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1 Purpose
This guidance is to help merchants use PayBy invoice product to collect payments.

By using PayBy invoice product, merchants can send bills to customers through both

SMS and E-mail, then customers can receive and pay bills easily by a few clicks.

For now, merchants can use invoice product through PayBy Merchant Portal, in the
near future, merchants can also choose to use the invoice product through API

integration.

2 Merchant Journey
The following flow chart shows the merchant journey of PayBy Invoice payment.

Note:
Before using invoice product, a merchant should apply for PayBy basic payment gateway

product and invoice product (see 3 Apply for Invoice Product) and be approved by PayBy.

Merchant
creates
invoice

Merchant
>| sends invoice
to customer
Customer
>| receives and
pays invoice

2.1 Merchant creates invoice

2.1.1 Steps to create invoice

1. Log in to PayBy Merchant Portal (b.payby.com) on the computer. Go to
[Invoice] — [Manage Invoices] — [CREATE INVOICE].
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il PayBy Merchant ID: 1294829355834 Merchant Name: Starbucks ADMIN +86 177444490

Home Invoices | CREATE INVOICE
Draft Paii
secondaryMerchants I O Unpsd  Conceled aid

Terminals Creation Date  23-12-2019 183659 30-12-2019 18:36:59 E DueDate  23-12-201 183659 30-12-201918:36:59 B
SEARCH

Invoice Date  23-12-2019 183659 - 30-12-201918:3659 [5] Invoice No. Status v
Summary
Transaction e InvoiceNo.  Creation Date Due Date Amount(AED)  Custog Status Action
Balance v 12345678 30-12-201918:36:59  20-08-2020  100.00 Alie Aarado  Draft 2 0
Green Points 12345678 30-12-2019 18:36:59 20-08-2020 P g Mason Oliver Unpaid v & 8 0

12345678 30-12-201918:36:59  20-0390 100.00 Janie Hunt Unpaid  Send 7 8 B O
Products v

12345678 30-12-2019 18:36:53 20-08-2020  100.00 Eva Lucas Unpaid  Viewd -
Management v

12345678 30-129018:36:59  20-08-2020  100.00 Janie Hunt Paid v B B O
Promotion hd

12345678 30-12-201918:36:59  20-08-2020  100.00 Eva Lucas Canceled

45678 30-12-201918:36:59  20-08-2020  100.00 Eva Lucas Uncollectible e 0
Notification setting
Settings v
T&Cs | FAQs Privacy Developers = VISA @) mostercord

2. Fillin the invoice information:

- Merchant Name: it is the registered merchant name and it will be filled in
automatically

- TRN: it is the Tax Registration No. filled in when applying for Invoice
product. Merchant can modify it in [Management] — [Merchant
Management] — [Merchant Information]

- Customer Name: the customer’s name

- Select Due Date (note that If the invoice is not paid by the due date, the
invoice status will not change)

- Add customer’s e-mail address and mobile number (up to 20)

- Add item information

- Discount: fill in discount percent or amount (leave it blank if there is no
discount)

- Add other information such as Note to recipient and Terms and
conditions
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il PayBy 10: Name: ADMIN 486 177°+++4490
Home <Back | Create Invoice
Secondary Merchants
Terminals Create Invoice “ SAVE AS INVOICE SAVE AS DRAFT
Summary
Merchant Name (3
Transaction v ’)
Balance v BulNG

Green Points

Products v
+Customer Name Due Date Invoice No.
Management v
07-09-2020 B  System Generate
Promotion v
Invoice ~ Bill to
weil0802@161.com © 97112345678 (%]
Notification setting
ADD
Settings v
Item
Item ary Unit Price VAT (2) Taxed Amount
Water 99999999 AED 10.00 5% AED  99999999.99 (<]
1 AED % AED (%]
ADD UINE

Subtotal AED  200.00
Discount 10 % v AED  -20.00
TAX(5%) AED 9.00

Total AED  189.00

Others

Note to recipitent Terms and conditions.

PREVIEW m SAVE AS INVOICE SAVE AS DRAFT

T&Cs | FAQs | Privacy | Developers . VISA @D mostercord

© 2019-2020 PayBy. Al Rights Reserved.
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3. There are 4 kinds of actions merchant can do after filling in all the information:

1) Click [PREVIEW] to preview the invoice.

Invoice No. 20000000001234 AED 189.00
Due Date: 07-09-2020 Unpaid

Lulu

Address: NewYork. NY10020 L)”KL’” y'c)) .t?j/‘y?/ .

TRN: 12345678

Bill to

Name : Theresa Norris TRN: 037005069154

Recipient

ib@ulhutdu.ss: hapo@metalow.rw; awamovto@helac.et;

Item

Description Quality Price (AED) Amount (AED)

Congee Pike Maw With Roast Duck 100.00 3 105.00

Estee Lauder Advanced Night Repair 100.00 105.00

Subtotal
Discount (10%)
TAX (5%)

Total

Notes

This small book contains a fairy tale, a story about many things. First of all, Innocence of Childhood and love. The prince loves his roses, but felt
disappointed by something the rose said. As doubt grows, he decides to explore other planet. The little prince discovers that his rose is not the
only one of its kind, there are thousands of them

Terms and conditions
This small book contains a fairy tale, a story about many things.First of all, Innocence of Childhood and love. The prince loves his roses but felt

disappointed by something the rose said. As doubt grows, he decides to explore other planet. The little prince discovers that his rose is not the
only one of its kind, there are thousands of them

2) Click [SEND] to save the invoice and send it to the customer.

3) Click[SAVE AS INVOICE] to save it as a finalized invoice, and merchant
cannot edit it anymore.

4) Click [SAVE AS DRAFT] to save it as a draft so that merchant can still
edit it later.

2.1.2 Invoice statuses
There are 7 invoice statuses:

Draft: A draft can only be saved after all the invoice information is filled in
and an Invoice No. will be generated after a draft is saved. Merchant can
edit or delete a draft later.

Unpaid: It is a finalized invoice which cannot be edited.

Unpaid (Send): It is a finalized invoice which has been sent to the
customer but has not been viewed by the customer yet.

Unpaid (Viewed): It is an invoice which has been sent to the customer
and the invoice URL has been opened.

Paid: It is an invoice which has been paid by customer through PayBy or
marked as paid by the merchant manually.
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- Cancelled: It is an invoice which is cancelled by merchant and cannot be
paid anymore. Merchant can cancel an invoice at any time, and the action
cannot be reversed. If it is already paid by customer through PayBy,
merchant can select whether to refund through PayBy when cancelling,
but by this means the refund may not be successful due to reasons such

as
[Transaction].

insufficient balance, merchant can also refund manually in

- Uncollectible: Merchant can mark an invoice as uncollectible manually
and treat it as bad debt if merchant thinks the invoice is unlikely to be paid.
But after being marked uncollectible, an invoice can still be paid.

2.2 Merchant sends invoice to customer

There are two ways of sending invoice: send when creating, send from invoice list.

2.2.1 Send invoice when creating

As demonstrated in the 3 step in 2.1.1 Steps to create invoice, click [SEND] to send

the invoice to customer.

2.2.2 Send invoice from list

1. In the invoice list, search and select the invoice merchant wants to send and

click the send icon 2 (before that merchant can click the eye icon © to

view the invoice details).

flt PayBy Merchant ID: 1294829355834 Merchant Name: Starbucks
Invoices
Home
Draf Unpaid Canceled Paid

Secondary Merchants “ ”
Terminals Croation Date 2 2 B Oue D

" D 301, 18:3 s3ssy [ Invoice No.
Summary
Transaction M lnvoiceNo.  Creation Date Due Date Amount(AED)  Customer
Balance v 12345678 30-12-201918:36:59  20-08-2020  100.00 Allie Alvarado
Green Points 12345678 30-12-201918:3659  20-08-2020  100.00 Mason Oliver

12345678 30-12-201918:36:59  20-08-2020  100.00 Janie Hunt
Products v

12345678 30-12-201918:36:59  20-08-2020  100.00 Eva Lucas
Management v

12345678 30-12-201918:36:59  20-08-2020  100.00 Janie Hun t
Promotion v

12345678 30-12-201918:36:59  20-08-2020  100.00 Eva Lucas

i ~
12345678 30-12-20191836:59  20-08-2020  100.00 L
Notification setting
Settings v
T&Cs | FAQs | Privacy | Dovelopers

= VISA

@) mostercard

ADMIN

+86 1770 90

SEARCH
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2. Preview the E-mail and SMS message, and click [SEND].

Send Invoice

Douglas Stokes

ito; ib@ulhutduss;

Email Meaasge Text Meaasge

X

Invoice has been sent to
customer name

|
3

Customer Name
AED 200.00
22-08-2020

Send Invoice

Name: Douglas Stokes

Recipient: weil0802@163.com, weill0802@163.com, weil0802@163.com, weild802@163.com, weill0802@163.com,

Email Meaasge Text Meaasge

2

Merchant Name sent you an invoice
for AED 72.5 #Invoice No. Due date
08-08-2020. Invoice URL
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3. Invoice sent successfully.

it PayBy

Home

Secondary Merchants
Terminals

Summary
Transaction v
Balance v

Green Points

Products v
Management v
Promotion v
Invoice ~

Manage Invoices

Notification setting

Settings v

1D: Name:

< Back | Sent Detail

©

We've sent invoice 0001

T&Cs | FAQs | Privacy | Developers = VISA @) mostercard

© 2019-2020 PayBy. All Rights Reserved

2.3 Customer receives and pays invoice

2.3.1 Invoice by E-mail
1. Customer opens the invoice e-mail and clicks [PAY INVOICE].

Invoice from Merchant Name

BILLTO Customer Name
AMOUNT AED 200.00
DUE DATE 22-08-2020
PAY INVOICE
Merchant Name works with PayBy to provide secure invoice and payment processing services

f you have any questions, please contact merchant name

©2019-2020 PayBy. All Rights Reserved.
il PayBy

Page 9

ADMIN

+86 177
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2. Customer will be redirected to the invoice desktop page. Click [PAY AED
XXX].
il PayBy

PAY AED 189.00 PRINT/PDF

Invoice No. 20000000001234 AED 189.00
Issue Date: 08-08-2020  Due Date: 07-09-2020 Unpaid
Lulu

Address: NewYork, NY10020 46”4” ’z)) '

where e wt PPN
TRN: 12345678

Bill to
Name : Theresa Norris TRN : 037005069154
Recipient
sh.bb; @ i.to: @ s8: PO@ e @helac.et:
Item
Description Quality Price (AED) VAT Amount (AED)
Congee Pike Maw With Roast Duck 1 100.00 0% 105.00
Estee Lauder Advanced Night Repair 1 100.00 5% 105.00
Subtotal AED  200.00
Discount (10%) AED -20.00
TAX(5%) AED 9.00
Total AED 189.00
Notes

This small book contains a fairy tale, a story about many things. First of all, Innocence of Childhood and love. The prince loves his roses, but felt
disappointed by something the rose said. As doubt grows, he decides to explore other planet. The little prince discovers that his rose is not the
only one of its kind, there are thousands of them

Terms and conditions
This small book contains a fairy tale, a story about many things.First of all, Innccence of Childhoed and love. The prince loves his roses,but felt

disappointed by something the rose said. As doubt grows, he decides to explore other planet. The little prince discovers that his rose is not the
only one of its kind, there are thousands of them

Merchant Name works with PayBy to provid and payment ing services.
If you have any questions. please contact {merchant name}

T&Cs | FAQs | Privacy | Developers . VISA @D mostercard

© 2019-2020 PayBy. All Rights Reserved.
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3. It will open PayBy paypage. Customer can choose to pay by
PayBy/ToTok/BOTIM app or card.
1) Pay by PayBy/ToTok/BOTIM app:
By default, customer can pay by PayBy/ToTok/BOTIM app. Follow the
tips on the right side and pay the invoice.

flt PayBy

@46 minutes remaining on paying order

Scan with Apps How to use with ToTok

Subject productName
Click on
[0 paves otk [ Boriv d
Totol Amount 1
Currency AED
Payee PayBy
Merchant Order No. 1600075723170 Find Scan
Order No. 131600075725008405

2) Pay by card:
Customer can also select [Card] to pay by card. Fill in the debit/credit
card information and click [PAY] to pay the invoice.

il PayBy

@36 minutes remaining on paying order

A

Subject productName
Totol Amount 1 Card Number
Currency AED

ard Holder
Payee PayBy
Merchant Order No. 1600075723170 o1 :I 2020 j Cvy
Order No. 131600075725008405

After payment successful, both merchant and customer will receive an e-mail
notification (see 4.1.3 Invoice paid and 4.2.3 Invoice paid).
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2.3.2 Invoice by SMS

1. Customer receives the invoice message and clicks [Invoice URL].

Merchant Name sent you an invoice
for AED 72.5 #Invoice No. Due date

e

08-08-2020.] Invoice URL

2. The invoice mobile page will be opened. Click [PAY AED XXX].

Bill to

Burger King

Invoice No.
Issue Date

Due Date

Item

Food
X1

Water
X1

Apple
X1
Milk
X1

sugar
X1

Watermelon
X1

Wang Xiaoming

&

20000000001234

Total 15 v

Suhtatal

08-08-2020
09-08-2020

Amount

AED 100.00

AED 100.00

AED 100.00

AED 100.00

AED 100.00

AED 100.00

AED_10000

PAY AED 189.00

Page 12
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3. It will open a PayBy paypage. Customer can choose to pay by card or
PayBy/ToTok/BOTIM app and click [PAY].

X Order Info
«»189.00

Payee PayBy

Subject productName

Select Payment Method

@ Bank card ®
@ PayBy Up to 50% off ()
@ ToTok @)
@ sotm e
PAY I
flt PayBy

1) Pay by card:
Fill in the debit/credit card information and tap [CONSENT
AGREEMENT AND PAY] to pay the invoice.

&~ Card Info

Card Number

Enter your Card number

Expiry cw

MM j YY j Secure Code

Card Holder Name

Enter your name

View Service Agreement

CONSENT AGREEMENT AND PAY
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2) Pay by PayBy/ToTok/BOTIM app:
If customer chooses to pay by PayBy/ToTok/BOTIM app and he/she
has the app in his/her phone, it will open the app automatically. Select
the payment method and tap [CONFIRM] to pay the invoice.

etisalatiCMCC “ul & B #1537

X Confirm Your Payment
w123.00

Order Info productName

Order Amount AED 123.00

£ coupon Not available

Payment Method Balance

If customer does not have the app in his/her phone, he/she should
download the app first and then open the invoice URL in the message
and pay the invoice.

After payment successful, both merchant and customer will receive an e-mail
notification (see 4.1.3 Invoice paid and 4.2.3 Invoice paid).
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1. Go to [Invoice] — [Manage Invoices], search an invoice by creation date, due
date, invoice date, invoice No. or status. Find the invoice merchant wants to

manage and click the eye icon ©.
fl PayBy

Merchant ID: 1294829355834 Merchant Name: Starbucks ADMIN 4BS1TT
- e onmoct |
Secondary Merchants n oreft d oled Fod
Terminals CrestionDate  2-12-20W 83657 - 022001857 [  OveDote  2-2-20W 57 - 0-2-20W0M5 [
InvoiceDate  20-12-207 WIS - 0-12-20W WM [ Ivsice No. S A v
Summary
Transection v IvoiceNo.  Creation Date Dus Date Amount(AED)  Customer Status Action
Balance v 12345678 0-12-2019 83659 20-08-2020 000 Alie Ahorado  Draft e
Groen Points 12345678 30-12-2019183659  20-08-2020  %00.00 Mason Ofiver Unpaid G v @ R O
12345678 30-12-2019 18:34:59 20-08-2020 00.00 Jarie Hunt Unpaid  Send G v & B 0O
Products v
12345678 30-12-2019 383659 20-08-2020 0000 Eva Lucas Unpaid  Viewd s v R B O
Management v
12345678 30-12-2019 18:36:59 20-08-2020 %0.00 Jario Hunt Paid v 8 B 0O
Promotion 1
12345678 30-12-2019 \24:59 20-08-2020 00.00 Eva Lucas Canceled
12345678 30-12-2019 383659 20-08-2020 0000 Eva Lucas Uncollectible ® 0
Notification setting
Settings v
TECs | FAQs | Privacy | Developers T VISA @D mostercord

2. In Summary, merchant can see the invoice details. There are a few icons

merchant can click and operate:

(] PayBy Merchant ID: 1294829355834 Merchant Name: Starbucks ADMIN 86 177°*****90
Home < Back
Secondary Merchants
Invoice No. 20000000001234 AED 189.00
Torminals §-08-2020  Due Date: 07-09-2020 Unpaid
Summary Summary  History ? 3 @ &
Transaction v Lul
. Lulu 7)) 99/
Balance “ Address: NewYork, NY10020 -t sl TR
TRN: 12345678 -
Green Points
Products v Billto
Name : Theresa N TRN:
Management v
Promotion ~ Recipient
Invoice ~ b 53 . et
Man, o
ttom
Notification setting Description Quality Price (AED) VAT Amount (AED)
Settings ~ Congee Pike Maw With Roast Duck 1 100.00 0% 105.00
Estee Lauder Advanced Night Repair 1 100.00 5% 105.00
Subtotsl AED  200.00
Discount (10%) AED  -20.00
TAX(5%) AED 2.00
Totsl AED  189.00

Notes

This small book contains a fairy tale, a story about many things. First of all, lnocence of Chikdhood and kove. The prince loves his roses, but felt
disappointed by something the rose said. As doubt grows, he decides to explore other planet. The little prince discovers that his rose is not the only cne

of its kind, there are thousands of them

Terms and conditions

This small book contains a fairy tale, a story about many things First of all, Innocence of Childhood and love. The prince loves
@sappointed by something the rose said. As doubt grows, he decides to explore other planet, The kittle prince discovers that

of its kind, there are thousands of them

0505,but folt
rose is not the only one
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1) Record Payment &: If an invoice is paid by customer by other
means such as in cash, merchant can record the payment receive date
and write notes here.

X
Record Payment

If the customer has paid by another method, you
can mark this bill as PAID manually.

Received On:

23-12-2019 E

*Notes :

SUBMIT

2) Mark uncollectible |?A: Merchant can mark an invoice uncollectible
and treat it as bad debt if merchant thinks the invoice is unlikely to be
paid. But after being marked uncollectible, an invoice can still be paid.

Are you sure to mark this invoice
uncollectible?

If this invoice is unlikely to be paid, you can mark
it uncollectible and treat it as bad debt. After
marked, the invoice can still be paid.

CANCEL m

3) Preview ©: Copy and open the URL of an invoice so that merchant
can preview what customer will see directly.

X
View URL

You can copy the URL to send to your customer directly or preview what they will see.

https://www.zhihu.com/ COPY

!

4) Download invoice pdf —: Click to view and download an invoice

pdf.

5) Send invoice : Send an invoice to customer. An invoice can be
sent for more than one time.

6) Cancel invoice [il Cancel an invoice so it cannot be paid anymore.
The action cannot be reversed. If it is already paid through PayBy,
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merchant can select whether to refund through PayBy when
cancelling, but by this means the refund may not be successful due to
reasons such as insufficient balance, merchant can also refund
manually in [Transaction].

Are you sure to cancel this invoice?
This action cannot be undone.

Invoice No. 12345678
Customer Nannie Bell
Amount AED 20.00
Status Unpaid

If the invoice has been paid through PayBy,
refund the payment order

3. Click History, merchant can see when the invoice status is changed.

il PayBy Meorchant ID: 1294829355834 Marchant Name: Starbucks ADMIN 881790

Home < Back

Secondary Merchants

Invoice No. 20000000001234 AED 189.00
Terminals 2 Unpaid

Summary Summary « = o . B

Invoice 200012345678 for (customer name) was paid
Balance v Remaric Order No. 1234567

Green Points

Invoice 200012345678 for (customer name) was sent
Remaric Void error msg 1235678

Invoice 200012345678 for (customer name) was created

T&Cs | FAGs | Privacy | Developers Y. VISA @) mestercord
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4 Invoice notification
When the invoice status is changed, both merchant and customer will receive an e-
mail notification. The following are the example e-mail notifications.

4.1 Notification to customer

4.1.1 Invoice received and awaiting payment

|

Invoice from Merchant Name

N
)

Customer Name
AED 200.00
22-08-2020
PAY INVOICE

Merchant Name works with PayBy to provide secure invoice and payment processing services

f you have any questions, please contact merchant name

©2019-2020 PayBy. All Rights Reserved.

il PayBy
4.1.2 Invoice cancelled

)

Merchant Name has cancelled
this invoice

Customer Name
AMOUNT AED 200.00
DUE DATE 22-08-2020

VIEW INVOICE

Merchant Name works with Pa to provide secure invoice and payment processing services.

ct merchant name

If you have any questions, p

©2019-2020 PayBy. All Rights Reserved.
it Paysy
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4.1.3 Invoice paid

Invoice from Merchant Name
has been paid

Invoice # 12345
BILLTO Customer Name
AMOUNT AED 200.00
DUE DATE 22-08-2020

VIEW INVOICE

Merchant Name works with PayBy to provide secure invoice and payment processing services.
If you have any questions, please contact merchant name

© 2019-2020 PayBy. All Rights Reserved.
flt Poysy

4.2 Notification to merchant

4.2.1 Invoice sent

Invoice has been sent to
customer name

Invoice # 123456789

BILLTO Customer Name
AMOUNT AED 200.00
DUE DATE 22-08-2020

PAY INVOICE

© 2019-2020 PayBy. All Rights Reserved.
fli Paysy
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4.2.2 Invoice cancelled

4.2.3 Invoice paid

Invoice has been cancelled

Invoice # 123456789

BILLTO Customer Name
AMOUNT AED 200.00
DUE DATE 22-08-2020

VIEW INVOICE

© 2019-2020 PayBy. All Rights Reserved.
flt Paysy

©

Invoice has been paid

Invoice # 123456789

BILLTO Customer Name
AMOUNT AED 200.00
DUE DATE 22-08-2020

VIEW INVOICE

Merchant Name works with PayBy to provide secure invoice and payment processing services.
If you have any questions, please contact merchant name

©2019-2020 PayBy. All Rights Reserved.
ilf Payy

Page 20
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Only after applying for basic payment gateway and invoice product and being

approved, can merchants use PayBy invoice product.

The following are the steps to apply for basic payment gateway and invoice product.

5.1 Apply for Basic Payment Gateway
1. Go to [Products] — [Product List], click [Basic Payment Gateway].

il PayBy

Home

Balance

==,

Smart Code

Agreements

Device

My Apps

Management

Settings

Merchant ID: 200(um m

Payment products

Merchant Name: O u m m

Basic Payment Gateway

The basic payment gateway
service provides the ability to
collect money, which is suitable for
merchant PC / H5 websites and
websites embedded in the PayBy
application

& Not applied To apply >

In-App

The in-app product provides the
ability to call APP such as PayBy,
ToTok or Botim for the user to
complete payment conveniently
and safely.

& Not applied To apply >

QRPay

Users present their PayBy payment
code to the merchant. Merchants
scan the code to make payment

& Not applied To apply >

Smart Code

No system developmaent required.
Create a QR code, print the image
and place stand near the checkout
counter. Customers can pay by
scanning the QR code

& Not applied To apply >

Auto Debit

The user agrees to the
authorization, and the payment can
be completed based on the
payment contract without the user
entering a password to confirm

2. Click [ACCESS PAYBY PAYMENT].

il PayBy Merchant ID: 2000w Merchant Name: (4 m mummm +971-58
Home

& Back F t
Balance v

Products -~ Basic Payment Gateway QRPay Smart Code Auto Debit In-App Smart Purchase E-ATM Transfer Transfer to Bank Account

Smart Code
Basic Payment Gateway
Agreemants
Device
My Apps
of bank cards and e-wallets.
Management v
ACCESS PAYBY PAYMENT
Settings v

Payment Product Introduction

JSAPI Payment PayPage Payment Dynamic code Payment

Within the PayBy mobile App, users can visit the embedded wabsite of marchants, and complete their purchase without leaving PayBy.

B "W e A mL ot
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3. Fillin the information and click [SUBMIT]. After 2-3 working days, PayBy will
review the application and merchant will receive a SMS of the review result
il Paysy Merchant I0: Merchant Name: [ - -

Balance

Access Basic Payment Gateway

Smart Code
Basic gateway service provides the basic payment interface required by merchants to receive payments, which is suitable for PC websites, mobile HS sites, and service
Agreemants matrix within the PayBy APP.By integrating the basic gateway payment, merchants can obtain the payment channel of bank cards and e - wallets.
Device Homepage URL:
Product official website, such as www.ebay.com
My Apps
Management * Payment page URL:
Settings Product official website, such a5 ww

* Access payment description:

Please describe y Justry, seling products, and usage scenarios

Transaction Fee:

BD team will contact you and con

* Contact Name : * Contact Mobile : * Contact Email:

97

| have read and agree to PayBy Me ant Acquiring Agreement

5.2 Apply for Invoice Product
1. Go to [Invoice] — [Manage Invoices], click [APPLY].

il PayBy Merchant ID: 1294829355834 Merchant Name: Starbucks

o Invoices

Secondary Merchants
Terminals
Summary

Transaction v

Balance v g

You have not applied for Billing

Green Points Invoice Service
Products v

LEARN MORE APPLY
Management v
Promotion v

.

Notification setting
Settings v

T&Cs | FAQs | Privacy | Developers = VISA @) mostercord
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Fill in all the information and click [SUBMIT].

- Business Address: the physical location where merchant runs the
business, it will be shown on the invoice and seen by customers

- Commercial Activities: the main business activities of merchant such as
restaurant, retail store, etc.

- Website: merchant’s website, it will be shown on the invoice and seen by
customers

- Logo: upload the logo and it will be shown on the invoice and seen by
customers

- Taxinformation: upload the Tax Registration Certificate and fill in the Tax
Registration No.

- Contact information: fill in the contact name, mobile and e-mail

i PayBy ID: 1294829355834 Name: ADMIN +86177
Home < Back
Secondary Merchants
Terminals APP|Y Invoice
You send the invoice to your customer, and the customer visit Payby's PayPage and pay online through the link in the Email or SMS.
Summary To achieve this effect, you need applied the Basic Gateway product and have the spplication approved (Required) and fill in your business information.
Transaction v N el .
Basic Gateway application ~ Unsubmitted TO APPLY
Balance v

The information below will show on the invoice, you can edit it in setting at any time.
Green Points
* Business Address: Commercial Activities Website

Products v Choose State v

Management v Logo

Promotion v
Recommended .jpg. jpeg. .png format,
" the size does not exceed IMB.
Invoice ~
m Taxinformation (3)  Unsubmitted ADD TRN INFO
Notification setting Service Fee
If customers pay through PayBy, we will charge payment fee. Please refer to Basic gateway for rate
Settings v
* Contact Name * Contact Mobile * Contact E-mail (Optional)
B +86 v
T6Cs | FAQs | Privacy | Developers =V VISA @) mastercord

Merchant can also edit the merchant information later in [Management] -
[Merchant Management] — [Merchant Information].

After 2-3 working days, PayBy will review the application and merchant will
receive a SMS of the review result.



