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Accessing Empire360

1. Goto https://empire360.com/

2. Loginto your account

3. If you do not have an account, please visit
https://empire360.com/pages/register

4. If you need further assistance creating an Empire360 account,
please contact Empire Merchants Customer Service

il EMPIRE360 o O

Home Wine v Spirits v Shop By Brand Payments, Invoices & Orders v Customer Service v Monthly Pricing v

Register & Add Users
On Empire360

REGISTER

Welcome to Empire360, Empire's proprietary digital sales platform. Empire360 is your best resource for real-time inventory,
discount pricing, order history, and placing orders. Setting up your account is quick and easy; you'll just need your New York
State Liquor License and Empire account number handy. Once you're registered, you can add additional users such as
employees (don't worry, we'll get to that below.)


https://empire360.com/
https://empire360.com/pages/register

Billing

By tapping on the dropdown next to Billing, you can view:
* Banking

* Payments _ :
* Invoices ik EMPIRE360 - ©0
e Balance |

* Reporting

i 5 T Account Details
Home Wine Spirits v Shop By Brand Payments, Invoices & Orders v Cu

My Details

to get started! tem Status v
Users

o
-]
’ Click Payments @ OrderHistory
(]
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GEAR UP F My Lists
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% witcl ccount
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* To start paying online, click on Continue below Connect a bank
account

Test User B BANKING
‘ 2% Switch Acoount Connected Bank Accounts
¢» Logout

~ Approved for payments

% Account Details

You have no connected bank accounts yet
8 My Details

@ Order History

Connect a bank account

© Item Status v Let's connect your bank account for payments
= Mylists ~
% Biling ~

f Banking



Banking Information

e A bank account must be selected as the default payment method

* The bank account should be set up by the principal of the account

* You can set up multiple bank accounts as needed

* After you click “Save” there are still more steps to complete
before the bank account will be considered for approval

. Test User
3¢ Switch Account

. ) Logout

¥

— iir

L0g

Account Details

My Details

Order History

Itern Status

Users

My Lists

Billing

Banking

Payments

Invoices

i BANKING

All Banking information must be entered and authorized by the Principal

Principal Name *

Please include the name of the account owner (not the
business name)

Bank Account Number *

123456790

Confirm Bank Account Number *

123456790
Billing Address

Street Address*
City* State*

NY

Phone Number *

Save Cancel

Routing Mumber *

9 digits

Confirm Routing Number *

9 digits

Zip Code*



> it Banking

Banking / Verification Request

In this screen you must :

e Attach a screenshot of a canceled check or a letter from the bank
verifying your account ownership

* Provide a digital signature

* Agree to the terms of service

Wi BANKING / REQUEST VERIFICATION
i ACH Direct Debit+* 1111

. Test User
=¢ Switch Account
. () Logout
To add a bank account to your Empire Merchants account, we require either a copy of a voided check or a recent
bank letter verifying account ownership. The bank account must be a business checking account. Savings,
" Account Details deposit-only, and prepaid debit accounts cannot be accepted.

© MyDetails Either document uploaded must meet the following requirements:
Voided check:
@  Order History
= Includes the account holder's name (either the DBA or legal name of your business)
© ltem Status e « If an address is listed, it matches the address we have on file for your business
» Starter or temporary checks are not valid

2 Users
Bank Letter:
= Mylists v
» Printed on bank letterhead
» Includes the name of your bank
$  Eilling ~ = Includes the account holder's name (either the DBA or legal name of your business)
* Includes the ABA/routing number and account number

Signed by a bank representative
Was issued within the last 6 months (with the issue date clearly listed)
Cannot be a direct deposit form

Payments

- —
B Invoices ‘ (| choose File | Yoided Check.png J
——™
-
B EBalance -
Add Signature Add Signature
@ Reporting | agree to the terms of service

< D




l

Banking

* Once you have submitted the necessary information you will
receive a confirmation email
* You will not be eligible to make payments until you have received
a second email that your payment has been approved by Empire
Merchants
e It will take approximately 48 hours (about 2 business days) to
be approved
* You will also receive an email if your banking information is
declined, in which case you will not be able to make
payments and will have to enter a new banking information
if you wish to pay via Empire360

- 3
w BANKING
. Test User
3¢ Switch Account
. < e Connected Bank Accounts
() Logout
* Approved for payments
% Account Details
B8 My Details

Connect a bank account
@ Order History

Let's connect your bank account for payments

O ltem Status |/ Continue \I

Users

My Lists

Billing ~



Banking — Email Communications

This is a sample of the email confirmations you will receive

Upon submitting your banking
information

Dear Test User,

Thank you for submitting your banking details for verification. Our team will
review and get back to you soon.

Account Number: ch_test
Name: Test
Bank Account Number: **** 1111

Please be aware that some corporate accounts require you to safelist
payees, or an ACH transaction may be blocked. To avoid these delays,
please read below for further details about allowing transactions from
our Empire360 payment processor.

Q: Why did my bank not authorize my payment?

Az When moving to Empire360, we changed payment providers. An ACH
Company 1D identifies an entity like Adyen that collects payments through the
ACH network. Unknown entities are often blocked when they collect
payments from business accounts. The transaction will result in a chargeback
with reason code R29, Corporate customer advises not authorized. You may
need to instruct your bank to add Adyen's ACH company ID to the list of
entities that are allowed to debit your business account. The Adyen ACH
company 1D for payments is 8263863381.

For more information and other FAQs please visit:
https://empire360.com/pages/startbillpay.

Copyright @ Empire Merchants, LLC, All rights reserved.
Phone: (800) 338-3880 | Email: empire360supporti@empiremerchants.com

www Empire360 com

After Empire verifies your banking
information

Dear Test User,

Your banking details have been approved. You are welcome to make
payments on empire360.com.

Please be aware that some corporate accounts require you to safelist
payees, or an ACH transaction may be blocked. To avoid these delays,
please read below for further details about allowing transactions from
our Empire360 payment processor.

Account Number: ch_test,
Name: Test
Bank Account Number: ***

Q: Why did my bank not authorize my payment?

AZ When moving to Empire360, we changed payment providers. An ACH
Company ID identifies an entity like Adyen that collects payments through the
ACH network. Unknown entities are often blocked when they collect
payments from business accounts. The transaction will result in a chargeback
with reason code R29, Corporate customer advises not authorized. You may
need to instruct your bank to add Adyen's ACH company ID to the list of
entities that are allowed to debit your business account. The Adyen ACH
company |D for payments is 8263863381.

For mare information and other FAQS please visit:
hittps://empire360.com/pages/startbillpay

Copyright @ Empire Merchants, LLC, All rights reserved.
Phone: (800) 338-3880 | Email: empire360support@empiremerchants.com

www.Empire360.com



Banking

* Once you submit your banking information, it will show as
Pending (loading symbol) before it is approved or declined

G FERTTTT
021000021 / JPMORGAN CHASE

B Delete

* Approved bank accounts show the green checkmark

./ Default .
W k9297
021000021 f JPMORGAN CHASE

B Delete

* Declined bank accounts show the red X and will show the reason
the payment method was declined (hover over X)

X whsx 7777

12 T00003 BORGAN CHASE
Declined at Jan 24, 2025, 5:46:21 PM

Decline Reason: Incomect business info -

check does not match business name.




Connected Bank Accounts
* Once you are approved, your payment method will show with a

green check next to it

* You can toggle the button to make it your default payment
method

* |f you are no longer associated with a specific bank account, you
can also remove methods of payment from this screen by
selecting the Delete button.

-

BANKING
¢ Test User @
x¢ Switch Account

. () Logout

ft Account Details

Connected Bank Accounts

+ fpproved for payments

Defzult @Y
B My Details #3197 11
021000021 f JPMORGAN CHASE
@  Order History
© Item Status w
2 Users
Connect a bank account
= Mylists hd Let's connect your bank account for payments
— $ Biling ~ |/- Continue -\|
. vy

it Banking



Users

* Only Managers and Admins will have full access to the account
details
* To view your user account role, visit the Users tab
* You will not be able to access the Users tabs if you are logged in
as a Buyer or Payer
* If you are unsure of your role, please contact customer

.
service.
. . .
* AsanAdm may add by clicking th the top of th
S an In, yOu may a users CHCKIN € (...) On the top O e
t-
section 2. USERS (9
-
Test User ( )
3¢ Switch Account
Q. Email - Search by Ema
¢» Logout
m Account Details Name — Email Phone Role Confirmed Account
Test User temoyad223@fanicle.com Missing Manager
B8 My Details
Saar Schwartz saars(@cityhive.net +12489906739 Buyer -/
@  Order History Otto Capps - Custamer acapps@empiremerchants « 12125551212 Admin \/
Edward Lederer elederer@empiremerchants. 417183835500 Admin e
© ltem Status
Thomas De Mola tdemola@empiremerchants +16319425105 Admin v
2 Users Albert Ferrante aferrantef@empiremerchant: Missing Admin v

e After that, click on the (+) that will appear

*  You will then be able to add new users who should have access to
the account

Create New User

Phone

Please be sure to enter the correct role for the new user

e To switch a user role, simply click into the role, make the change and
click save.



Invoices

* The Invoices tab shows the list of invoices and available credits
* Key Columns:

1. PDF: downloads a file with a snapshot of your invoice

2. Type: indicates whether it is an invoice or a credit

3. Due date: dates when payment is due

4. Payment Terms: payment term for a specific invoice

5. Status: show the current payment status
* Sorting:

e Automatically set to sort from oldest to newest Due Date

* Click on a column header to sort by the items by that column

B INVOICES (9)

. Test User
¢ Switch Account
. ; . Q invoice # ~  Search by Invoice # A 4
() Logou

Active filters | Clear all filters | m
(] Type @ Invoice Date Due Date @ Payment Terms @ Status @Gmss Total

&% Account Details

8 My Details . Credit &
06, 202 52 41 )
O o tent 1228935 cradite Dec 06, 2023 Dec 06,2023 P30 m $2,415.00
. L Invoice Dec 14, 2024
Order Histo ' 3 752.7
o Y ) #ch_test 9811208 Nov 14, 2024 & OVERDUE =l m §6752.70
L [nvoice Dec 19, 2024
, . &
© ltem Status ~ o H‘-‘" #ch_test_9814963 Mav 19, 2024 44 OVERDUE Fad m $1:339.44
L Invoice Dec 20, 2024
’ 3
= Users U H‘-‘" #ch_test 9816670 Nav 20, 2024 & OVERDUE Pa0 m %6,507.39
L Invoice Dec 26, 2024
Mov 26, 2024 ' P30 §1,804.11
u H‘.'" #ch_test 9824246 o : A\ OVERDUE m
= MylLists v
’ ) Dec0z,2024  22n01.2025  pqg ) s
PIF  #ch_test 0827950 ) i\ OVERDUE b T
) | S Biling ~ s Invoice Dec04 2024 Jan03.2025 oo $2493.03
U l‘.‘" #ch_test_0833067 e Be i OVERDUE b m R
" L Invoice R
i Banking O T Dec 31, 2024 Feb 05,2025 P30 m 5406.64
s O B '_m:‘}"cel [ Jan08,2025  Feb07,2025 P30 ) 2w

*  You can choose to view more invoices per page by changing the number
at the bottom of the page, as per below:

Results perpage 10 ~



Searching for Invoices

* To facilitate finding specific invoices, you may also click on the filter icon
located on the top right
* The default screen is set to show open invoices only

B INVOICES (9) Filters

Status ~
Q Invoice # ~ Search by Invoice #

. T~riet
Active filters | Clear all filters ‘m 0] scheduled
O Type Invoice Date Due Date Payment Terms Status Gross Total
. Credit W
06, 202 3 -52,41
O B o ssceeme Dec082023  Dec05,2023 P ) sosn Tyee A
. Invoice Dec 14, 2024 e [ Regular
3
o k’ #ch_test 0811208 Nawv 14, 2024 A\ OVERDUE Fa0 m ST [ Credit
s Invoice Dec 19, 2024 [0 ©n Account
Mov 19, 2024 : P30 1,339.44
iy #ch_test_9814963 o ; £\ OVERDUE m §
O R e Nov2o 2024  DeC20.2024 ooy ) s
POF  #ch_test 0816670 4\ OVERDUE
Invoice Date ~
L Invoice Dec 26, 2024
O . Nov 26, 2024 ' P30 $1.80411
PUF gch_test 0824246 A\ OVERDUE @ [] This Week
i i 1 25 This Month
0 kr Invoice - Dec 02, 2024 Jan 01,202 p3p m $7152.08 [] This Mon
#ch_test 9827950 A\ OVERDUE [] Custom Range
. Invoice Jan 03, 2025 Start Date - End Date o]
3
o k’ #ch_test_9833067 Dec 04, 2024 4 OVERDUE PaD m $2,493.03
L Invoice
Dec 31,2024 Feb 05,2025 P30 06.64
iy #ich_test_0870452 = e m . Due Date -~
L Invoice -
OB D s Jan08,2025  Feb07.2025 P30 ) s 0 Past
[] Future
[] Overdue

Paying Invoices

* To pay an invoice, click the checkbox on the leftmost column and
then click Pay on the top right
* You may select multiple invoices at once
* Credits associated with a specific invoice will be automatically
applied on the Checkout screen
* You will then be taken to the Checkout Screen

B INVOICES (9)

Test User
. Q invoice # ~  Search by Invoice # 8 L B - v

(¢ Logout

Active filters [ Clear all fiters |m ‘ B Pay (1) '
% Account Details

1 invoice s selected. Select all 9 invoices - Clear all

6 My Details
O Type Invoice Date Due Date Payment Terms Status Gross Total
@  Order History s Creditde P
31 K C
s Invoice Dec 14,2024
Item Status Nov 14, 2024 : P30 6,752.70
© > @m‘ #ch_test 0811208 kS A\ OVERDUE m $87527
s Invoice Dec 19,2024
C : 3
2 Users my #ch_test 9814963 Nav 19,2024 A\ OVERDUE P m §1.33944
s Invoice Dec 20,2024
Nov 20, 2024 P30 6,507.39
= MyLisis » S #ch_test 9816670 A OVERDUE m &
s Invoice Dec 26,2024
C - !
] m‘ #ch_test 9824246 How 26,2024 A\ OVERDUE 0 m $1.8041
4 Billing A e Jrp—
s Invoice an 01, 2025
3
[} e Decoz2024 oS 3o O s
i Banking L Invoice Jan 03, 2025
Dec 04, 2024 P30 2493.03
oR #ch_test_ 9833067 e A OVERDUE m s
Payments Dec 31,2024 Feb 05,2025 P30 m $406.64
Jan0B,2025  Feb07,2025 P30 O s

‘ B Invoices



Checkout Screen

* See below/next page for the checkout screen and details

bl EMPIRE360

Go Back Continue Shopping

CHECKOUT  Logged in as Test (Metro) - Catch / Test User / temoyad223@fanicle.com Mot you? Logout

PLEASE NOTE: There is a limit of $1,000,000 per payment. If you need to pay more than that, please break it into multiple
transactions. For customers with multiple bank accounts, please confirm the correct bank account is selected before submitting the

payment.
Payment
« Payment: = ACH Direct Debit **** 1111 Edit
By paying my invoice | agree to the City Hive Inc. and
Empire Merchants Empire360 terms and conditions
and the privacy policy.
+ Payment would be processed immediately Edit
Original Subtatal $6,752.70
Subtotal $6,752.70
Reference Notes Total $6,752.70
0/30
Review
Invoice Date Due Date Gross Total Open Amount Amount to pay
Mov 14, 2024 Dec 14, 2024 $6,752.70 $6,752.70 $675270 @

#ch_test 9811298

1 Invoice

Pay $6,752.70 towards the invoice - ch_test_9811298

Pay Invoice

Bv naving my invoice | zaree to the Citv Hive Inc, and Empire Merchants Empire260 terms and copditiogs and the orivacy policy,



Checkout Screen

* Payment section allows you to:
e Edit your payment method and select a new one:

Payment

+ Payment. = ACH Direct Debit **** 1111

Select Payment Method

..~ ACH Direct Debit **** 1111 °
" 021000021 / JPMORGAN CHASE

OutOfBand Request an Invoice Q

+  Add Your Bank Account

* Schedule your payments:

+ Payment would be processed immediately ¢

E Payment would be processed immediately ~

MM/DD/YYYY =]

Please enter a date

*  You may enter payment reference notes below:

Reference Notes

[ Reference notes for the invoice o/ 30]




Checkout Screen

* Review your payment preferences:
* You may partially pay an invoice by adjusting the Amount to Pay
* You may also delete a specific invoice by clicking on the trash can

Review
Invoice Date Due Date Gross Total Open Amount Amount to pay
Mov 14, 2024 Dec 14, 2024 $6,752.70 $6,751.70

#ch_test_9811298

*  Finally, click the Pay Invoice button to submit your payment:

Pay Invoice

By paying my invoice | agree to the City Hive Inc. and
Empire Merchants Empire360 terms and conditions
and the privacy policy-

Criginal Subtotal £3.00
Subtotal £3.00
Total $3.00

Payment Confirmation Screen

* You will then be directed to the Payment Confirmation Screen, where you will
be able to visualize key payment information:

il EMPIRE360

Home Wine Spirits Shop By Brand Payments, Invoices & Orders Customer Service Monthly Pricing

THANK YOU! WE'VE RECEIVED YOUR PAYMENT

VIEW PAYMENT #6793DDFE (3

A copy of your receipt has been sent to empi i com
Payment Details Summary
Pay to Empire Merchants at 16 Bridgewater St, Brooklyn, NY 11222, USA Original Subtotal $3.00
Subtotal $300
Payment Info Total $3.00

Payment Method Invoice Requested

1 Invoice

Invoice # Type Payment Date Total Paid Amount
#ich_test 9811298  Invoice Jan 24,2025 $6,752.70 $3.00
2]

Contact Us - Empire Merchants
16 Bridgewater St, Brooklyn, NY 11222, USA

1(800) 338 - 3880

com



Example — Scheduled Partial Payment

* The checkout screen below shows sample of a scheduled partial payment and
includes a reference note indicating that

* Note that you may edit the amount you would like to pay for each
invoice

bl EMPIRE360

Go Back Continue Shopping

CHECKOUT |

PLEASE NOTE: There is a limit of $1,000,000 per payment. If you need to pay more than that, please break it into multiple
transactions. For customers with multiple bank accounts, please confirm the correct bank account is selected before submitting the
payment.

Payment

Schedule payment for Feb 6, 2025

+# Payment: =: ACH Direct Debit **** 111 Edit
By paying my invoice | agree to the City Hive Inc. and
Empire Merchants Empire260 terms and conditions:
and the privacy policy.

[# Payment Date: 2/6/2025 ~

Original Subtatal 313.00
Subtotal $13.00
2/6/2025 & Total $13.00

n 12 days

Reference Notes

< Scheduled Fartial Payment 2/6 29/30

Review
Invoice Date Due Date Gross Total Open Amount Amount to pay
Nov 19, 2024 Dec 19, 2024 $1,339.44 $1,339.44

#ch_test_9814963

1 Invoice

Partially pay $13.00 towards the invoice - ch_test_9814963

Schedule payment for Feb 6, 2025

By paying my invoice | agree to the City Hive Inc. and Empire Menchants Empire360 terms and conditions and the privacy, policy.




Payments
* To view payments, visit the Payments tab:

& PAYMENTS (25)

. Test User
¢ Switch Account
. . Q, Payment# ~ Search by Payment #
» Logout

m Account Details |:| Id Transaction ID Payment date Descriptor Status Total
[ #6793de92® Missing Feb 06,2025 ch_test_9814963 (4 m 5$13.00 e
B My Details
[ #6793ddfe  #6793ddff Jan 24, 2025 ch_test_9811298 (2 $3.00
@  Order History
[] #6793dbdd  #6793dbde Jan 24, 2025 ch_test_9811298 (2 m $1.00
ltem Status v
o [] #6756ecSf  #6756ecHf Dec 09, 2024 On Account Payment (4 §1,145.23
o Users [] #&7Skecds  #675becds Dec 09, 2024 On Account Payment (4 $427.08
=  MyLists o [ #6756ecof  #6756ecof Dec 09,2024 On Account Payment (5 $3.075.38
‘ - [] #67S6ecal  #6756ecad Dec 09, 2024 ch_test_9802473 (5 $5109.80
illing ~
[] #6756ecde  #675GecSe Dec 09, 2024 On Account Payment (4 $4,328.95
fit Banking
[] #6756ecof  #6756ecad Dec 09, 2024 On Account Payment (4 $32.79
B Payments
[] #6756ecde  #6756ecBe Dec 09, 2024 On Account Payment (4 @ $3,600.89

@ Invoices

Resultsperpage 10 ~ o ::l .j ::’ 3‘:: ::I hex’.—).j

B Balance

* To facilitate finding specific invoices, you may also click on the filter icon
located on the top right:

Filters

[ status -~

[[] Pending [] Scheduled
[[] Charging [] Canceled
[[] Succeeded

[] Failed

Payment date ~

[[] This Week
[[] This Month
[] Custom Range

Start Date — End Date B

Clear A“ Awly Fihefs



Payments

e Key Columns:
1. ID: invoice number
2. Payment date: dates when payment is sent to Empire Merchants
3. Descriptor: see invoice details (see next page)
4. Status:
* Paid: invoice paid
* Scheduled: shown when a payment has been scheduled
* Charging: recently paid invoice, processing

* Sorting:
* Click on a column header to sort by the items by that column
A. See below for an example of sorting the total from highest to
lowest
B PAYMENTS (25)

Q Payment# ~  Search by Payment # h 4
|:| Id @ Transaction ID Payment date @ Descriptor @ Status @ Total @
[] #6756ecof #6756ecof Dec 09, 2024 ch_test_9793532 (3 $7.130.54
[] #67S6ecal  #6756ecal Dec 09, 2024 ch_test_0802473 (3 $5,109.80
[] #&6756ecie  #G756ecTe Dec 09, 2024 On Account Payment [2 §4,328.95
[] #&6756ecde  #6756ecTe Dec 09, 2024 On Account Payment [2 $3,600.89
[] #6756echa #6756echb Dec 09, 2024 On Account Payment [ $3.148.88



Payments

* Click the descriptor column to view invoice payment details and more:

* |temS pa rt Of the inVOice: @ INVOICES / INVOICE #CH_TEST_9793532
o

Invoice Number: ch_test_9793532

9Products  1ltem  27Cases 1 Order E &

DELIVERY CHARGE 1% EXY
Order #672b3f0d0becc72b56785100 [4

I Belvedere Vodka Organic
1
2 10Cases x s1g221 s1822.10
10 Cases ‘Subtotal 182210
Groth Cabernet Sauvignon Oakville
2021 750 L.
o ¥ 2Cases x 58397 S1167.04
@ *
- 2Cases ‘Subtotal $1,167.04

Louis Jadot Pouilly-Fuissé Chardonnay 2022

2023750 mL
% 2Cases x s287.88 $575.76

2Cases ‘Subtotal $575.76

Maestro Dobel Diamante Reposado Tequila

750mL
% 1Cases x s2aa8 20080
= 1cases ‘Subtotal $244.84

Clase Azul Reposado Tequila

§¢

1Cases Subtotal $83212

Great Jones Straight Bourbon

750mL

% 2Cases x §191.96 s383.92
2Cases Subtotal saga.02

Hendrick's Gin
1

bixBalc & 5Cases x 230 $1.11505

5 Cases. ‘Subtotal §1,115.08

- K

Su Casa Mezcal Espadin

750mL
% 3Cases x §167.96 $503.88
3Cases ‘Subtotal $503.88

Domaine Serene Yamhill Cuvee Willamette Valley

750l
% 1Cases x sd70.03 $470.03
1Cases ‘Subtotal 5479.93

Original Amount Remaining Amount
Original Subtotal $7.130.54 Criginal Subtotal s0.00
Subtotal §7.130.54 Subtotal s0.00
Total $7,130.54 Total $0.00

* Invoice History, which includes the dates and users responsible for
specific actions:

Invoice History
Fulty Paid $7130.54 System

Monday, Dec 9, 2024 8:11 AM Tast (Metra) - Catch - CustomerPayment
Partial payment of $0.00

Monday, Dec 9, 2024 8:11 AM Test (Metro) - Catch - CustomerPayment
Created payment of $0.00

O—0O0—®-©

Wednesday, Mov 20, 2024 10:56 AM System
Created invoice for $7130.54



Canceling Scheduled Payments

* To cancel a scheduled payment:
1. Visit the Payments tab
2. Search for the payment
3. Click on the circular arrow at the far right of the table

B PAYMENTS (25)

Test User
. x? Switch Account

Q Payment# ~  Search by Payment # h 4
0 ¥ y Fay
() Logout
% Account Details O Transaction 1D Payment date Descriptor Status Total
[] #6793de0Z® Missing Feb 06, 2025 ch_test_0814963 (1 §13.00 @
B8 My Details
[] #6793ddfe  #5793ddff Jan 24, 2025 ch_test_9811298 (2 53.00
@ Order History
[] #6793dbdd  #6793dbde Jan 24,2025 ch_test_9811298 (4 $1.00

4. Confirm that you would like to unscheduled the payment and click Yes,
unschedule

Unschedule this payment?

Scheduled for 02/06/2025

Yes, unschedule )

5. The payment will then show as canceled

[] #6793de92® Missing Feb 06, 2025 ch_test 9814963 [4 $13.00



Balance

 Here you will be able to:
1. View your Balance
2. See open invoices
3. If you have any open credits, they will appear here

* You are also able to pay on account:

@ BALANCE

. Test User
w2 Switch Account
® ... $2415.00 @  $22,304.26 ®

1 Open Credits [ 8 Open Invoices [ @

£ Account Details

8 My Details

@  Order History

Balance History
| st @ Created Test User
o 1em atus b "Created payment of 513.00 on invoices #ch_test_9814963"
g Users [ Scheduled Test User
*Scheduled $13.00 for 2025-02-06 an invoices #ch_test_9814963"
- - Canceled Test User
= My Lists e C’D
- Y "Canceled $13.00 on invoices #ch_test_0814963"
S B'llling ~ @ Created Test User
“Created payment of $3.00 on invoices #ch_test_9811298"
n Banking e Charging Test User
“Charging 532.00 on invoices #ch_test_9811293"
Payments o Succesded Test Usar - Onling
“Succeeded 53.00 on invoices #ch_test_9811298°
B Invoices @ Created Test User
“Created payment of 51.00 on invoices #ch_test 9811208° -

‘ I Balance

@ Reporting



Paying on Account

* Clicking on Pay on Account will direct you to the following page:
* Here you submit a payment on account

bl EMPIRE360

Go Back Continue Shopping
CHECKOUT
Logged in as Test (Metro) - Catch / Otto Capps - C / ocapp piremerct com  Not you? Logout
e —
Payment

Place Payment

' Payment: ACH Direct Debit *++* 1011 Edit e —
By placing my order | agree to the City Hive Inc. and
Empire Merchants Empire360 terms and conditions

. and the privacy policy,

+ Payment would be processed immediately Edit
The prices below are based on the expected delivery
date

Amount to pay ~ o
Original Subtotal Amount $99.99
Total $99.99
$99.99

Reference Notes

[ Reterence ot tor e paym orm |

* Once you pay on account, you will receive a confirmation email with
directions to call the COD department, if you want to release an order the
same day.

ikl EMPIRE360

Dear

Your Empire360 On-Account Payment request has been received and is being
processed. If your payment is to release an order you must contact the COD
Department prior to 4PM for your order to be released for the next business
day delivery. Please call 1-800-441-5614 and ask for the COD department.

Account Number: ch_test 1347057

Name: "

Bank Account Number: **** oobp

Transaction Amount: $1.00

Payment confirmation number: #667b31b8f7dcf80f84bEf0eb

‘You can see past online payments you've made by signing in to empire360.com
and checking out your payment activity. If you would like, you can access
your online payment activity here. (hitps://empire360 com/profile?section=pay-
ments&sub_section=payments+

Details:

On account payment



AutoPay

 To view and change the AutoPay settings, click on:
e Billing > Show All then Auto Pay will appear

S Billing ~ S Billing
i Banking i Banking
B Payments B Payments
B Invoices B Invoices
—_—
B EBalance B Ealance
B Reporting E FReporting
Show Less

 To enable AutoPay, toggle the button:

= BILLING

What does AutoPay do?

AutoPay will automatically schedule invoices based on
the terms you have below, using your default payment
method.

AutoPay Invoices — —p . AutoPay Invoices
*  You will then be asked to confirm your selection

Enable AutoPay?

Are you sure you want to enable AutoPay? This will only apply to new invoices

and not exist ng ones

() D



AutoPay Settings

* If you wish to only enable automatic payment for invoices up to a certain
amount, include the amount desired in the following section:

~ BILLING

What does AutoPay do?

AutoPay will automatically schedule invoices based on
the terms you have below, using your default payment
method.

@ ~utoPay Invoices

AutoPay invoices up to: 9

* By doing so, any invoices that exceed the amount selected will not be
scheduled for payment

e Remember to Save:

* If you receive any invoices higher than the specified amount, you will receive
an email notifying of that



AutoPay Settings Autoray will only apply to invoices received after it is enabled.

* Below are the AutoPay options you may select:

= BILLING

What does AutoPay do?

AutoPay will automatically schedule invoices based on
the terms you have below, using your default payment
method.

® tutoPay Invoices € Toggle AutoPay on/off

AutoPay invoices up to: @ L 7]

How would you like to pay your invoices? *

r Please salect. |

Specific day of month @

Last day of month @

Days before due date @
Days after creation date @

@ < Click to save changes

@ Invoices over this amount won’t be
scheduled and must be paid manually.

Specific day of month @

Day o 0
® = -

@ Invoices will be scheduled for payment on
the selected day.

How many days before due date should the invoice
be charged? ©

@ =

How many days after creation date should the

invoice be charged? @
Days =

o

Selecting 0 pays the invoice the same day.

* Upon selecting the desired option, you will receive a confirmation email with

your selection

Key Scenarios:

AutoPay invoices on due date

AutoPay invoices upon creation/receipt

How would you like to pay your inveices? *

Fhease salect.

Days before due date

How many days before due date should the invoice
be charged? &

ays

0

How would you like to pay your invoices? *

Pleaze salect.

Days afler creation date

How many days after creation date should the

invoice be charged? §
Days *

0




Reporting

* The following reports are available to export:
1. Charges
2. Invoices

* Clicking on the desired report will download the selected report in an Excel
format

@ REPORTING

. Test User
= Switch Account

‘ () Logout Predefined Report

M Account Details @prm‘t Charges Report &)

@ My Detail @(Expart Invoices Report Jr,>
y Details

@ Order History

O ltem Status L
B2 Users
= MylLists .
S Billing ~
Iii Banking

Payments

B Invoices

B Balance

@ Reporting



