreampayments.com

a8 staff

+1(905) 555-5555 X

@ auickBooks v

£ settings v

B eeceee Reset | Show

5. Once you cancel the email change, you will see a message asking for
confirmation for cancelling the changes previously made to the staff email
address.

6. Click on Yes to confirm and a message will be displayed informing that the
changes have been cancelled and the last saved email address is restored
against the staff account.

7. Click on the Save button on the staff profile to save all changes to the
profile.

8. You will see a confirmation for an updated staff account.

Resending a Verification Email

You can resend the verification email to the staff account, in case the email is not
received or missed by the staff user from the merchant portal.

To resend the verification email:

1. Click on the Staff button on the left panel.
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2. Select the staff account to whom the verification email needs to be resent.

3. Click on the Edit button and the staff account will be available in edit mode
to make the required changes.

4. Click on the Resend Verification email link next to the Pending email field.

CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

53 pashboard < Edit Staff User Details Gancs) l [ g

& Product Catalog v Edit User Information Edit Role & Permissions

s
£ sales History = sarah X &) Supervisor v

B Reports

B Hardware

sarahsinger2222@drear

a8 staff

+1(905) 555-5555 X

@ auickBooks v

£ settings v

B eeceee Reset | Show

5. Averification email will be sent again to the staff email address, and you will
see a confirmation message on the merchant portal screen.

6. The Staff user needs to open the email and click on the Verify Email
Address in the email to verify the new email address.
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Deleting a Staff Member

You can delete any of your staff's accounts from the merchant portal. The staff
user with the deleted account will then be able to log in to the portal/ mobile
application.

To delete staff account:

1. Click on the Staff button on the left panel.

2. Select the staff account that needs to be deleted.

CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

& Product Catalog v

@ sales History Addison Martin addison.martin@gmail.com +1(416) 555-5555 Supervisor Active
Ava Paquette apquette242@outlook.com +1(416) 555-5555 Employee Not Verified
B Reports
Logan Wilson logan.wilson@gmail.com +1(416) 555-5555 Employee Email Sent
B Hardware Lucas Jones lucasjones@outlook.com +1(416) 555-5555 Employee Active
28 Staff [ Sarah Singer sarahsinger@dreampayments.com +1 (416) 555-5555 Supervisor Active ]

@ QuickBooks

£ settings

3. Click on the Delete button on the staff profile screen.
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CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

53 pashboard < Staff User Details l Pelete l I Ed

B ProductCatalog v User Information Role & Permissions

s
£ sales History & Sarah © Supervisor

.
B Reports & sne

B Hardware

8 saransinger@dreampayments.com

a8 staff

B8 41(905) 555-5555

@ auickBooks

® Engisn
£ settings

© active

4. You will see a confirmation message informing you that the staff account
has been deleted.

5. You will also receive an email with information that the staff account has
been deleted.
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Managing User PINS

Each user is assigned a 6-digit user PIN which allows them to perform refunds.
Only the owner can view and reset user PINs. As such it is the Owner's
responsibility to securely communicate user PINs to users that they feel should be
able to perform refunds.

Viewing the Owner’s PIN
To View your PIN:
1. Open the merchant portal using your credentials.

2. Go to Settings and then click on the Personal Profile page.

3. You will see a User PIN field on the page. Click on the Show link to view
your user PIN, as by default, the user PINs are hidden on the screen.

CHASE “| Richmond Station Restaurant Support

Hello, John Doe! [> signout
2§ Dashboard Personal Profile
B Product Catalog v e
Peter Cinelli
£ Sales History
B e
Edit Password
B Reports eecccce
[ Hardware €
petercinelliz5@dreampayments.com
2% staff
1 Number
Edit Mobile Phone Number
@ settings +1(647) 555-5555
Personal Profile O  Multi-Factor Authent
Edit Multi-Factor Authenication Preference
SMS
Merchant Profile
® i ) Edit Language
Transaction Settings English
Receipts User PIN
®
(XXX XY ]
2024 JPMorgan & Chase Co. | Sales: 1-877-552-5533 | Merchant Support: 1-800-507-0782 About Us | Privacy Policy | End User License Agreement
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4. Once you click on the show link, your user PIN will become visible to you.
You can also click on the Hide link to mask it again.

CHASE © Richmond Station Restaurant Soutien ‘ Bonjour, John Doe! [> Déconnexion

B§ Tableau de bord Profil personnel

Catalogue de

= produits @  tomeomole

Peter Cinelli

Historique des
D ventes

Modifier le mot de passe
B Repports LXXYYYYY

[ Materiel
petercinelli35@dreampayments.com

2% Personnel

L]
Modifier le numéro de téléphone mobile
° Paramétres +1(647) 555-5555
Profil personnel O Préttrence dauthentifcation mltfacteur
Modifier la préférence d’authentification multifacteur
SMS
Profil du marchand
_ ® ifier la I
Paramdtres de English Modifier la langue

transaction

Recette a8

R reiiaser (Saane)
123456

2024 JPMorgan & Chase Co. | Ventes: 1-877-552-5533 | Service 4 la clientéle: 1-800-507-0782 A propos de nous | Olitique de confidentialité | Convention de licence d'utilisation
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Changing the Owner’s PIN

Only you as a merchant owner have the option to change your staff's user PINs
through the merchant portal and communicate with them as the staff user cannot
view their PINs.
To change your Staff user PIN:

1. Click on the Staff button on the left panel of the merchant portal.

2. Select the staff account whose user PIN is needed to be changed.

3. Click on the Edit link to make changes to the staff profile.

4. You will see a User PIN field on the staff profile under the Security section
and by default, the user PINs are hidden on the screen.

5. You can click on the Show link to make them visible.

6. Click on the Reset link to change the user PIN for the staff account.

CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

25 Dashboard Personal Profile

& Productcatalog v e

Peter Cinelli

£ sales History

Edit Passwor d
B Rreports  HEEEEEEEITITIT

B Hardware

petercinelli35@dreampayments.com

ah Staff

X Edit Mobile Phone Number
+1(647) 555-5555

Edit Multi-Factor Authenication Preference

Edit Language
English e

el =
he
...... () svow
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7. Once you click on the Reset link, the system will generate a new 6-digit user
PIN for the staff account, and you will see a confirmation message on the
screen.

You can then click on the Show button to view your new User PIN for the staff
account.
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Viewing a Staff Member's PIN

Only you as a merchant owner have the option to manage your staff's user PINs
through the merchant portal and communicate them. Staff cannot view their own
PINs through the Merchant Portal.
To View your Staff user PIN:

1. Click on the Staff button on the left panel of the merchant portal.

2. Select the staff account whose user PIN is needed to be viewed.

3. You will see a User PIN field on the staff profile under the Security section
and by default, the user PINs are hidden on the screen.

CHASE Richmond Station Restaurant Support Hello, John Doe! [> signout

53 pashboard < Staff User Details Pelete l [ Ed

B ProductCatalog v User Information Role & Permissions

.
£ sales History 2 saran ©  supervisor

B Reports

B Hardware

8 saransinger@dreampayments.com

a8 staff

B8 41(905) 555-5555

@ QuickBooks
® English
£ settings
© scive
Security
B eeecee

4. When you click on the Show link on the screen, the user PINs become
visible on the screen. You can then communicate the user PIN to the
respective staff member.
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CHASE © Richmond Station Restaurant Support Hello, John Doe! [> signout

B3 Dashboard < Staff User Details Delete I [ Suspend

B ProductCatalog v User Information Role & Permissions

Role

g, Frtem
£ sales History & Sarah © Supervisor

&
B Reports & sne

B Hardware Emai
8 saransinger@dreampayments.com

a8 staff

8- 41(905) 555-55555

@ QuickBooks

® Engish
£ settings

© Active
Security

B 23456

2024 JPMorgan & Chase Co. | Sales: 1-877-552-5533 | Merchant Support: 1-800-507-0782 About Us | Privacy Policy | End User License Agreement

5. You can also click on the Hide link to make it hidden on screen again.
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Changing a Staff Member's PIN

You as the merchant owner have the option to change your user PIN from the
merchant portal.

To Change your PIN:
1. Open the merchant portal using your credentials.
2. Go to Settings and then click on the Personal Profile page.

3. You will see a User PIN field on the page. Click on the Reset link to change
your user PIN.

CHASE “' Richmond Station Restaurant Support Hello, John Doe! ‘ [—) Sign Out

2§ Dashboard < Edit Staff User Details Cancel ] [ save
ﬁ Product Catalog Edit User Information Edit Role & Permissions
First Name * Role *
°
£ sales History “ Sarah X &) Supervisor v
Last Name
°
B Reports 2 Singer x
E Hardware Email * Change email

[N~ "
] sarahsinger@dreampayments.com

Mobile Phone Number

© +1(905) 555-5555 X
@ QuickBooks
Language *
@ English v
* Settings
Status
° Active
Security

Jser PIN

& LN NN N Show

©2024 JPMorgan & Chase Co. | Sales: 1-877-552-5533 | Merchant Support: 1-800-507-0782 About Us | Privacy Policy | End User License Agreement
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4. Once you click on the Reset link, the system will generate a new 6-digit user
PIN for your account, and you will see a confirmation message on the

screen.

5. You can then click on the Show button to view your new User PIN.
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Dashboard

With Chase POS, you can review daily sales statistics performed by you or your
staff via the Dashboard.

The Dashboard provides a real-time summary of your sales, including total sales,
refunds, taxes, and tis. You may view the information by payment type, date
range, or staff member that conducted the transaction.

To access the Dashboard:

1. Click on the Dashboard menu button.

CHASE © Liberty Couture Support Hello, Michelle! -] signout
B3 Dashboard Dashboard A% AllUsers v l [ B payment Method v l l [ This Month v
& Productcatalog v -
Comparing | August 1-31 to September 1-30
£ sales History
Total Sales Number of Sales
™ 4% 8%
B Reports $14,800 210
B Hardware
&% staff Total Refunds P Number of Refunds I
0
$1100 15% 9 =
£ Settings
Total Tips S 59% Total Tax Collected S 59%
‘0 ‘o
$1,625 $1,625
Last Transaction
2022-10-05 1:00 am
o About Us | Privacy Policy | Ent d User Agreement

Need to find a past transaction? You can track your historical transactions from
the past 18 months.
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Managing Your Product Catalogue

You can manage your commonly sold products and service within the Merchant
Portal by accessing your product catalogue.

If your business has staff users, they will be able to access and sell products from
your catalogue but will not be able to make changes to it.

When you make changes on the product catalogue you will need to log in / log out
of the terminal application to retrieve the changes.

Managing Taxes

Before you create products, you'll first want to define the taxes that can be
applied to your product. These tax labels will show up on your physical and digital
receipts when you make a sale.

You can define up to four different taxes in the Chase POS system: GST, HST, PST,
QST. You should follow CRA guidelines on the correct taxes and rates to change.
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Adding a Tax
You can add taxes to your products.
To add a tax:
1. Go to Product Catalog — Taxes from the main menu.

2. Press the Add Tax button.

CHASE © Liberty Couture. Support Hello, Michelle [> signout

B3 Dashboard

& ProductCatalog v
Products e
ategories You have no taxes in your

catalog

Start by adding a new tax
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3. Select the Tax Label and enter the Tax Rate.

CHASE © ‘ Liberty Couture. Support Hello, Michelle [> signout

S peshboers ¢ Add Tax

& Productcatalog v

Tax Details
Tax Label *
Products
Select Tax -
Tax Rate *
Categories
[ Enter Percentage J
Enable D

Tax can be applied to products.

£ sales History R
Associated Products

Label

B Reports
None -

B Hardware

a8 staff

£ settings

2023 JPMorgan & Chase Co, | Sales: 1-877-552-5533 | Me
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4. If you have products in your catalogue you can apply this tax to those items
NOW.

Edit Products

Q search

Hat
T-Shirt
Pants

Belt

Button-Up Shirt
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5. Press Save.

CHASE

B3 Dashboard

& Product catalog

Products.

Categories

£ sales History

B Reports

B Hardware

£ settings

‘ Liberty Couture.

< QST

Support Hello, Michelle [ signout

Tax Details

Tax Label *

[QST

Tax Rate *

[9975%

Enable
Tax can be applied to products.

Associated Products

Label

5 Items. -

2023 JPMorgan & Chase Co. | Sales: 1-877-552-5533

Merchant Support: 1-800-507-0782

About Us | Privacy Policy | End User License Agreement
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Deleting a Tax

You can delete a Tax that is no longer in use from the system. Note that this tax
must be disassociated from all items before you can remove it.

To delete a tax:
1. Go to Product Catalogue — Taxes from the main menu.
2. Select the tax you would like to delete.

3. Press Delete and confirm the deletion.

CHASE © Liberty Couture Support Hello, Michelle [> signout
B3 Dashboard Taxes
& Productcatalog v

Products e

RIS You have no taxes in your

catalog
axes Start by adding a new tax
507
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Searching the Product Catalogue

The products in the catalogue are sorted by name in alphabetical order. You can
search or filter your products to find a specific product you're looking for.

CHASE © Liberty Couture Support

B3 Dashboard Products Add Product
& Productcatalog v
[ Q Hat ] Search Availability v
roducts

Hello, Michelle! [ signout

Hat ITM-00001 Enabled $30.00
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Adding a new Product

To add a new product:

1. Go to Product Catalogue — Products from the main menu.

2. Press the Add Product button.

CHASE O \ Uberty Couture

B3 Dashboard < Add Product

Support

Hello, Michelle!

[ signout

& Product Catalog v

Product Details

Image

Upload a new image from your computer.

1

Availability

Product is enabled for purchase.

Inventory

Track Quantity

Organization

..................
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3. Specify the details of your product. At minimum you'll need to set a Name
and a Price.

CHASE O ‘ Liberty Couture suport | HelloMichelet | [> signout

B3 Dashboard < Add Product

& Product Catalog v

Product Details

Name *

T J
Descrpton
[ e Tee ]
image

Upload a new image from your computer.

Yo%
DESIGN
e
Availability
Product is enabled for purchase. [ o)
Inventory
Track Guantity ()

Organization

Categories SKU Number
None < [n ]
Pricing
Uit price * Taxes

000 ‘ ‘Nn'n‘ . ]

7-552-5533 | Merchant Support: 1
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4. Once you have defined the values for your product, press Save to add it to
your Catalogue.




Applying Sales Tax

You can add a sales tax to any product which will automatically be calculated
during checkout.

To apply a Tax:
1. Go to Product Catalogue — Products from the main menu.
2. Select the product you would like to apply sales tax to.

3. Select the Taxes dropdown to display a list of taxes configured for your
business. See Managing Taxesfor information on defining taxes.

CHASE © Liberty Couture Support Hello, Michelle! [> signout

& Product Catalog A

Product Details

Name *

T-Shirt

Description

[Men‘s White Tee

Image
Upload a new image from your computer.

youn
* osien
-3

Availability

Product is enabled for purchase. [ o]

Organization

Categories SKU Number

None - ‘

ITM-000234

Pricing
Unit Price *

[s3500 ]
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4. Select the applicable taxes, and press Confirm to apply it to the product.
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5. Press Save to save your changes to the product.

CHASE ©

B3 Dashboard

& Product catalog

Products

Categories

£ sales History

[@ card Readers

a8 staff

£ settings

N

‘ Liberty Couture

< T-Shirt

Support Hello, Michelle!

[ signout

Cancel Save

Product Details

Name *

T-Shirt

Description

[Tpxt
Image

Upload a new image from your computer.

youn
* osien
=3

Availability

Product is enabled for purchase.

Organization

Categories SKU Number
l None - ‘ 000234
Pricing

Unit Price * Taxes

[ $35.00 ] HST (13%)

©2024 JPMorgan & Chase Co. | Sales: 1-877-552-5533 | Merchant Support: 1-800-507-0782
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Assigning a Product to Categories

To help organize your catalogue, you can assign products to categories.
To assign a product to a category:
1. Go to Product Catalogue — Products from the main menu.
2. Select the product for which you would like to assign a category.
3. Select the Categories dropdown to display a list of categories configured

for your merchant account. See [Managing Categories] for more
information.

CHASE © Liberty Couture Support Hello, Michelle! [> signout

& Product Catalog A

Product Details

Name *

T-Shirt

Description

[Men‘s White Tee
Image

Upload a new image from your computer.

N R
DESIGN
=3

Availability

Product is enabled for purchase. @

Organization

Categories SKU Number

None - ‘

ITM-000234

Pricing
Unit Price *

[s3500 ]
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4. Select the applicable categories, and press Confirm to apply it to the
product.
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5. Press Save to save your changes to the product.

CHASE ©

B3 Dashboard

& Product catalog

Products

Categories

£ sales History

[@ card Readers

a8 staff

£ settings

N

‘ Liberty Couture

< T-Shirt

Support Hello, Michelle!

[ signout

Cancel Save

Product Details

Name *

T-Shirt

Description

[Tpxt
Image

Upload a new image from your computer.

youn
* osien
=3

Availability

Product is enabled for purchase.

Organization

Categories SKU Number
lmps - ‘ 000234
Pricing

Unit Price * Taxes

[ $35.00 ] None
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Adding an Image

You can add an image to a product which will show up in the POS application
beside the product listing.

To add an image:
1. Go to Product Catalogue — Products from the main menu.

2. Select the product or service you would like to add an image to.

CHASE © Liberty Couture Support Hello, Michelle! [> signout

& Product Catalog A

Product Details

Name *

T-Shirt

Description

[Men‘s White Tee

Image
Upload a new image from your computer.

K

Availability

Product is enabled for purchase. [ o]

Organization

Pricing
[535.00 ] Nor -
Delete
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3. Press the upload image icon and browse the files on your computer and
select an image you'd like to use.

Note: This dialog box will vary depending on your web browser and
operating system.
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4. Press Save to save your changes to the product.

CHASE © Liberty Couture Support Hello, Michelle! [> signout

& Product Catalog A

Product Details

Name *

T-Shirt

Description

[Men‘s White Tee
Image

Upload a new image from your computer.

youn
* osien
=3

Availability

Product is enabled for purchase. [ o]

Organization

Categories SKU Number
None - ‘ H-000234

Pricing

Unit Price * Taxes

[ $35.00 ] Nor -
Delets

Note: A Remove Image icon will be displayed if an existing image is present, press
that icon to remove the image from your product.
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Enabling or Disabling a Product

You may wish to disable a product if it is not currently available for sale. Disabling
a product will hide it from the list when performing a catalogue sale, but not
delete it from your product catalogue.

To Disable a Product:

1. Go to Product Catalogue — Products from the main menu.

2. Select the product or service you would like to disable.

CHASE © Liberty Couture Support Hello, Michelle! [> signout

& Product Catalog A

Product Details

Name *

T-Shirt

Description

[ Toxt

Image

Upload a new image from your computer.

youn
* osien
-3

Availability

Product is enabled for purchase. [ o]

Organization

Categories SKU Number

None - ‘

ITM-000234

Pricing
Unit Price *

[s3500 ]
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3. Press the Availability toggle to disable to the product.

CHASE & Liberty Couture Support

B3 Dashboard < T-Shirt Cancel

Hello, Michelle! B> signou

B ProductCatalog A

Product Details

Name *
Products
T-Shirt
Description
Categories
[W }
Taxes Image

Upload a new image from your computer.

£ sales History

" pesion |
-3
[ card Readers
28 staff
Availability
£ settings
Product is enabled for purchase. ()

Organization

Categories SKU Number
None ~ | | mM-000234

Pricing

Unit Price * Taxes

[ $35.00 None - ]

2024 JPMorgan & Chase Co. | Sales: 1-877-552-5533 | Merchant Support: 1-800-507-0782 About Us | Privacy Policy | End User License Agreement

4. Press Save to save your changes to the product.
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Tracking Inventory

Chase POS offers a simple inventory tracking system that can be enabled on a
per-product basis. Once enabled, you can set your initial inventory levels and the
system will automatically decrease inventory levels when sale transactions are
made and restore inventory levels when sales are refunded or voided.

Inventory levels can be set to:
e Zero (0): Indicating that the item is out of stock.
e Positive (up to 999,999): Indicating the stock on hand.

e Negative (down to -999,999): Indicating oversold stock, inventory
undercounting, or refunds that included damaged goods.

Enabling Inventory
To Enable Inventory on a Product:

1. Go to Product Catalogue — Products from the main menu.

2. Select the product that whose inventory you'd like to track.

Inventory

Organization

eeeeeeeeeeeeeeeeeee
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3. Press the Track Inventory toggle to enabled inventory tracking.

Inventory
Track Quantity [ o]

Existing Amount: o

Set New Amount:

Organization

4. The default inventory level is 0. Enter a value in the New Amount field to
change the initial level.

5. Press Save to save your changes to the product.
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Inventory Adjustments
Inventory levels will be incremented automatically when sale transactions are
approved and decremented when orders are refunded or voided. Chase POS will

assume that all refunded or voided items have been returned to inventory.

Note: Chase POS will not prevent you from making sales that include products
that have zero stock. Instead, the stock levels will go into the negative.

If items have been damaged and shouldn't be returned to inventory, you can
manually adjust the inventory amounts after the transaction is completed.

To Manually Adjust Inventory Levels for a Product:
1. Go to Product Catalogue — Products from the main menu.

2. Select the product that whose inventory you'd like to adjust.

Inventory

3. Enter avalue in the New Amount field to change the initial level.

Inventory

4. Press Save to save your changes to the product.
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Reviewing Inventory Levels

To review your inventory levels, you can run the Product Inventory Report from
the reports section of the Merchant Portal. See the Product Inventory Report.

Deleting a Product

You can delete a product to remove it from the catalogue.

To delete a product:
1. Go to Product Catalogue — Products from the main menu.
2. Select the product or service you would like to delete.
3. Press the Delete button.

4. Confirm that you wish to delete this product by pressing Delete on the
confirmation dialogue.
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Managing Categories

Categories allow you to organize your catalogue more efficiently. You can manage
your categories from the Categories page.

To search your categories:
1. Go to Product Catalogue from the menu button.

2. Press Categories tab to display a list of existing categories and the option to
manage categories.

Hello, Michelle! [ signout

CHASE © Liberty Couture Support

& Productcatalog v

Products.
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Adding a Category

You can add a new category to help group and organize your products.
To add a category:
1. Go to Product Catalogue — Products from the main menu.

2. Press Add Category.

CHASE © Liberty Couture Support

& Productcatalog v

Hello, Michelle! [ signout

Products. ‘

Categories You have no categories in
your catalog

Taxes Start by adding a new category.
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3. Enter a Category Name.

CHASE & ‘ Libarty cohre s || e || B smes

23 Dashboard < Add Category

& Productcatalog v

Category Details

Name *

Products
Clothing

Categories

Associated Products

Products
None -

£ sales History
B Reports
B Hardware

a8 staff

£ settings
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4. Press the Associated product(s) dropdown to bring up a list of products in

your catalogue you'd like to add to this category. Press Confirm when
finished.

Edit Products

Q search

[J Hat
T-Shirt
[J Pants
[ gelt

Button-Up Shirt

5. Press Save to save your new category.

Chase POS Merchant Portal User Guide 59 of 77
April 1, 2024



Editing a Category

You can edit a category you have previously set up including the category name
and products for which the category applies.

To edit a category:

1. Go to Product Catalogue — Categories from the main menui.
2. Select the category from the list and make any changes.

3. When you're finished press Save to save changes.

Deleting a Category

Deleting a category is similar to deleting products.

To delete a category:
1. Go to Product Catalogue — Categories from the main menu.
2. Press the Delete button.

3. Confirm that you wish to delete the category by pressing Delete again.
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Sales History

The Sales History presents a transaction list that allows you to view your You may
select any transaction to see more details and resend a receipt.

CHASE :l Peter’s Barber Shop Hello, Peter Cinelli! —3] sign out

2§ Dashboard Sales History I 2% Allusers v l l B paymentType v l l 9 This Month v I
& Product Catalog v
Date Time Order Number Details Payment Type Total Status

02/20/2020 0151PM 0000004695 Product/Sale Credit $77.00  Approved
4D sales History

02/20/2020  OUSIPM 0000004695 Product/Sale Cash $199.00  Approved
B Reports

02/20/2020  O151PM 0000004695 Product/Sale Credit $77.00  Approved
B Hardware 02/20/2020 o1:51PM 0000004695 Product/Sale Credit $199.00  Approved
. 02/20/2020  OT51PM 0000004695 Product/Sale Cash $77.00  Approved
a8 staff

02/20/2020  O151PM 0000004695 Product/Sale Credit $199.00  Approved
£ Settings

02/20/2020  OLS1PM 0000004695 Product/Sale Debit $77.00  Approved

02/20/2020  O151PM 0000004695 Product/Sale Cash $25,00000  Approved

02/20/2020  OUS1PM 0000004695 Product/Sale Credit $77.00  Approved

02/20/2020  OT51PM 0000004695 Product/Sale Credit $199.00  Approved

02/20/2020  OUS1PM 0000004695 Product/Sale Credit $77.00  Approved

02/20/2020  O1S1PM 0000004695 Product/Sale Debit $500000  Approved

02/20/2020  O151PM 0000004695 Product/Sale Credit $77.00  Approved

2024 JPMorgan & Chase Co. | Sales: 1-877-552-5533 | Merc 1-800-507-0782 About Us | Privacy Policy | End User Agreement

Filters

The transactions can be filtered by the following criteria:
o User: All Users, or by a particular user.
o Payment Type: Any of Cash, Credit, or Debit.

« Date Range: Any date range up to 18 months.
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Fields

The following fields are displayed in the sales history table.

FIELD DESCRIPTION
Date Date of the transaction
Time Time of the transaction

Order Number

Unigue order number of the sale, printed on the receipt

Details List of products sold
Payment Type Method of payment: Cash, Credit, Debit
Total Total value of the transaction including taxes and tips. Voids and
refunds are displayed in red as a negative amount.
Status Indicates whether the payment has been approved, declined, or
is still in-progress.
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Transaction Details

Clicking on a transaction will display the Transaction Details Screen. Here you'll be
able to see the order number, the user who placed it, when it was placed, the
approval status, the credit card number, any refunds or voids that have been
applied to it, as well as an itemized list of the order.

CHASE © Liberty Couture Support Hello, Peter Cinelli! -] sign out
3 Dashboard < Transaction Details Previous l l text
& Product Catalog v
B order Number 0000004695
4 Items
2 Performed by: John Doe
Dream Adapter $30.00
E Device: Ingenico DX8000 $15.00 x 2
TID: 1l
& 0o Dream Charger $8.00
[ oate: 03/19/2020 e
© Time 12:17 PM Dream Wall Charger $10.00
$10.00 x 1
A d Total: $44.94
@ spprove otal: & Subtotal $48.00
5% GST $2.40
E credit Card Number: ®@eoeesossee ong
7% PST $3.36
Auth Number: 043459
Tip $2.00
Contactless
Total $55.76
B Refund Order Number: 0000004695 View Order
Bl View Receipt I l Send Receipt
bout Us | Privacy Pol licy | End User Agreement
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Resending a Receipt

Occasionally, a customer may request that you send them a receipt from a past
transaction. You can find the customer’s receipt from the Sales History screen.

You can resend the PDF receipt to a customer’s email address or mobile number.
When sending over email the PDF will be send as an attachment.

When sending over text message, a secure link is provided to download the PDF.
To resend a receipt:

1. Click on the Sales History menu button.

2. Select your desired transaction.

3. Press the Send Receipt button.

4. Enter the customer's email address or mobile number and click the Send
button.

uuuuuuuuuuuuuuuuu
Tip $2.00

Total $55.76

B Refund Order Number: 0000004695 View Order

B View Receipt I l Send Receipt

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu
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Downloading a Receipt

If you wish to save a copy of a transaction receipt, you can download a PDF copy
on the Sales Details screen.

To download a receipt:

1. Click on the Sales History menu button.

2. Browse for the particular transaction you would like to download a receipt for.
3. Click on the ORDER # of the transaction to view the details.

4. Click on View Receipt

uuuuuuuuuuuuuuuuu

Total $55.76

eeeeeeee

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Receipt language

The receipt is downloaded in the same language you set for the
Merchant Portal (English or French). See Changing Your Language
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Viewing Reports

You can download detailed analytics and reports for your business. These reports
will allow you to accurately track your transactions, as well as products and

services your business has sold.

The reporting feature provides real-time reporting and analytics to track and

analyze your sales.
To run a report:

1. Click on the Reports menu button.

2. If the report supports a time period, enter the From and To dates.

3. Press the Generate button.

CHASE ©

Peter’s Barber Shop.

B3 Dashboard < Reports

-#] signout

& Productcatalog v

Detailed Transactions Report

B Fom v

4D sales History

B Reports

Product Sales Report M From v

B Hardware

2% staff
o Product Inventory Report

£ Settings
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To export a report:
1. Click on the Reports menu button.

2. If the report supports a time period, enter the From and To dates.

3. Click on the Generate button.

4. Click on the Download PDF or Download CSV button.

CHASE ©

Page l 1 de1 l ¥ Telécharger XLSX I l B Télecharger le PDF

Report Date: ~ 04/27/2024 18:50 UTC
Report Nom:  Product Inventaire Report

RunBy:  Run Super Ops

Product Inventaire Report

Casquette de baseball lavée ITM-0000123456 Actif $50.00 50
Ceinture en cuir marron ITM-0000123457 Désactive $50.00 30

Chemise ITM-0000123458 Actif $50.00 o

Detailed Transactions Report

The Detailed Transactions Report provides a list of sales for a given time-period.
The report includes details of each transaction such as payment method,
geolocation, taxes, tips and receipt delivery.

Product Catalogue Sales Report

The Product Catalogue Sales Report provides sales volume grouped by product
for a given time-period.

Product Inventory Report

The Product Inventory Report provides a listing of the current inventory levels for
all products that have inventory tracking enabled.
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Updating Your Personal Profile

Your personal profile can be located under Settings — Personal Profile.

CHASE ‘:l Liberty Couture Support Hello, Michelle! —3] signout
- 2
2§ Dashboard Personal Profile
& Productcatalog v
Michelle Dupont
4D sales History
B Reports a e Edit Passwor d
.......
B Hardware
petercinelli3s@dreampayments.com
ah Staff
ol Mabile Phone Numbe
£ Settings Edit Mobile Phone Number
+1(647) 555-5555
Personal Profile
Or unF
Edit Multi-Factor Authenication Preference
SMs
erchant Profile
® Edit Language
English 91ng
a Reset | Show
......
507

Changing Your Name

To change the name associated to your account, please call merchant support at
1-800-507-0782.

Changing Your Language

The Merchant Portal can be viewed in either English or French.
To change your language:

1. Go to the Settings menu and select Personal Profile. In the bottom right corner
of the page click on Edit Language.
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2. Select your language preference and click Save.

Changing Your Mobile Number

Your mobile number can be used for two-factor authentication when signing in.

To change your mobile number:
1. Click on Settings > Personal Profile menu button.
2. Click on Edit Mobile Phone Number.

3. Enter your new Mobile Phone Number and click Save.
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Changing Your Password

Your password is required to sign in to the Merchant Portal or Chase POS
terminal.

To change your password:
1. Click on Settings > Personal Profile from the main menu.
2. Click on Edit Password button.

2. Enter your Current Password and New Password and click the Save button.
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Changing Your Verification Preference

Your MFA Preference set up when you first signed in, is used as an additional
security check to confirm your identity.

To change your Verification Preference:
1. Go to Settings > Personal Profile from the main menu.
2. Click on Edit Multi-Factor Authentication Preference.

3. Choose the new Verification Preference (either SMS or Authenticator App)

CHASE © Liberty Couture Support Hello, Michelle! -] sign out

5 Dashboard Change MFA Preference Conee l l s

& Product Catalog v

Please select your multi-factor authentication preference

£ sales History (®  SMS (your MFA preference is currently set to this)

Next time you sign in using Multi-Factor Authentication, your

verification code will be sent to your mobile number ending in 1234.
B Reports

O Authenticator App
B Hardware

a8 staff

£ Settings

Personal Profile

Merchant Profile

4. Follow the steps and press Save.
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Updating Your Merchant Profile

To change the name or address associated to your merchant profile, please call
merchant support at 1-800-507-0782.

Viewing Your Terminals

The Hardware Screen lists the Chase POS terminals that are associated to your
merchant account, including information such as, name, serial number and status.

To view your terminals:

1. Click on Hardware main menu button.

CHASE © Liberty Couture Support Hello, Michelle! -] sign out

B3 Dashboard Hardware

& Product Catalog v

£ sales History PP265585PD799309 oot Card Reader Link2500 PINPad Terminal 1 MM/DD/YYYY  Active
PP265585PD799309 002 Terminal AXIUM DX8000  Smart Terminal il MM/DD/YYYY  Available

B Reports
PP265585PD799309 003 Card Reader  Link2500 PINPad Terminal 2 MM/DD/YYYY  Active

[ Hardware

a8 staff

£ Settings

Here, you will see a list of terminals associated with your account.
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Updating a Terminal's Name

You can assign a user-friendly name, called an Alias to each terminal for easier
identification.

To update a Terminal's name:

1. Click on Hardware menu button.

2. Click on the terminal you would like to change.
3. Click on Edit Alias.

4. Enter the new Alias and click the Save button.

CHASE ‘:l Liberty Couture. Support Hello, Michelle! —3] signout

53 Dashboard < Terminal Details

& Productcatalog v

B Make (M Activation Date

Ingenico 02/14/2022
£ sales History

B Model © Terminal status
DX8000 Active

@ Terminai i
oot

B Alies Edit Alias

Smart Terminal 1

M Serial Number
PP265585PD799309

[ Manufacturer Serial Number
PP265585PD799309
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Replacing a Terminal

To replace a terminal call Merchant Support at 1-800-265-5158 so they can
remove the terminal from your account.

Configuring Transaction Settings

To request a change to transaction settings such as tip amounts, transaction
limits, manual card entry configuration, and supported payment cards please
contact Merchant Support at 1-800-265-5158.
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Receipt Settings
The receipts can be sent manually:
e right after the transaction is processed in the mobile app OR
e Dy accessing the Sale History in the mobile app at a later point in time OR
e by accessing the Sale History in the merchant portal at a later point in time
or automatically:

e Dy setting the appropriate preference in the Receipt Settings.

CHASE © Liberty Couture Support Hello, Michelle! -] sign out

B3 Dashboard Receipt Settings

& Product Catalog v

ur customers. A preview of your receipt will be shown below.
£ sales History

B Reports Credit Card Number: ®®eeeeeeeeee 1234

Auth #: 123456

Entry Method: Chip
B Hardware
2
&% staff Auto Receipts Q
Automatically send receipts to the selected recipients below. A PP roved
£ Settings
Staff user who performed the transaction Verified by PIN

[J Al Managers

By entering a verified PIN, cardholder agrees to pay issuer such total in
[ Al supervisors o

Personal Profile cordance with issuer’s agreement with cardholder.

All Employees
Merchant Profile
Printed Receipt Settings

Control whether or not your terminals will print receipts by default.

Atomatialy print Receits
Disabled @

Automatic Receipts

The Recejpr Settings page allows you to enable automatic sending of receipts. You
can do so by selecting any combination of the four options provided:
- Performed by (whoever is performing the particular transaction)
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- Manager
- All Supervisors
- All Employees

You can choose one option, two, three, or all four options. If you choose for
example "Manager” and “All Supervisors” then after every transaction processed, a

receipt will be sent automatically to the manager and to all supervisors.

If no option is selected, receipts will not be sent out automatically. This is also the
default state.

Make sure you save your changes by clicking the Save button at the end.

Custom Receipt Message

On the Recejpt Setfings page you may also add a custom message that will be
displayed in the bottom half of your receipts. This is a great place to include a
message for your customers.

After you type your custom message, a preview of the receipt with your custom
message is displayed on the right side of the Recapt Settings page.

Make sure you save your changes by clicking the Save button at the end.
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' Chase POS is available to Canadian Merchants accepting transactions within Canada only. In addition, all applicable
processing fees outlined in the merchant services contract with Chase® Merchant Services will be assessed for all
transactions initiated through the app.

Chase and the Octagon logo are registered trademarks of JPMorgan Chase Bank, N.A. All other trademarks, registered
trademarks, product names and logos identified or mentioned herein are the property of JPMorgan Chase Bank, N.A., or
their respective owners. ©2018 JPMorgan Chase & Co. Apple and App Store are registered trademarks of Apple, Inc.

2 All merchants are required to complete a more detailed application, and agree to terms and conditions, at the time of
enrollment. All merchants are subject to credit approval.
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