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MAKING A BILL PAYMENT TRANSACTION 

 
a. From the Boss Revolution Retailer Welcome Page, click on BOSS Revolution 
Bill Pay button. 

 

 
 

b. Enter the biller name and click on Find to search for that biller. 
 

 
 

c. Find the biller you wish to pay and click on Select Biller. 
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d.  Enter the amount to be paid to the biller. 

 

e.  Enter the Biller Account ID from the payment stub and confirm that Account 

ID. 

 

f. Choose the Payment Type and then click Next. 

 

 Next Day, 1 Business Day 

 Standard, 3 Business Days  
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g. Based on the Biller or State you might be required to enter additional 

customer information such as: 

a. First & Last Name 

b. Street Address 

c. City 

d. State 

e. Zip Code 

f. Phone Number 

 

h. All payments over $2,500 will require additional customer information for 

compliance. 

 

i. Enter the additional information and click on Submit. 
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j. Once the transaction has been completed agent must Print and give a receipt 

to the customer. 
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k. If payment needs to be voided due to an error in the Bill Amount or Biller Name 

then click on Void Payment.   

 
l. The following message box will pop up click on OK to void the payment.   

 

 
 

 

m. If the Void Payment is successful you should see the following message. 

 

 
 

n. If the Void Payment is unsuccessful then please contact customer service at 

XXX-XXX-XXXX. 

 

BILL PAYMENT REPORT 
 

a. From the Boss Revolution Retailer Welcome Page, click on Reports. 
 

 
 

b. In the reports folder click on Bill Payment Transaction History.. 
 

 
 

c. From this report you can see the following: 

 Total Amount Paid 

 Total Commission 

 Total Deposit Amount 
 
d. From this report you can also search for a transaction by: 

 Transaction Date 

 Settlement Date 

 Biller 
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 Confirmation Number 

 Status 

 Agent  
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e. From this report you can also find the total amount that is due to be deposited in 
to your business account ny following these steps. 
  

1. Select to search by Settlement Date 
2. Then select Today in the Date Range menu. 
3. See Total Deposit Amount  

 

 
 

The amount that shows in the Total Deposit Amount is the amount that is due 
to be deposited that day. 
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f. Cancel a payment transaction: To cancel a transaction click on the reverse 
arrow as shown in the screenshot below. 
 

 
 
g. Reprint Receipt: To reprint a payment receipt click on the printer as shown in 

the screenshot below. 
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COMPLIANCE REGISTRATION 
 

a. To register for the compliance training click on the web link provided to 
you in your Bill Payment Agent Approved email.  

b. Click on Register Here shown circled in red in the screenshot below 
 

 
 

c. Then enter you Terminal ID number that was provided to you in the Bill 
Payment Agent Approved email and click on Search.  

d. Confirm the agent information and then click on Enroll shown circled in 
red in the screenshot below 
 

  
 

e. Enter the information requested in the below screenshot. 
f. Select your language and click on Add 

 

 
 

g. You are now registered and are ready to begin the compliance training. 
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COMPLIANCE TRAINING 
 

a.  To begin the compliance training click on the web link provided to you in 
your Bill Payment Agent Approved email. 

b.  Enter the username & login that you set up when you registered   
c.  Click on the rocket shown circled in red in the screenshot below to 

launch the training program. 
 

 
 
 

d. Click on the topic to begin playing the video. 
e. Go through all videos then take the test at the end of each module. 

  

 
 


