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HOW TO REFER

Referring Through MAC

We want to make referring as easy as possible for you and your bankers. There are two ways to
refer your business clients to us. The first is directly through MAC. To do this your bankers will
need to have a login assigned to them. We can create hierarchies based on your needs as
explained in the Implementation process.

1. Log into MAC and click on "New Lead"
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2. Fill out merchant information - red asterisk is required information

3. Click on "Create My Lead"
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4. Type in any notes that your Relationship Advocate will need to know about this
merchant, such as, best time to contact, etc.

5. Click the "Post" button
5. Click the "Save" button
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Your referral is now a lead in MAC and will be sent directly to your Relationship Advocate in
both and email and with a notification in MAC ensuring that they receive the information and
can call the referral as quickly as possible. They are required to call within one business day
but in practice it is usually within an hour or two at the latest.

You can search for your lead by starting to type in the name in the upper right-hand corner
search bar. By clicking on the lead that comes up you will be taken to the lead page allowing

you to see notes, status and any other activity that has taken place in your referral, regardless
of by whom.

Referral Source - Aendale «

Q My Samp X -

| LEAD¥S (1) VIEW ALL '
writs RiCr
1 Hy Sample Merchant

Snatus: Sales Agent Asssgred

- - -

Card Type Total Trarct e
F R ——— -




00N O U WN =

HOW TO REFER

Referring Through Web Portal

. Your IT department takes a link provided by Evolv and places it on your Intranet.

. Your staff goes to that link and clicks on it.

. A form fill will come up.

. Fill in all relevant information - red asterisks are required fields.

. Itis important to put in referrer name and branch so that you can get credit for the referral.
. Click the submit button at the bottom of the page.

. Your referral is then ported into MAC and routed to your Relationship Advocate.

. Your Relationship Advocate is required to contact the merchant within one hour.
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Other

Referrer Information



Example of a successfully submitted referral through the provided referral page
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Bank Referral Process Flow

Relationship Advocate works warm Lead or
Lead Report

Once approval is issued, Operations creates a
tracking Helpdesk ticket for installation.

Merchant is contacted to set appointment.

Deployment updates the Installation Helpdesk
ticket with tracking information, and sales agent is
notified via email, if applicable.

3 Email notification sent from MAC to the Account
Executive with the appointment date and time.

Sales agent or Deployment will perform
installation and training with the merchant.

Account Executive meets with merchant to

review products and services. . . . .
When installation Helpdesk ticket is resolved, a

new ticket is created to track Pending Processing.
This new ticket will remain open until the
merchant begins processing transactions.

Account Executive updates lead in MAC with
notes about the appointment, indicating
appointment was seen and sales next steps.

PClI notification is sent to the merchant to
complete their SAW and Scan, if applicable.

Account Executive can complete an eSign
application through MAC for FIS (preferred) or

Global Payments. . . .
Accounting Department bills for equipment,

shipping, tax and fees after shipping within 48
hours of approval.

Email notification sent from MAC to the Account
Executive with underwriting details and approval.



