Welcome to the
Merchant Website
Training

An essential guide to managing your
Account online, quickly and simply.




Merchant Website Training

How to manage your Account online, quickly and simply.

This training guide has 6 Training Modules, showing you the key functions of the Merchant Website. It
should take no more than 30 minutes to complete.

To start, click on one of the Modules below.




Get started

Everything you need to know to get up and running.

Choosefromone ofthe options belowto learn aboutthe basicfunctionality of the site.




Get started

Everythingyou need to know to get up and running.
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% L MYACCOUNT ) CARDS ) TRAVEL Q) INSURANCE ({3 REWARDS M BUSINESS Need help? [Q]

Merchant Home Manage Your Account Streamline Payments Attract Customers Support Accept the Card

Log in to the Website —

Password %
On the HOMEPAGEenteryour User ID and There's never been a better ‘
Password and click Log In.

time to accept American Express.
;:;gi:::ij“l'o —— Find out more

Change Password

-/ Remember me

View E-Statement
Respond to Inquiries

More 2

GETHELP e Q)


https://www.americanexpress.com/us/merchant/merchant-home.html

Get started

Everythingyou need to know to get up and running

Forgotten user ID or password

Click FORGOT USER ID OR PASSWORD on
the homepage toget areminderorreset
your password.

Forgottenyour UserID?

You'll be asked to enterthe email address
connected to youraccount.

Forgotten your password?
You'll be asked to enteryourUser ID and
then answerone of the below questions:

* Answerto the security question
* Locationnumber

¢ Bank information of one of the
locations you manage

e T —
% L MYACCOUNT ) CARDS ) TRAVEL Q) INSURANCE ({3 REWARDS M BUSINESS Need help? [Q]

Merchant Home Manage Your Account Streamline Payments Attract Customers Support Accept the Card

User ID

Password

There's never been a better
S time to accept American Express.

Change Password

View E-Statement
Respond to Inquiries

More 2

DISPUTES COMPLIMENTARY SIGNAGE PROFILE & SETTINGS GETHELP nexr @)


https://merchant-global.americanexpress.com/login?control=account&locale=en_US

Get started

Everything you need to know to get up and running

{) Dashboard Payments Disputes  Logosand Supplies  Resources

—/

A . . . . . MERCHANT123 [ L_: You have 3 new notifications out of 23 total nofifications n A

Payments E-statement See all payments
Gt ettlements ending
Account Dashboard B : :
e AUD $62,252.523.86
. Profile and Settings >
Once you’'ve loggedin, you’ll see your B _
ACCOUNT DASHBOARD. From here you’ll s qces > Submison e M secmz2am
be able tosee: p—
supplies
1. NotificationsaboutyourAccount 5 : "
2. A menu to navigate between different Push Disputes Seo s
areas of the website L 5
3. Recent payments J Gy e e 5
4. Disputes ertn @ Jory sesmons ooose DB b seuss 3
5. Away to ordercomplimentary signage B OEEE: B

See all ‘Take action' disputes

.

Clickon BBBEIZE to find out more about

each section. Toreturn to the Account ;
R eatured products B
Dashboard click %

[
= g
Please note that the content you can see in your E l -

Dashboard may vary depending on what you’re

entitled to view.

~

_—\

e e



https://merchantaccount.americanexpress.com/?locale=en_US

Get started

Everything you need to know to get up and running

{) Dashboard Payments Disputes  Logos and Supplies  Resources =8 &

MERCHANT123 [ L2 You have 0 new notifications out of 23 total notifications N ]
28/1012017
Menu
You can now watch a 30 minute training video to help you manage disputes and payments

online. Register here to have instant access.
Service Requests

o o .
Notifications -
New payments user guide is available for download. Click User Guides link from the menu

Disputes
Profile and Settings > ——
U nrea d n Ot | fl Catl onsarein bOI d . CI | Ck on Logos and Supplies Not receiving disputes notification? Click on Profile & Setting link and update your preference.

the notificationtoreadit. Once you have, —

Order logos and

it Wi I I b e u n b OI d e d . supplies ayments ‘ statement See all payments

Settlements Pending

Pun
Push

£
6
%
g
£
£
2
2
~

AUD $62,812,247.81
AUD $:508,821.03

AUDS
Last 7 days Last 30 days Month to date
Disputes i See all disputes
Take Action Closed
Submitting

Reply by merchant Case number Amount
Take Action ® 15/07/17 9423853415  D-BB0402B —> AUD $59.40
15/07/17 9423853415  D-CCO403C —> AUD $98.83
3 5 15/07/17 9423853415  D-DDO404D —> AUD $28.95
15/07/17 9423853415  D-EEO40SE —> AUD $98.83
o 15/07/17 9423853415  D-FFO406F —> AUD $28.95

See all ‘Take action’ disputes.




Get started

Everythingyou need to know to get up and running

{) Dashboard Payments Disputes  Logosand Supplies  Resources

HEIESES

MERCHANT123 /2 You have 3new notifications out of 23 total notifications 87

Payments [ E-statement [ See all payments
. . B Service Requests
Menu Navigation ciun

el AUD $53,599,608.07

Profile and Settings < | [change Password settled in the last 7 days

Click on any part of the Menu to navigate | (romG2/08/2017 o ot
to other areas withinthe site. Click on o
Profile & Settings and User Guides to Geierlogmmnd
open a second navigation panel toview

additional options. Push Disputes

Take Action Closed

Browse selection
Submitting

Reply by merchant Case number Amount

Clickingonthe Up Arrow will collapse the
Take Action @ 15/07/17 ~ 9423853415 D-BBO402B —>
15/07/17 9423853415 D-CC0403C —>
2
5

Me n u B a r. 35 15/07/17 9423853415  D-DD0404D

15/07/17 9423853415  D-EEQ405E A
15/07/17 9423853415  D-FFO406F —> AUD $475.00

Settlements Pending

User guides > Notification
4

amount AUD $-432.09
38.25

1 Marketing & Survey Email incentives AU
| Preferences

Manage Locations Last 30 days Month to date

UL $59.30

=

%
3
e
=
=
o
=
-
®
2

o~

See all ‘Take action’ disputes.

Logos and Supplies

Featured products

|*

See all signs and supplies

A
| e e




Get started

Everythingyou need to know to get up and running

{} Dashboard  Payments Disputes  Logosand Supplies  Resources

HEIZans

MERCHANT123 L2 You have 3new notifications out of 23 total notifications v
Payments | E-statement See all payments.
P avmen ts B Service Requests Settlements Pending
y i
Blputey AUD $53,599,608.07

Profile and Settings > settled in the last 7 days

The Paymentsection provides asnap shot — (o /5850310 i
of the payments made to your Account. By g s
defaultyouview the paid payments Pep—

supplies
summary, butyou can see upcoming

payments by clickingon ‘Pending’ tab. To pu

Last7 days Last 30 days Month to date

quickly view your E-statement, or All fy— Closes 3
Payments, use the navigation buttons on e 2
b3
the topright. i | U SRES GEaE
35 |SoF o omoce o
e 15/07/17 9423853415  D-FFO406F —> AUD $475.00

See all ‘Take action’ disputes

Logos and Supplies

Featured products

|*

Soe all signs and supplies

AN
| e e

PAYMENTS DISPUTES COMPLIMENTARY SIGNAGE PROFILE & SETTINGS GETHELP nexr (9 )




Get started

Everythingyou need to know to get up and running

HEIZEas

Disputes

By default, you will see the list of most

recent cases that youneed to respond to.

You can view recent closed cases by
clickingon ‘Closed’ tab. Clicking on the
case number will allow you toview the
details of the specificcase.

{} Dashboard  Payments

MERCHANT123

Service Requests
Payments

Disputes

Profile and Settings >
Logos and Supplies

User guides >

Order logos and
supplies

Pun
Push

Disputes  Logos and Supplies  Resources M &2

L2 You have 3new notifications out of 23 total notifications Nz
Payments | E-statement ‘ See all payments
Settlements Pending

AUD $53,599,608.07
settled in the last 7 days
(from 02/08/2017 to today)

Submission amount
Discount amount AUD$-438,

Fees and incentives AUDS 3825,

AUD $54,081 534,06

Last7 days Last 30 days Month to date
-
Disputes See all disputes ]
Take Action Closed

Reply by Amount
Take Action @ 15/07/17 9423853415 D-BBO402B —>
15/07/17 9423853415  D-CCO403C —>
35 15/07/17 9423853415  D-DD0404D —>
15/07/17 9423853415  D-EEO40SE  —>
fose 15/07/17 9423853415  D-FFO406F —> AUD $475.00
See all ‘Take action’ disputes
- =
Logos and Supplies
Featured products

|*

Soe all signs and supplies

e
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Get started

Everythingyou need to know to get up and running

{3} Dashboard Payments Disputes  Logos and Suppli

HEIZaE8

MERCHANT123 Lj You have 3new notifications out of 23 total notifications 87
Payments [ E-statement [ See all payments
d I H Service Requests Settlements Pending

Logos and Supplies T

Shpse AUD $53,599,608.07

. . Profile and Settings > settled in the last 7 days

Toview the Complimentary Logos and ) _ A

ogos and Supplies

Submission amount PR e

Supplies, click the ‘Browse selection’ link. g 5
You'll be taken to our website whereyou e o
can browse and order our complimentary

Last7 days Last 30 days Month to date

merchandise and signage. Push Disputes
s Take Action Closed 5
Submitting =
Reply by merchant Case number Amount L)
2
Take Action ® 15/07/17 9423853415  D-BBO402B  —> AUD §
15/07/17 9423853415 D-CC0403C —> AUD § 33 =
3 5 15/07/17 9423853415 D-DD0404D —> AUD $28.95 o
15/07/17 9423853415 D-EE0405E - AUDS .00
e 15/07/17 9423853415  D-FFO406F —> AUD $475.00

See all ‘Take action’ disputes.

Logos and Supplies _]

Featured products

|*

See all signs and supplies

A
| e e



https://www.amexpop.com/

Merchant Menu

The top Menu allows you to navigate to
the other areas of the site.

This menu will take you to the same
locations as the Menu and Dashboard
navigation.

Get started

Everythingyou need to know to get up and running

{3 Dashboard ayments.

MERCHANT123

Service Requests
Payments

Disputes

Profile and Settings >
Logos and Supplies

User guides >

Order logos and
supplies

Pun
Push

Disputes At

L2 You have 3new notifications out of 23 total notifications

i E-statement ‘ See all payments

Settlements Pending

A I iR
AUD $53,599,608.07

settled in the last 7 days
(from 02/08/2017 to today)
Submission amount AUD $54.081 534,06
Discount amount AUD$-438,09174
Fees and incentives

Last7 days Last 30 days Month to date
Disputes Seeall isputes
Take Action Closed )
3
2
Submitting =
Reply by merchant Case number Amount @
=
Take Action @ 15/07/17 9423853415 D-BBO402B —> AUD $59.40 f
15/07/17 9423853415  D-CC0403C —> AUD $96.83 >
3 5 15/07/17 9423853415  D-DD0404D —> AUD $28.95 O
15/07/17 9423853415  D-EEO40SE  —> AUD $285.00
o 15/07/17 9423853415  D-FFO406F —> ALD $475.00

See all ‘Take action’ disputes

Logos and Supplies

Featured products

Soe all signs and supplies

Er——— ey

e |




Payments

Learn how to manage everythingto do with payments

N




Payments

Learn how to manage everythingto do with payments

ADZEEE

Payments at a Glance

The PAYMENTS HOMEPAGE has 5 key
features:

1. Location/datefilters
2. Tools

3. Paymentssummary
4. Reportmenu

5. Viewreport

Clickon BEBHB at the topto find

out more abouteach section. Toreturn to
Payments Homepage click A

Disputes Attract Customers ™ &

(@) Click here to view a new user guide

+Expandal
+ Total submissions AUS238,011.400.26
+ Total charges AU$238,964.355.34
+ Total credits 3 -AUS952,955.08 Settlements Submissions Adjustments and Transaction types 4
R—— v Chargebacks
+ Tax amount -AUS192 726.40
+ Fees & incentives -AU%195.00
|
Opening balance -AUS2,065.59
\\ Total settlement amount AU$235,890,522.99
— — )
6) Pending \
(® Settlements
+ 27102017 AUS0.00 AU$0.00 AU$0.00 AUSQ 76 AUS0.00 AUSD.00  XXX002 AUS0.00
+ 271102017 10016449 AU$180.00 AUS0.00 AUS180.00 AUS1 .46 AUS0.00 AUSQ.00  XXX002 AUS0.00
+ 271012017 AUSQ.00 AUSQ 00 AUSQ.00 AUS5 49 AUSD.00 AUSQ00  XXX002 AUS0.00
+ 211102017 AUS0.00 AUSD.00 AUS0.00 Auss 38 AUS0.00 AUSD00  XXX002 AUS0,00
+ 27102017 10012364 AUS675,194.14 AUS0.00 AUS675,194.14 AUS5 469.07 AU$0.00 AUS0.00  XXX000 AUS0.00
+ 27/10/2017 10012330 AUSB 332 47614  -AUS36,879.37 AUS8 205 596.77 -AUSG7,194.30 -AUS9.00 AU$158.23  XXX000 AUS0.00



https://merchant-payments.americanexpress.com/?locale=en_US

s

Payments

Learn how to manage everythingto do with payments

AB2EEE

Location and date filters

You can filter paymentinformation based
on location and/or date periodin any of
the 4 key categories:

* Settlements

* Submissions

* Adjustments and chargebacks
* Transactiontype

The paymentsinformation will update
automaticallyinthe report area based on
yourselection.

Q Dashboard Payments Disputes Attract Customers. Resources v

Quick links From: 1/8/2017 To: 18/8/2017

Joowy. « August 2017 » « August 2017 »

This Woek SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT

Last Weok 2 P A & 3 & ok

s s ) 2 T o8 9 w0 o ¥
5 " " NS : |
==
Settiements Submissions Adjustments and Transaction types
Chargebacks

44102.726.40
95,00

Total settlement amount A235,890,522.99

@ Pending

@© Settiements

i w5 e w1 ANORS ) GO0 S M WSO AR P M oS 5 . e | x| i oy oo 4 oecmass 1 (o




Payments

Learn how to manage everythingto do with payments

Disputes Attract Customers ™ &

(@) Click here to view a new user guide

+Expand all
o o s + Total submissions AU5238,011.400.26

Teteet e | settcneie Submissions Adustments and Transaction types
. . + Merchant Fees ik g 0se Chargebacks
The tool bar gives you the optionsto: .-
1. Launch the Payments overview tour
Total settlement amount AU$235,890,522.99
2. Download, exportand search reports
® Pending

3. Access your e-statement

(® Settlements

SETTLEMENT DATE - | SETTLEMENTNUMBER - | TOTAL CHARGES CREDITS SUBMISSION AMOUNT | MERCHANT FEE AMOUNT | Fees aNDINCENTIVES | crarcesacks | sank sort cope | apsusments ]

. . + 271102017 AUS0.00 AUS0.00 AUSQ 00 AUSQ 76 AUSQ 00 AUSQ 00  XXX002 AUS0.00

See the other sections in the Payments
. . + 2710/2017 10016449 AU$180.00 AUS0.00 AU$180.00 AUS1 46 AUS0.00 AUSQ 00  XXX002 AUS0 .00

Module for more information on these
+ 27102017 AUS0,00 AUSQ.00 AUS0.00 AUS5 49 AUS0.00 AUSD.00  XXX002 AUS0.00
too I s N + 271102017 AUS0.00 AUSD.00 AUSQ.00 AUS5 38 AUSQ.00 AUSQ 00  XXX002 AUS0.00
+ 271102017 10012364 AUSGT5 194 14 AUS0.00 AUSB75,194 14 -AUS5 469 .07 AUS0 00 AUSD 0D  XXX000 AUS0.00
+ 2710/2017 10012330 AUS8 332 476 14  -AUS36 879.37 AUSg 205 596.77 -AUSG7,194.30 -AUSQ 00 AUS15823  XXX000 AUSQ 00

T

MEXT |




Payments

Learn how to manage everythingto do with payments

Disputes Attract Customers ™ &

AZ2EE8

(@) Click here to view a new user guide

7T e — asha (B
+ Expand all
dayments summary Tt sbmisions

+ Total charges A$238,964,355.34

+ Total credits -AUS952,955.08 Settlements Submissions Adjustments and Transaction types
. . . +Merchant Fees A8y 627.955.87 Chargebacks
This gives you a cumulative summary of

+ Fees & incentives -AY5195.00

your most recent payments from
American Express forthe current month. Total settlement amount %5235,890,522.99
Use the + expandable functionto display
extradetails about the various types of O

deductions taken before payment. [ e one | semsuewrmsen - o comns | caeons | sommsson som | sncun e oo | recs oo | cnsnoences | v soncone | s |

® Pending

+ 2711012017 AUS0.00 AUS0.00 AUS0.00 AUSQ 76 AUS0.00 AUS0.00  XXX002 AUS0.00
+ 2711012017 10016449 AUS180.00 AUS0.00 AU$180.00 AUS1 46 AUS0.00 AUS0.00  XXX002 AUS0.00
+ 271102017 AUS0.00 AUSQ.00 AUS0.00 -AUS5 49 AUS0.00 AUSQ.00  XXX002 AUS0.00
+ 2711012017 AUS0.00 AUS0.00 AUS0.00 AUS5 38 AUS0.00 AUS0.00  XXX002 AUS0.00
+ 2710/2017 10012364 AUSG75,194.14 AUS0.00 AUS675,194.14 -AUS5 469.07 AUS0.00 AUSD.00  XXX000 AUS0.00
+ 27102017 10012330 AUS8 332,476.14  -AUS36,879.37 AUS8,205,596.77 -AUSG7,194.30 -AUSg 00 AUS158.23  XXX000 AUS0.00

N

MEXT |




Payments

Learn how to manage everythingto do with payments

ﬁ} Dashboard Payments. Disputes  Attract Customers Resources v ™M R

1235 b

(@) Click here to view a new user guide

R t +Expand al
eport menu
:

11$238,964.355.34

-AUSg52 955.08 Settlements Submissions Adjustments and Transaction types
H -AU$1,927,955.87 Chargebacks
There are 4 differenttypes of reports you
. -A¥%195.00
canview: T
. . AUS
1‘ Settleme nts _pa|d and pend|ng Total settlement amount 235,890,522.99
information. @ Pending
2. Submissions — details of all the © settiements
‘e [ [ scrricueToaTe | SeTTcHENT woMGE - | TOTALCHARGES | CREDTS | SUBMSSONAMOUNT | MERCHANTFEE AMOUNT | FEES ANDINCENTIES | CHARGEBACKS | BAWK SoRTcodE | Abausruewrs | |
submissions you have made to y -
+ 271102017 AU$0.00 AU$0.00 AUSQ 00 AUSQ 76 AUSQ 00 AUSQ 00  XXX002 AUS0.00
A m e rl Ca n EX p re Ss . + 2710/2017 10016449 AU$180.00 AUS0.00 AU$180.00 AUS1 46 AUS0.00 AUSQ 00  XXX002 AUS0 .00
3 Adjustme ntS and Charge baCkS _ A” + 271012017 AUS0.00 AUS0.00 AUS0.00 AUSS5 49 AUS(.00 AUSQ00  XXX002 AUSQ.00
+ 271102017 AUS0.00 AUSD.00 AUSQ.00 AUS5 38 AUSQ.00 AUSQ 00  XXX002 AUS0.00
your chargebacks and other
. . + 271102017 10012364 AUSGT5 194 14 AUS0.00 AUSB75,194 14 -AUS5 469 .07 AUS0 00 AUSD 0D  XXX000 AUS0.00
adjustments applied toyour
+ 2710/2017 10012330 AUS8 332 476 14  -AUS36 879.37 AUSg 205 596.77 -AUSG7,194.30 -AUSQ 00 AUS15823  XXX000 AUSQ 00

submissions.

4. Transaction Types — Access the report
which groups your settlements based
on the type of transaction.




Payments

Learn how to manage everythingto do with payments

]

View report

This summary table will allow you toview
detail of the report you have chosenin the
menuabove.

The summary will automatically update
based on the relevantreport youchoose
to view fromthe 4 boxes at the top.

Where ‘+’ appears, clickingonit will
expandto show more details.

The rightarrow button will allow you to
scroll side to side and view additional
details.

f} Dashboard Payments Disputes Attract Customers v Resources

(@) Click here to view a new user guide

Q LocaTioNs (sossiss6) OATE (1102017 -31102017)

+Expand all
A$238.011.400.26
5238,964,355.34

-\"3952,955.08 Settlements
-A1,927.955.87
-A5192.726.40
-A%195.00
U2,065.59

Adjustments and
Chargebacks

Submissions Transaction types

Total settlement amount
/

AU$235,890,522.99

@ Pending

SETTLEMENT DATE SETTLEMENT NUMBER TOTAL CHARGES CREDITS SUBMISSION AMOUNT MERCHANT FEE AMOUNT

AUSQ 00 _AUSQ 76

27110/2017

Submissions

SUBMISSION DATE  SOC INVOICE # v SUBMITTING MERCHANT NUMBER  MERCHANT FEES FEES AND INCENTIVES  TOTAL CHARGES CREDITS TRANSACTION COUNT  SUBMITTING LOCATION ID  SUBMISSION AMOUNT  TAX AMOUN

979(- -AUSQ.49 AUS0.00 AUS0.00 AUS0.00 1 2020 AUS0.00 -AUSQ.05

26/10/2017 171026

25/102017 171025 ey | _AUS{ 21 AUS0.00 AUS0.00 AUSQ.00 3 2020 AUSQ,00 AUSQ 12

+ 27102017 10016449 AUS180.00 AUS0.00 AUS180.00 AUS1.46
+ 2711012017 AUS0.00 AUS0.00 AUS0.00 AUS5 49
+ 27102017 AUS0.00 AUSD.00 AUS0.00 AUS5 38




s

Customise reports

You can customise the report column
details by clickingon the + on the top left.

This will bringup a screen where you can
check or uncheck data fields based on
your needs. You can dragand drop the
fields to change the orderof the columns.

Please note: Any changes you make will be
saved forfuture log-ins.

Payments

Learn how to manage everythingto do with payments

Q Dashboard Payments Disputes | Attract Customers. Resources v

(@) Cick hers to view a new user guide

£ oareazor - weaen

Q Locanons am

Eapanct o
4238.011.400.26

+Total submissions

. wes
+ . 927,955,587 A types
+ - Chargebacks
. o

ning batance 4%2,08559
Total settlement amount, ¥3235,890,522.99
@ Pending
© Setties s

- st osen - | 1o cunos | cntoms | somesson k| oscoort o | ress noncormves [ ome | ouscemacns | mawsorrcooe | rowaniom | o
nnnnn S48030 52225 Se06.8: a2 £0.00_MAIESTIC CARS (UL IMITED. 000 851 i
x

i+ & Settiement date +i+ & Discount amount i+ ¥ Payee merchant number I+ & Number of transactions

i+ M Settlement number i+ M Fees and incentives i+ ¥ Payee location 1D i+ 4 Opening debit balance

i M Total charges i 4 DBA name i+ ' Bank account no.

& & Credits +i+ & Chargebacks + & Tax amount

i+ B Submission amount i ¥ Bank sort code

-+ & Adjustments.
¥ Settlement amount
ok -
S R T R o J




Payments

Learn how to manage everythingto do with payments

{3} Dashboard Payments Disputes | Aftract Customers  Resources

(@) Chick here to view a new user guide

9 Locanons ez £3 oarevazer - wwacern

Download reports

1. Customise the reportto containall the
information you want, thenclick the
Downloadicon inthe top right
navigation bar.

Oper

Total settlement amount 235,89

2. Followthe promptsto selectyour T Y o = e P
preferencesand click Download to P — p— R———2

save there port to yourcomputer. M ‘

10012364 AUSE75.194 14 AU%D.00 AUSGT5,194.14

10012

Once it’sdownloaded, you can analyse it
furtherand printit from the application
youselected.




Payments

Learn how to manage everythingto do with payments

{} Dashboard Payments Disputes | Attract Customers  Resources “/ M 2

Click haro 10 view B hew user guide

] wcanomom 8 o wssen “@:a\
Exportreports — - " "

233  Submissions Report

oy
]  Merchant no.

1 Toexporta reportclick on Reportin
the top right navigation bar.

Select format

A43235,890,
2. Followthe promptsto selecta report |
with or without transaction details, c
enteryour Merchant Number and click B T T e ———
DOWnIOad. + 271012017 10016449 AUS180.00 AUSD. 00 V5178
Note that one reportincludes dataforone '

location only.

P
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Payments

Learn how to manage everythingto do with payments

Q Dashboard Payments Disputes Attract Customers Resources

(D Cickhes toview s new ser ke

9 Locanons 9 oarevaaoir-1weann

Search reports

The Search function allows youtofind " = G )W
specificsettlements, adjustments, —— i

chargebacks or transactioninformation. ke 5990 i e AT

You can narrow the search by amount, | | [
location, date and more. o T T e e e K T T
Direct debitreports can be produced from U — Rascs. i : : :
here aswe”' + 271102017 AU3D 00 ":[C‘: %6.04




Disputes

Find out how to manage all your disputes online quickly and easily

GETHELP e | )




Disputes

Find out how to manage all your disputes online quickly and easily

hEEe

Disputes ataglance

The DISPUTES HOMEPAGE has four key
features:

1. Filters
2. Tools

3. Respondtous
4, Summary report

Clickon BIEIEH at the top to find out
more about each section. Toreturn to
Disputes Homepage clickon A

f} Dashboard Payments Disputes Atftract Customers Resources (4| &
-~
o R ot @Oasrona) P
= E— - . J
2992 53 76870 T 15

@A Oumiewed O Viewsd @A OcCrargevacks Oinquires  OCase Updates [0
\.

'v
( Agree to Full Refund Respond Respond offline )

. . OATE RECEVED s

[1 =  1073860TST Ploasorospond  4/4/2017 AR50V NA Q NA  AUDS5940  700372XXXOKKXXX1003

[0 = 1142500TST Pleaserespond  4/42017 42572017 NA ge A1 Q NA  ALOSSBE3  7008320000XKXXX1007

[1 ©  198430TST  Ploasorespond  4/472017 4252017 NA Q NA  AUDS2B95 70061 2XXXXXXXXX1001

[1 =  1243607TST  Pleaserespond  4/472017 4252017 NA Charg A 1Q NA  AUDS28500  700552XXXXXXXXX1002

(u] 1296778TST  Ploaserospond 41472017 4252007 NA ) NA  AUDS75.00  700802XXXXXXXXX1006

[0 = 1320074TST  Pleaserospond  4/472017 4252017 NA Q NA  AUDSA75.00  700252XXXXXXXXX1006

[1 = 1398916TST Pioaserespond  4/4/2017 452007 NA iQ NA  UDSL7I0.00  700542XXXXXXXXX1008 ﬂ
[] =  I448870TST Ploasorospond  4/472017 452017 NA Q NA  AUDSATS00  70014200000CX1008

[0 = 1494126TST  Pieaserespond /412017 452017 NA Charge Q NA  ALDSA3A9 700432XXXXXXXXX1000

[1 = I542064TST  Ploasorospond  4/472017 4R5ROVT NA ) NA  AUDSATS00  700872XXXXXXXX1006

[1 =  1588980TST Pleaserospond  4/42017 4252017 NA Charge Q NA  AUDSATS.00  700902XXXXXKXXX1003

[] = 1653508TST Pleasorespond  4/472017 4252017 NA Chargo ) NA  AUDSA75.00  700712XXXOXKXXX1005

(u] 1779129TST  Ploaserespond  4/42017 452017 NA Q WA AUDIE940  700462XX0000KXX1000

0 1840179TST  Ploaserospond  4/4/2017 4252097 NA Charge KQ NA  UDS98B3  700372XXXXXXXXX1002

o wr 1858850TST  Pleaserospond  4/472017 452017 NA Charge Q NA  AUUS28.95  700282)0000000(1000

= =

P
NEXT | |
N


https://merchant-disputes.americanexpress.com/?locale=en_US

Disputes

Find out how to manage all your disputes online quickly and easily

Q Dashboard Payments Disputes Atftract Customers Resources

@ Locanons (1111 oare

TAKE AGTION - Rsrowe . cwoseo
2992 53 76870

@®ar Ounviewed  OViewsd @ar OcCragevacks  Oinquires  OCaseUpdates T8

Filters

Showing 1-20 of 2992 -
Agree to Full Refund Respond Respond offline

These helpyoufind and view the
information that matters mostto you. You ) -

© I073860TST  Ploass rospond 4472017 w2s2017 NA Q NA  AUDS59.40  700872XX0KXXXXX1003

can apply a wide range of filtersin O © NSt pessusod G 4eswn A M NA AOSBE ToosoO000D0KICOT
combination with each other to B I un W o B P e
. . [ 1243607TST  Pleaserespond  4/472017 4252017 NA A1 Q NA  AUDS28500  700552XXXXXXXXX1002
personalise the disputes summary table T NN S T I = = P T
and show as little oras much as you like. D & ST Peserowons Gy wsn N N WA wDs500 mmesoooooooocios
[0 = 1308016TST Pueaserespond  4/42017 4252017 NA Q NA  UDSL710.00  700542XXXXXXXXX1008

(= I 1448870TST  Ploase rospond a0 4252017 NA Q NA AUDS4T5.00  700142X000000CKX 1008

[= 1494126TST  Please respond w807 4252017 NA [+} NA ALDS43.49  700432500000KKXX1000

[0 = I1542064TST  Ploasorespond 442017 252017 NA ods Q NA  AUDSATSE00  700872XXXXXXXXX1006

o F 1588980TST  Pleaserospond  4/472017 4252017 NA Le] NA  AUDS475.00  700902XXXXXXXXX1003

| m 1653508TST  Piease rospond  4/472017 4252017 NA i NA  AUDS4T5.00 7007 12X000CKXXXX1005

o= 779129TST  Pleaserespond  4/472017 4252017 NA A Qa NA AUDS59.40  700462X000CKXXXX1000

[= I 1840179TST  Ploaserospond 4472017 4252017 NIA ] NA AUDS9B.83  700372X000XXXXX1002

o r 1858850TST  Pleaserospond  4/472017 45207 NA Q NA AUDS28.95  700282X00000X1000

. pe
(O racx GETSTARTED GETHELP next @



Disputes

Find out how to manage all your disputes online quickly and easily

Q Dashboard Payments Disputes ct Customers Resot

Q consiun g oare
ez acrion o o L o R pr—
2992 53 " 76870 |5

@® Al Disputes O Selected

Disputos.
@A Oumiewes O Viewsd @®A1 OCragevacks  Olnqures O Case Updates.
Tools -

Showing 1-20 of 2992
Agree to Full Refund Rospond [inckudo Cumencies

& csv

These allow you to download and

® .| CASENUMBER | STATUS OATERECEVED | REPLYBY ~  OAYSLEFT | REASON ANO COOE OSPUTE TYPE | CASETYPE | AMOUNT | CARD NUMBER AT TRANSACTION

generate reports, create print previews, R T MR 7 am——

search, or returnto your Account O 5 NOSOTST Peserews 4T 4zsaon WA Chs o0 NA osRE TS0000000NT

Dash board or page at any ti me' (= 1198430TST  Ploase respond 442017 4252017 NA o NA AUDS28.95  700612X00000(XX 1001
[ = 12436077TST Please respond alaro17 42572017 NA g A nQ NA AUD 528500  700552XXXXXXXXX 1002
o= 1296778TST  Ploase respond 442017 4252017 NA ge L] NA AUDS475.00 700802XX00000CXX 1006
= 1329074TST Please respond 4142017 AR52017  NA Q NA AUDS475.00  700252XXO0XXXXX 1006
n e 1398916TST  Piease respond 442017 AR52017  NA Q NA UD$1L710.00  700542XXXXXXXXX1008
o -k 1448870TST  Ploaso rospond /42017 4252017 NA Q NA  AUDS4TS00 700142X000000XX1008
a e 1494126TST  Please respond aar017 4252017 NA 9 1 NA ALDS43.49  700432X00000K(XX1000
o = 1542064TST  Ploase respond a7 4252017 NA nQ NA AUDS475.00  700872X00KXXXXXX 1006
n = 1588980TST Please respond 442017 42572017 NA Qo NA AUD$475,00  700902XXXXXXXXX1003
o= 1653508TST  Ploasorospond  4/472017 4252017 NA ) NA  AUDS47500 700712XX0XKXXXXX1005
ar 1779129TST  Please respond 4407 42572007 NA Q NA AUD$59.40  700462X0XXXXXXX1000
o r 1840179TST  Ploase respond A4l42017 4252017 NA 9 K NA ALDS98.83  700372XXXXXXXXX1002
| o 1858850TST Please respond 44017 AR52017  NA QQ NA AUD $28.95  700282XX000000XX 1000 m

(O racx GETSTARTED
S



Disputes

Find out how to manage all your disputes online quickly and easily

f} Dashboard Payments Disputes Aitract Customers Resources

Q  Locanons (111 oare

TAKE ACTION

- o L Goso
2992 53 76870

@A Oumviewod O Viewsd @A OCrargevacks  Olnquires  OCase Updates  [INETESTSeSREINETTIER

i e

Respond to us

These action buttons are clearly marked
above the summary table to enable you to Respond e
respondto all Card Member disputes 5
quickly and efficiently. T e

Adsonal comments

Ho
i
%

AW
GETHELP next @ 9

7a
() Back GETSTARTED
b



AW

BATK

Summary Report

This givesyoua full list of all Card
Members disputes and can be customised
based on your preferences.

Disputes

Find out how to manage all your disputes online quickly and easily

{,} Dashboard Payments Disputes Attract Customers Resources

@ Locanows (111

& o

TAKE AGTION -  fsrowe . cwoseo .
2992 53 76870 il

@A Ounviewed O Viewed @A OcCrargedacks Oinquires O Case Updates

Showing 120 01 2692
Agree to Full Refund

[oF X1 -1

Respond offline

-

]

| CASENUMBER | STAIUS DATERECEWVED | REPLYSY = | OAYBLEFT | REASONANO COOE

(= I 1073869TST  Ploase rospond 41472017 4252007 NA

[0 = 1142500TST  Picaserespond /42017 42572017 NA

[1 ¥ 1198430TST  Ploasorospond 4422017 4252017 NA

[0 =  1243607TST  Pleaserospond /472017 4252017 NA

[ & 1296778TST  Ploaserespond 4472017 4252017 NA eds
[0 = 1320074TST  Pleasorospond  4/472017 4252017 NA

[1 = 1398916TST Pieaserespond  4/4/2017 4252017 NA

[= I 1448870TST  Ploaserespond  4/472017 4252017 NA

[0 = M94126TST Pleaserespond /412017 452017 NA

(= I 1542064TST  Ploaso rospond  4/422017 42572017 NA g A
a r 1588080TST  Pleaserespond  4/472017 4252017 NA

[ ©  1653508TST  Pieasorospond 41472017 4252017 NA

[0 = (779120TST  Pieaserospond  4/42017 4252017 NA

[ ©  I840179TST  Piaserospond 4422017 42572017 NA

[0 = 1856850TST Picasorespond  4/4r2017 42520V NA

osPuTE TYPE

)

]

)

CASETYPE | AMOUNT

AUD $59.40

ALD 59883

AUDS28.95

AUD $285.00

AUD $475.00

AUD $475.00

U0 $1,710.00

AUD 5475.00

ALD $43.49

AUD $475.00

AUD $475.00

AUD'$475.00

AUD$59.40

A0 59883

AUD 528.95

CARD NUMBER AT TRANSACTION

700372XXXXXXXXX1003

700832XXVXXX1007

70061 2XXXXXO0X1001

T00S52XXXXXXXXX1002

TO0BO2XXXXXXXXX1006

700252X000OXXXXX1006

T00SA2XXXXXXXXX1008

700142)00000XX 1008

F00432XXXXXXXXX1000

700872XXXXOXXX1006

700902XXXXNXXXX1003

7007 12X000XXXXXX 1005

T004E2X0XXXXXX1000

700372XXXXXXXXX1002

700282XXXXOXKK1000

Y-
NEXT |
N
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BATK

View details of a case

Clicking on each line item on the summary
table will show you the details and history
of the case.

Click on the X icon to close the screen.

Disputes

Find out how to manage all your disputes online quickly and easily

Q Dashboard Payments Disputes Atftract Customers ; Resources

@ Locanows () oare

TAXE ACTION -  Resronoro _ cwse
2992 53 76870 5
@®am Oumewsd  OViewed @A OcCragedacks  Oinquiies  OCase Updates  [REREY
Agree to Full Retund Respond offline
DATERICEVED | REAYDY | OAYBUIFT | REASONAND COOE DSPUTETYPE | CASETYPE | AMOUNT | CARDNUMBER AT TRANSACTION
[0 =  1073869TST  Pleasorospond  4/4r2017 4252017 NA ™ Q NA $203.00  700372X00000CXX1003
Dispute details Prist Preview
RECOGNZE CHARGE
Disputed amount $203.00
Chargeback amount $203.00
Transaction amount $267.00
Card Momber Rahul 3013DATA SETUP JOB
Tracking number NA
Card Number 70037 2X0000XXX 1003
Case type. SEDIS
O~
What you can do What will happen
N R e
rosporme
oATe STATUS CHANGE oispuTe TYPL oeTAlLs
4017 Pioase respond Inquiey Pioase respond 1o this inquiry by 42872017 VIEW ALL A

NEXT | |
\ <



Disputes

Find out how to manage all your disputes online quickly and easily

Q Dashboard Payments Disputes Attract Customers Resources

Q Locanowsiivi @4 OATE

TAKE ACTION

-  Fooon
2992 53

cuoseo
76870 5

@A Ounviewed O Viewed @A OcCrargevacks Oinquies  OCase Upcates  [ITENETISESSRTERNREIETS

Respond to disputes

Agree to Full Refund Respond Respond offline

Once you confirm the details of a case you
will need torespondto our enquiriesto Respond ; X
avoid no-reply chargebacks. The next steps

S
after confirming details of a case are: : P e giﬁ::mw
1. Clickon the line item on the summary e o
page and selectone of the three - B
options. The ‘Respond’ button lets : R .
you respond to us online. AT e
2. If youdo not agree with arefund,
make sure to leave this value with ‘0’. cane ERRRCUEE  c.one |

3. Add comments whyyou do notagree.

4. Upload your supportdocuments (e.g.
proof of delivery) by clicking Attach
files. Please read the explanationto
make sure your files can be uploaded.

5. Enteryourinitials and click Submit.

_ COMPLIMENTARYSIGNAGE PROFILE & SETTINGS GETHELP nexr @)

T
| BACK GETSTARTED PAYMENTS



Disputes

Find out how to manage all your disputes online quickly and easily

Q Dashboard Payments Disputes Attract Customers Resources

LOCATIONS (1115) o o

TaKE ACTION - Frowe . cwoseo =
2992 53 76870 V15

Groupby  Win/Loss

Customised Reports s Sty —— e T
. Agree to Full Refund Rospond Databisat @Summary ODotaled 1
You can also create customised reports. To _ — — :
do thIS: o = 1073869TST  Ploase rospond  4/472017 452017 NA Charge amount exceeds suthorizationd  Dispute Type @ AN Disputo Typos
1‘ C”ckon the Report icon o= 1142500TST  Pleaserospond  4/472017 4252017 NA Charge amount exceeds authorization 4 e i
o= 1198430TST  Ploase respond 44017 45207 NA ‘Charge amount exceeds authorization &
2. Select Group by SR e R a— e, | i
> 1296778 41472017 4252017 NA amount a o Rocowds Nam 2
3. Choose yourpreferences andthen = =) AR -,
. [m] 12 1329074TST Please rospond 442017 4252017 NA ‘Charge amount exceeds authorization &
click Download reports. N h e e ean W
4. You can also create Win/Loss report B IR WOOWTOT MM S ceam We oepeeseessssseey
. (=] F 1494126TST Please rospond 44017 4252017 NA Charge
to analyse Why you are gettl ng (= 1542064TST  Ploase respond 44017 452017 NA Q NA $394.00  700872X00000XX 1008
chargebacks. B W Bemowd WG R W ” B 6 i e
o = 1653508TST  Piease respond 44017 472572017 NA Charge 1] NA $971.00 7007 1220000KXXXX 1005
[m] 1779129TST Please respond Qo7 4252017 NA Q NA $117.00  700462X000XXXXX1000
n F 1840179TST Ploase rospond 44017 4252017 NA Chas K NA $473.00  700372X000000(XX1002
4.
SN - N
(O macx GETSTARTED GETHELP next @ 9
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Complimentary signage

The fastest and easiest way to get merchandise and suppliesforyour business

Logos and Supplies

We offer complimentary logos, signage
and merchandise foryourbusiness.

Placing an order is simple. Select items
from our collection, fill out the delivery
details and then confirm your Merchant
Numberto finalise the order.

You’ll find hundreds of industry-specific
supplies, including digital logos to use
online orin yourown communications.

S~
ENTER'fAIN THE -
KIDS WITH OUR.

- NEW COLOURING
A ‘_‘._IN PACK



https://www.amexpop.com/
https://www.amexpop.com/
https://www.amexpop.com/

Profile and settings

Manage your profile quickly and easily

Q Dashboard Payments Disputes Logos and Supplies Resources

’ T ‘} o Your Reoo S I Payrmen | AL e ‘ Out Suppos ‘l gty

@ Download Account User Management user guide
Profile and Settings

MERCHANT123 1 TeRws oF UsE
You can update your user profile and

account information by clicking Profile &
CHANGE PASSWORD

Settings link. From here you can: P,
1. Change your password Password
2. Update yourcontactinformation P — @ seeoemaLs o

3. Update your preferences on how you
receive notifications from us

NOTIFICATION

MARKETING & SURVEY

4. Update your preferences onreceiving EMAIL PREFERENCES
marketingand/orsurvey emails

MANAGE LOCATIONS
5. Update information about locations
(physical address, phone number)




Get help

Where to go if you need more help with the Merchant Website

1
o)

Questions

Do you have any further questions or need
help? Click on your preferred option below
to see more details.

Call us on
Callusonthe number on 1300 363 614

the rightside of this page. (orthe designated numberfor your Account)

s




Get help

Where to go if you need more help with the Merchant Website

&

Questions

Do you have any further questions or need
help? Click on your preferred option below
to see more details.

Email us your questions
and/orrequests through

P

the Secure Message Centre.

{} Dashboard Payments Disputes  Logosand Supplies  Resources

MERCHANT123

ﬂ You have 3 new notifications out of 23 total notifications

sl i

M Service R t:
Settlements Pending

Payments

I<@

Menu /N Payments

Disputes
Profile and Settings >

Logos and Supplies

AUD $54.081,534.06
AUD $-438,091.74
AUD $-38.25

User guides >

Order logos and

supplies
Last 7 days Last 30 days Month to date
Pun .
Disputes See all disputes
Take Action Closed

number Amount

Take Action @© 15/07/17 9423853415 D-BB0402B —> AUD $59.40
15/07/17 9423853415 D-CC0403C —> AUD $98.83
’; E 15/07/17 9423853415 D-DD0404D —> AUD $28.95

=
[
3
o
=
=
=
)
=
-
L
=
o~




Get help

Where to go if you need more help with the Merchant Website

Chat with us - X

o

What is the primary reason for chatting
today? *

¥ Choose item from the list

==  Update/change my bank account details

Questions

Do you have any further questions or need kel Loon L G C OV
Assistance with the Merchant Services website
h e I p? CI i Ck on yo ur p refe rre d (0] pti on bel ow Discuss a dispute inquiry or documentation request
. Question a chargeback to my account
tO S e e m O re d e ta | I S . Inquire about fees or discount rate

Check or update account information (Name, address change, etc...)

Request Supplies, Equipment, or Promotional materials (logos, decals, Welcome Kit, etc...)

Check the status of a ission or discuss a pay issue (not ived, on hold, i etc...)
Assistance with reconciling my account /statement

Request a copy of statement or invoice

Report fraudulent activity on my account

Setup a branch or add a new location

Report an issue with Point of Sale (POS) electronic terminal

Other (please specify):

Click the ‘Chat’ icon on the bottom
right corner of thescreen, to open
a live Chat with Customer Service.
Available Mon-Fri 8-6:00

s




Get help

Where to go if you need more help with the Merchant Website

{} Dashboard Payments Disputes Logosand Supplies  Resources -

MERCHANT123 ﬁ You have 3 new notifications out of 23 total notifications N

Questions Payments

M Service Requests

&

Settlements Pending

Do you have any further questions or need

help? Click on your preferred option below e
. Disputes
to see more details. _ ,
Profile and Settings >

Logos and Supplies
AUD $54,081,534.06

User guides >
AUD $-438.091.74

AUD $-38.25
Order logos and
supplies
Last 7 days Last 30 days Month to date
Pun :
Push Disputes See all disputes
o
Take Action Closed S
3
j:o-
S -
Reply by me Case number g
1
Take Action @ 15/07/17 9423853415  D-BB0402B —> AUD $59.40 '_;“
15/07/17 9423853415  D-CC0403C —> AUD $98.83 5
Click this button to launchthe 3 5 15/07/17 9423853415  D-DD0404D —> AUD $28.95
= 15/07/17 9423853415  D-EEQ405E —> AUD $285.00

Help Menu. Choose the topic
you need hel p withand WalkMe
will promptyouwhat to do next.

s




Congratulations!

You have completed the training.
Log in today and take the stress out
of managing your Account.

|


https://www.americanexpress.com/us/merchant/merchant-home.html

