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1  INTRODUCTION 
 
As a customer of PAYONE, you have the option of accessing your transaction statements and invoices 
online at any time via the Service Portal (http://portal.bs-card-service.com). Your data is stored in the 
Service Portal for a period of 12 months following activation.  
You also have the option of using additional functions such as an online transaction overview and much 
more. 
 
The following product information outlines the benefits and features of the Service Portal, explains how 
you can receive your login information by registering, and will assist you in recovering your account data 
within the application. You will also discover how to manage your personal login information in the Ser-
vice Portal via your Service Portal profile.  

1.1  THE SERVICE PORTAL – ADVANTAGES 

Always available at no cost 

The free Service Portal is available online for you to use around the clock. All you need is a PC with Inter-
net access. After logging in, you will be able to access the required documents, print them or download 
them as a PDF file. This applies to both current and past transactions, as all transaction statements and 
invoices from the past 12 months following registration are stored in the Service Portal. 
This means that not only is it convenient and simple to obtain a quick overview, but you can also carry 
out a targeted search for transactions, thereby enabling you to quickly identify the transactions that 
have taken place.  
 
Highest security standard 

The highest security standards are applied to the Service Portal. After your registration has been author-
ised, you will receive your personal login information and be able to choose your own password. This 
means that third parties are unable to access your data. Information is transferred in encrypted form. 
 
Overview of the special features of the Service Portal 

• Access to transaction statements and invoices at any time 
• Access to data from the last 12 months 
• Highly secure transfer due to encryption 
• Free to use 
• Available in multiple languages (Dutch, English, French, German and Italian) 
• Self-Service Manager 
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2  REGISTRATION PROCESS FOR THE SERVICE PORTAL  

2.1  CREATING AN ACCOUNT 

You will need an account in order to use the Service Portal. If you do not already have an account in the 
portal, you will need to create a new account. 

 
 
You can create a Service Portal account by clicking on the Create a new account button. 
After you have entered the account details, finish by clicking Log on. 
Once the account has been successfully set up, you will receive an email containing a confirmation link. 
The confirmation link will remain active for 180 days. If this period has expired, you can request a new 
link at any time by visiting https://portal.bs-card-service.com. 
By clicking on the link, your registration will be accepted and you will be directed to the confirmation 
page in the Service Portal. 
Then you can log into the Service Portal. 

2.2  LOGIN 

After you have been authorised for use, you can log in to the Service Portal. To do this, open the web 
address https://portal.bs-card-service.com. 
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Enter your user name and password in the "I already have a Service Portal account" box. 
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2.3  ACTIVATING AN ACCOUNT IN ORDER TO ACCESS THE P.O. BOX 
FOR A CONTRACT NUMBER 

In order to access the P.O. Box for a merchant identification number, you must activate your account for 
this MID. 
If you are already a customer, you can request your personal registration code using the contact form. 
New customers will receive the registration code in a separate piece of correspondence upon conclusion 
of the contract.  
In the Service Portal, open the Administration menu item and then Activate contract number. 
Here, you can now enter your contract number and the registration code you received. 
 

 
 
Click on Register in order to finish the activation process. 
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3  WELCOME TO THE SERVICE PORTAL 
Once you have logged in to the Service Portal, you will find yourself at the homepage. From here, you 
can navigate within the portal and thus use all functions with just a few clicks. 
 

 
 
You'll see the following selection options in the header: 
 
• Your own email address 
• New documents 
• Stationary 
• Online 

By default, you'll be shown your last login and will be given the opportunity to change your password or 
user data. 
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You can open/close this window using the arrow beside the email address. 

3.1  CHANGE YOUR PASSWORD 

The Change password function will take you to the following page: 
 

 
 

Here, you will be able to change your existing password. The guidelines for changing your password are 
as follows: 
 
The password must have at least 8 characters and must contain at least one number and one letter. The 
special characters ‘<’ and ‘>’ are not allowed. 

3.2  EDIT USER DATA 

You can edit your personal information as well as the default language and email address using the Edit 
user data function. 
 



 

 www. payone.com Handbook Service Portal 2.0, Version 0.0 9/35

 
 
You can confirm the changes by clicking on Save. 
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3.3  NEW DOCUMENTS 

You'll find the New documents selection option in the header. The number in brackets will tell you at a 
glance how many unread documents there are in your inbox. 
 

 
 
When you click on the selection option, a new page will open and will show you how many new docu-
ments there are per contract number. 
 

 
 

The row can be opened by clicking on it and will take you to a consolidated overview of the new docu-
ments. 
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You can open the documents directly by clicking on the blue shaded retailer numbers or descriptions. 
The view of documents can be adjusted by using the filter function (see section 4.3.1.3). 
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4  MAIN NAVIGATION  
You can access various sub-sections via the navigation bar. The structure is as follows 
 

Main menu button Sub-menu button Functions 

P.O. Box TXN Lists Network operation, credit cards, individual 
transaction statements - network operation 

 Invoices Network operation, credit cards 

 Documents Other files 

Administration  Activate contract number, P.O. Box profile 
settings, joint user setup 

Downloads & Services  Online transaction overview, eDocs 

4.1  P.O. BOX 

4.1.1  TRANSACTION STATEMENTS  

Your transaction statements for network operations and credit card processing are listed under the P.O. 
Box/ Transaction (TXN) lists menu button. You also have the option of generating individual network 
operation transaction statements for yourself.*  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
* Please note that you only can see the transaction statements for network operations if you’re a PAYONE network operating 
customer. 



 

 www. payone.com Handbook Service Portal 2.0, Version 0.0 13/35

4.1.1.1  TRANSACTION STATEMENTS NETWORK OPERATIONS / CRED-
IT CARD 

Here you can find your daily, weekly or monthly lists, depending on which cycle is specified in your con-
tract.  
 

 
 
With the Select contract option, you must first specify the desired customer affiliate and then you can 
select the contract number for which you would like the invoices to be displayed. 
 

 
 
If there are more than 15 documents in the P.O. Box, the results will be spread out over multiple pages. 
You can switch between the individual pages using the page navigation in the table below. 
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You can use multiple filters at the same time to reduce the number of documents displayed (see section 
4.3.1.3). 
You can download the file by clicking on the invoice number or cloud symbol. 
You can change the order in which the documents are displayed by clicking on the column headers. 
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Example: transaction statement network operations 
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4.1.1.2  INDIVIDUAL TRANSACTION STATEMENT – NETWORK OPERA-
TIONS 

Under the P.O. Box menu button, in the Transaction (TXN) lists menu item you will find a further menu 
item: Individual transaction statements - Network operation.* 
Here you can retrieve separate transaction lists for individual terminals for a period of time determined 
by you (up to a maximum period of 31 days).  
 

 
These can be issued in PDF format via the Download button. 
 
* Please note that you only can see the transaction statements for network operations if you’re a PAYONE network operating 
customer.  
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4.1.2  INVOICES  

 
Your invoices for network operations and credit card processing are listed under the P.O. Box / Invoices 
menu button. You can display the invoice list you require by clicking on Network operation or 
Creditcards. 
 
All invoices for the last twelve months are shown in the invoice list. 
 

 
 
With the Select contract option, you must first specify the desired customer affiliate and then you can 
select the contract number for which you would like the invoices to be displayed. 
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If there are more than 15 documents in the P.O. Box, the results will be spread out over multiple pages. 
You can switch between the individual pages using the page navigation in the table below. 
You can filter the displayed documents by clicking on the filter symbol (see section 4.3.1.3). 
 

 
 
You can use multiple filters at the same time to reduce the number of documents displayed. 
You can download the file by clicking on the invoice number or cloud symbol. 
You can change the order in which the documents are displayed by clicking on the column headers. 
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Beispielrechnung  
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4.1.3  DOCUMENTS 

4.1.3.1  PHOTOCOPY REQUEST / CHARGEBACK 

In the event of a complaint by the card holder’s bank you will find your document requests as well as any 
related chargeback under the menu item Document request /chargeback.  
When a new document request or chargeback are loaded onto the service portal, you will receive a 
prompt notification from us by e-mail. 
 
Document requests have a binding reply deadline. You can find the response deadline date in the rele-
vant column in the table. You will be additionally notified of the response deadline for the document 
request by e-mail. 
 
If there has been a chargeback, the related document request can be accessed using the drop-down 
button in the table. 
 
By clicking it you can access and store the documents. 
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4.1.3.2  OTHER FILES 

In the Documents area, you will find individually created and uploaded documents under Other files. 
These are configured after consultation with our Customer Service. 
 
After selecting the contract number, the corresponding files will be displayed. 
 

 

4.2  SETTINGS 

You will find the following functions under the Administration menu button. 
• Activate contract number 
• Profile Settings 
• Setting up a joint user 

4.2.1  ACTIVATE CONTRACT NUMBER 

Via the Activate contract number button, you will have the option to activate additional contract num-
bers (after prior registration; see section 2.1). 
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4.2.2  PROFILE SETTINGS 

You will be able to view your personal data via the Profile menu button (changes can be made via Edit 
user data, section 3.2). In addition, you can also determine here if you would like to be notified via email 
about new documents and can determine which language should be used for communications. 
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4.2.3  SETTING UP A JOINT USER 

 
Via the Joint user menu button, you will find the option to grant others access to documents that have 
been made available via the Service Portal. 
Generally, the first user to register in the Service Portal is the so-called primary user, who can add up to 
another 10 users and assign rights to these joint users. In order to add a joint user, you must provide a 
different email address for the new user and their name.  
Click on the Administration / Joint user menu button. This will open a screen in which the joint users can 
be listed and managed. 
 

 

You can add additional joint users by using the Add button. You can edit the joint users by clicking on 
their name. 
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4.2.3.1  ADDING A JOINT USER 

 
To add a new joint user, click on the Add button. 
 

 

1. First, it is necessary to select the contract for which the changes should be effective. 
2. When the form loads, fill in all the fields. 
3. If you wish for the joint user to be able to manage joint users themselves, check the box entitled "Edit 

joint users".  
4. In addition, you can stipulate whether or not the user should be informed by email about new docu-

ments. 
5. Finally, you must define the modules to which the user should have access. 

When you click save, the joint user will receive an email which will enable them to activate access to the 
P.O. Box. 
 

The program will also generate a registration code that must be entered by the joint user when activat-
ing access to the P.O. Box. You can print out this registration code and give it to the joint user. 
 
Please note: Joint users must have their own email address. 
After you have saved the data set, you will be shown a list of all current joint users. If you wish to edit a 
joint user at a later point in time, select Edit in order to change their access information, assign / revoke 
rights or delete the joint user. 

1 

2 
 

3 

4 
 

5 
1 
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4.2.3.2  EDITING A JOINT USER 

After selecting the corresponding contract and clicking on the user name, you can edit the user settings. 

 
You will arrive at the following input screen: 
 

 

• First, it is necessary to select the contract for which the changes should be effective. 
• When the form loads, fill in all the fields. 

2 

3 

4 

5 
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• If you wish for the joint user to be able to manage joint users themselves, check the box entitled "Edit 
joint users".  

• In addition, you can stipulate whether or not the user should be informed by email about new docu-
ments. 

• Finally, you must define the modules to which the user should have access. On the left side , behind 
the modules, you will see the respective status and on the right side the respective options.  

When you click on Save, the joint user will receive an email with an activation link, via which he can acti-
vate access to the P.O. Box. 
 

4.3  DOWNLOADS & SERVICES 

You will find the following subsections under the Downloads & Services menu button. 
• Electronic receipt archive 
• Online transaction overview 

4.3.1  ELECTRONIC RECEIPT ARCHIVE (EDOCS) 

4.3.1.1  OVERVIEW 

If the receipt archive has been activated for you, you will have full access to all of your payment receipts 
via the Downloads & Services and Electronic receipt archive menu buttons. You can apply for activation 
through Customer Service. 
 
You will be directed to the subsequent overview and the following information will be displayed: 
 
• Terminal number 
• Payment method 
• Amount 
• Receipt date 
• Trace number 
• Receipt number  
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4.3.1.2  DETAIL VIEW OF RECEIPT 

 

By clicking on Receipt number, you will be able to access the receipt directly. Issue is in the form of a PDF 
file, which must be saved first.  
 

4.3.1.3  FILTER FUNCTION 

 

The filter function enables you to refine the selection or to search for certain receipts. 

 

4.3.1.4  DOWNLOAD RECEIPTS 

 
You can use the selection boxes to mark relevant receipts. It is possible to select more than one. Subse-
quently, you can save these on your computer using the Download receipts button. 
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The downloaded files are saved in ZIP archive format and can be opened as PDF files after being un-
packed. 

4.3.2  ONLINE TRANSACTION OVERVIEW 

 
In the Service Portal you also have the option of a live view of current transactions. You can find this 
function in the Downloads & Services area under the Online transaction overview button. 
 
Once you have opened this page, you must first select the contract number through which the respec-
tive transaction is made. 
 

 
Then, the parameters must be defined. These are essential. The search parameters are aligned according 
to the following criteria: 
 
• Terminal number –> Terminal ID via which the transaction takes place. 
• From date –> Limitation of transaction period 
• To date –> Limitation of transaction period 
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After selecting the appropriate search parameters, you can load the display by clicking on the Search 
button. The results will be presented in the form of a list with a maximum of 15 entries per page. 

 
The following criteria will be displayed: 
 
• System time –> Submission of the transaction 
• Receipt time –> Processing time at the terminal 
• Receipt number –> Number on the receipt 
• Payment system –> Card type 
• Type of transaction –> e.g. authorisation 
• Amount –> Transaction amount in EUR 
• Card number –> Masked card number 
• PM –> Payment method (chip, magnetic strip, etc.) 
• Aut. system –> Results of the transaction system 
• Cashback –> Info on whether or not the Cashback function was used at the terminal 
• Status –> Transaction status 

 
You can sort the list by clicking on the column heading. An arrow will show you whether the results are 
displayed in ascending or descending order. Click again to change this or remove it again. 
 
Export of the data is initiated by clicking on Print. The exported file is in CSV format, which can be read by 
Excel. 
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Once you have found the transaction you were looking for, you can have further information displayed 
by clicking on the corresponding Receipt number. 
 
If you want to export the transaction data, you can do this by clicking on Print. The exported file is in 
Excel format. 

5  SERVICE & SUPPORT 
 
The telephone number on which you can contact PAYONE is displayed via the telephone symbol on the 
right-hand side. 

 
 
The "Contact page" button will take you straight to the contact form, which can be used to send messag-
es to us. 
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Queries relating to the content of the information provided on the account, transactions and invoices, as 
well as questions relating to the registration process can be directed to the following addresses: 
 
Service hours: Mon.-Fri.: 8:00 am - 6:00 pm 
Telephone:    +49 (0)69 66 30-5350 
Email:   bsportal-info@bspayone.com 
 
Please note that if you are experiencing difficulties with your telephone connection, internet connection 
or PC operating system, we will only be able to offer limited assistance. 

5.1  AUSTRIA 

Service hours: Mon.-Fri.: 8:00 am - 6:00 pm  
Telephone:  +43 (0) 1 20 58177 
Email:   CC-Austria@bspayone.com 

5.2  SWITZERLAND 

The following hotline is available for customers based in Switzerland. Support is also available in French 
and Italian. 
Service hours: Mon.-Fri.: 8:00 am - 6:00 pm  
Telephone:  +41 (0) 44 563 1915 
Email:   CC-Schweiz@bspayone.com 

5.3  BENELUX 

Service hours: Mon.-Fri.: 8:00 am - 6:00 pm  
Telephone:  +49 (0) 69 66 30-5488 
Email:   CC-Benelux@bspayone.com 

5.4  BELGIUM 

Service hours: Mon.-Fri.: 8:00 am - 6:00 pm  
Telephone:  +32 (0) 2 421 32 32 
Email:   CC-Benelux-BE@bspayone.com 
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5.5  UNITED KINGDOM 

Service hours: Mon.-Fri.: 7:00 am - 5:00 pm  
Telephone:  +44 (0) 800 068 59 49 5916 
Email:   CC-UK@bspayone.com 

5.6  CYPRUS 

Service hours: Mon.-Fri.: 8:00 am - 6:00 pm  
Telephone:  +49 (0) 69 66 30-5501 
Email:   CC-Cyprus@bspayone.com 
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6  LEGAL NOTICE 

6.1  COPYRIGHT 

© Copyright 2020 PAYONE GmbH, Frankfurt am Main, Germany 
All rights reserved. Text, images, graphics and their layout are protected under copyright law and other 
protective legislation. The content of this document may not be copied, distributed, altered or made 
available to third parties for commercial purposes. This document does not constitute a licence to use 
the intellectual property contained therein. 
 

6.2  TRADEMARKS 

Adobe® and Adobe® Reader® are trademarks or registered trademarks of Adobe Systems Incorporated, 
345 Park Avenue, San Jose, CA 95110-2704, USA. All other products and services are trademarks or regis-
tered trademarks of their respective companies. 


