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Managing your payments online

Follow this step by step guide to help you understand your
merchant financials online.
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Logging in, enrolling and accessing online payments

1. Loggingin — Visit americanexpress.com/lacmerchant. If you
already have a User ID and password to manage your online
Merchant account, enter your details and click ‘Log In.’

If you are yet to register online, click ‘Register now’ and follow
the steps to create a new profile and access your Merchant
account online.
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Logging in, enrolling and accessing online payments - continued

If you do not have an online account, see the below steps to enrol

Select View Payments,' 'Resolve Disputes,’ or Update Your Merchant

into Online payment. Account in order to proceed
2. Registration — after completing steps one and two of the View Payments _ _
> . ) i \ By selecting this box, | understand that | will receive payment statements online and will no
registration page, you will reach the final step ‘manage longer receive paper statements Learn more
finances’. Tick the box next to the ‘manage payments’ option Resolve Disputes e
‘to enrol to manage your financia|s On“ne By doing (o) you W|” By selecting this box, | understand that | will be managing disputes online and will no longer
) receive a paper dispute notification Learn more

no longer receive paper statements in the mail, they will only
appear in your online account. So please make sure to check
. . Update Your Merchant Account
yOUI’ On“ne aCCOUI’It I’egU|aI’|y. YOU can also Set Llp emall Make changes to your account information such as store names, address and phone numbers.
g . . Learn more
notifications to let you know when your statement is ready to

view.

3. Account summary page — after logging into your account (via

step 1) you will land on your account summary page. From —

. ‘ y . . User 10 & Password o Card Accaptance Policy Order Point of Purchase Materials
here click ‘see all’ under payments to get to all your financial
details.

Paymants o oo

£15.55 £21.34 £137.93

Classic Payments

Payment Help Link c c :




Payments summary

Understanding your financial information is easy with the
payments summary table. It's available for all your settlements,
submissions, adjustments & chargebacks and transaction types.

When you first log in, you'll see all of your settlements for all
locations for the month to date as the default view. You can then
click on the range of reports below to get to the information you
need.

1. Recentsettlement summary — gives you a cumulative summary of
your most recent payments from American Express for the
current month. Use the + expandable function on each line to
display extra details about your charges (transactions), credits
(refunds), discount amount, debit balances or fees.

2. Settlements! — shows your paid and pending settlement
information for your chosen date range (more details on page 8).

3. Submissions2- gives you a clear view of all the submissions you
have made to American Express (details on page 11).

4. Adjustments & chargebacks3 — displays a list of all your
chargebacks and other adjustments that have been applied to
your submissions (details on page 13).

Q LOW.ONSWG DATE (12016 - 3182016)

B

+Total submissions
+Total charges
+Total credits
+Discounts

+Tax amount
+Fees & incentives

Opening balance

+ Expand all
“14.756,013.91
“15.199.372.50
~“443,358.59
-303.140.85
“0.00
“27.815.00
400,51

Total settlement amount £14,480,688.06

Settlements

Submissions Adjustments
and
Chargebacks

& Q | B e smarevent

Transaction
types

® Pending

@ Settlements

+  XXXXX974
+  XXXXX974
+  XXXXX974
+ XXXXX974

+  XXXXX365

3/18/2016

3/18/2016

3/18/2016

3/18/2016

3/18/2016

4207513722

4207513723

4207513724

4207513725

4207513726

£2,509.69

£6,509.46

£2,276.05

£52,026.57

£2,190,074.71

£12.45 £2,497.24 £51.82
£0.00 £6,509.46 £135.07

£0.00 £2,276.05 £47.23
£60.80 £51,965.77 £1,078.30
£58,168.04 £2,131,906.67 -£44,237.07

& [ sawcaccounrio. | serriewewronte - | sermiewenrwomsen > | ToraLcuances | creos | suemmssonawoun | oiscouwrauounr | oeawawe |

I N TER!
I NTER!
I\ TER!
I INTER!

111 TE

1Settlements = The amounts paid to you by American Express (i.e. the total of your submissions after deducting the discount amount, fees and any other chargebacks)
2Submissions = The total amount of transactions on American Express Cards received by you for a given period of time and submitted to American Express
3Adjustments & chargebacks = includes chargebacks and any other deductions that have been taken from your submissions, such as no-reply chargebacks or fees




Payments summary -continued

5. Transaction Type - here you can access your transaction type 9 wocanousaian £Q [ Beomeer |
report which groups your settlements based on the type of
transaction , such as regular submission, purchasing Card or +Total submissions S
. ] i X + Total charges “15.199,372.50
internet charge. All of which may incur different fees or have a +Tota credits i Settloments Submissions Adjustments Transaction
. . +Discounts £303140.85 and types
different discount rate. +Toxamount %500 Chargebacks
+ Fees & incentives £27.815.00 El
Opening balance -*400.51
The blue line shows you which table you're currently viewing — in Total settlement amount £14,480,688.06

the example it's under ‘settlements’. This will move depending on
which report you click on.

@ Pending

@ Settlements

T e R R e T el

+  XXXXX974 3/18/2016 4207513722 £2,509.69 £12.45 £2,497.24 #5182 | NTER!
+  XXXXX974 3/18/2016 4207513723 £6,509.46 £0.00 £6,509.46 £135.07 NN INTER!
+  XXXXX974 3/18/2016 4207513724 £2,276.05 £0.00 £2,276.05 <4723 I NTER!
+  XXXXX974 3/18/2016 4207513725 £52,026.57 -£60.80 £51,965.77 £1,078.30 NN INTER!

+ XXXXX365 3/18/2016 4207513726 £2,190,074.71 £58,168.04 £2,131,906.67 £4423707 I \MITE




Your paid settlements view

The settlements category is an important area where you will find
details on up-coming settlements and settlements already made to
you. For this section we will focus on your paid settlements.
Settlement payments are paid based on your submissions (Card
transactions taken at your business) minus fees, discount amount!
and adjustments?.

1. Settlements - click to view all settlements from American Express
to youin one table. Click here if you wish to download a
settlements report.

2. Filter by status — see settlements that are pending (not yet paid to
you) and those that have already been paid using the + and -
buttons. See page 10 for more information on pending payments.

3. Settlements table — there are several default columns in the initial
view. You can use the large arrows on either side of the table or the
scroll bar at the bottom of the page to see more or less data.

4. Addor remove columns - gives you the flexibility to view the
information that is most useful to you. By clicking the + on the left
of the top dark grey column you can add / remove data and
customise the columns in your paid settlements view. Just drag
and drop the column titles to change the order in which they appear
in the summary table (columns are ordered left to right). These
preferences will be saved for the next time you log in.

IDiscount amount = transactions amount multiplied by the discount rate %
2Adjustments = includes fee, debit balances from previous months to balance your account

Q Locanons ua1) 2 oareq:

2 Q [ B esmmen |

+ Expnd
1475601391
“15199.37250
Submissions

“as335859 Transaction types

430314085

“0.00
281500
40051

Total settlement amount “14,480,688.06

® Pending

S Settlements -
[oomsmmoono | emmorou -] oo | o ovmes | eon | womsaoumioon | socmmreint oo [ owmons |

x
™ Bank account no. ™ Discount amount [ Payee merchant number O Tax amount
™ settiement date [ Fees andincentives

[ Number of transactions [ Chargebacks

HDBAname

[ Opening debit balance

[ Payee location ID

[ Bank sort code

M settiement number

-
+  XXXXX365 3/17/2016 4207420001 £1,136,974.11 -£37,664.84 £1,099,309.27 -£22.15164 I
+  XXXXX974 3/17/2016 4207420002 £19,982.75 -£95.80 £19,886.95 41265 .




Getting to transaction details

Getting down to transaction level details from the settlements
report is easy. Just click + on any line and it will expand to give you
the list of submissions included in the settlement to you. From here
click on any submission line to reveal the list of transactions from
that submission.

1. Submissions — click + to reveal the submissions included in
the settlement

2. Transactions — click any submission line item to view the list of
transactions included in that submission which will appear as a
pop up. Simply click X to return to the original view.

3. Download transactions — the download function allows you to
download what you see on your screen at any time. In this
example now that you are viewing the submissions and
transaction level detail, you can download this transaction list
into csv, excel or PDF.

Q LocatioNs (21721) DATE (31172016 - 3/118/2016) e EQ |7E R N
+ Expand all
+ Total submissions 14.756,013.91
+Total charges “15199,372.50
+Total credits 443358559 Settlements Submissions Adjustments Transaction
+Discounts 30314085 and types
+Tax amount %000 Chargebacks
+Fees & incentives 27.815.00
Opening balance £400.51
Total settlement amount €14,480,688.06
@ Pending
( Settlements
| amwcsccoumrvo | semouem owe | s o= | roracmaces | creons | svowsson oo | oscovn oo | oonne |
+ | XXXXX974 3/18/2016 4207513722 £2,509.69 £12.45 £2,497.24 <5182 EENTER!
+ |oookara 3/18/2016 4207513723 £6,509.46 £0.00 £6,509.46 £13507 EEEEEEEINTER!

@ Settlements

[~ T oscour suounr_| sermicsmmomre - | scrricwens awounr > | macror mansacnions | oeunc ocameauee | eaves Locaonin

- #1356  2/6/2016 £640.10 20 £0.00 XXX000

Submissions

SUBMISSION DATE  SOC INVOICE # ¥/ SUBMITTING MERCHANT NUMBER ~ SUBMITTING LOCATIONID  SUBMITTING LOCATION NAME TOTAL CHARGES ~ AMOUNT OF ADJ!

271512016 000000000260516 942 A———_ I T ERNATIONAL LTD 5683.46 £0.00

Tansactions
[ TRANSACTION DATE | TRANSACTIONID | TRANSACTION ISCOUNT AMOUNT | CHARGE AMOUNT > | CHARGE REFERENCE NUMBER | CARDMUMGER | LOGATIONID

3/14/2016 000000000000000 £0.00 £127.90 160741004005 371756XXXXX1001
3/14/2016 000000000000000 £0.00 £67.10 160741004005 372522XXXXX4005
3/14/2016 000000000000000 £0.00 £7.43 160741004006 376664XXXXX5005
3/14/2016 000000000000000 £0.00 £35.85 160741004006 377133XXXXX7708

3/14/2016 000000000000000 £0.00 £3425 160741012042 372545XXXXX1005




Your pending settlements view

There are two options for viewing the settlements table - paid or 9 wocanows auzn ° £Q | Beomen
pending submissions.
+ Total submissions 15,542,822.02
+ Total charges 16.018,602.53
+Total credits 5475.780.51 Settlements Submissions Adjustments Transaction
1. Settlements - click to view all settlements from American i e Eane | T
Express to you in one table. 281500 | —
Opening balance -£400.51
2. Seepending payments — click the + icon next to ‘pending’ to view Total settlement amount  15,251,169.90
all the submissions that you have provided to American Express
that are yet to be paid. Each pending settlement appears on a el@w—gl
separate line e e o | PAVGELoGATOUD | suoreD o | o o | rees o woerves | mueican Sovesso]
p b e + 3/2412016 942 £13,354.33 £277.10 £0.00

+ 3/24/12016 9426 I £3,110.90 -£64.55 £0.00

3. Expected settlement date — lets you know the date in which we
eXpeCt to pay you for that SumeSSIon ThIS date |S a gUIde and |S *Amount and date subject to change based on pending account activity. Payments (settlements) may be applied to the headquarters account

subject to change. Often numerous submissions are grouped - =
and paid to you in one settlement.

Expected settlement amount — along with the expected payment
date, this field provides an estimate of the settlement amount
less fees and discount amount (scroll right to view).




Your submissions view

This view provides a full list of the submissions you have supplied to
American Express for Card transactions that are made in your business.
It gives you a clear idea of the total number and $ amount of transactions
you've taken.

2 oate vavts - snaante)

@ Locamons aian

Open

pre——
‘475601391
519937250
“as335859
30214085
‘000
181500
“a0051

Settlements

Total settlement amount

“14,480,688.06

& Q ‘ B esrarevent

Adjustments and
Chargebacks

Transaction types

Unlike the settlements table that displays data at a payment level, the

T e e e e N e e ] )

submissions table shows data at a submission level. Each line item ,
represents one submission. wmgoped gy ke - ppengg
e & settiement number © Fees and incentives ' Amount of adjustment to summary
1. Click submissions to view all the submissions you have provided to o i .
American Express. Click here if you wish to download a submissions
report.
=R =
2. Your submissions table has been sorted into default columns including: L= -
summary of charge (SOC)invoice #!, settlement number?, credits3, Jigis s i SEs Mm mem e i B o .

payee Merchant number?4, submitting Merchant number5, transaction
count® and settlement date’.

3. Add, remove or change the order of columns by clicking on the + button
in the top dark grey column. Drag and drop the + icons next to each
data point to change the table ordering. Your preferences will be saved
for the next time to you log in.

1SOC invoice number = the invoice number allocated to each submission file you provide to American Express

2Settlement number = the unique number allocated to each payment American Express makes to you (this can include multiple submissions)
3Credits = any refunds or credits you have issued to Cardmembers, these are deducted before submitting to American Express.

4Payee Merchant number = the account in which American Express makes all settlement payments to

5Submitting Merchant number = the business location that is submitting the transactions for payment

8Transaction count = the number of transactions taken in your business that are included in the submission

7Settlement date = the date you have been paid for your submissions




Your submissions view - continued

9 ocimonan 8 osre i sneme |E|Q \ [P
4. Downloading a submissions report - now that the columns are v
customised to meet your needs, you can download what you see on the e s
screen to generate a submissions report. Click on the download icon to Vs S
download the submissions table into csv, excel or PDF. kSt R St 14.480,688.06
m ‘SETTLEMENT MUMEER | TOTAL CHARGES | CREDITS ‘SUBMISSION AMOUNT | DISCOUNT AMOUNT | FEESAMDINCENTIVES | SETTLEMENT AMOUNT | PAYEE MERCHANT NUMBER -
5. Getmore details by clicking on a line item to reveal the full transactions p e e e e 3
list for that submission. Click X to exit the transactions view and return oemppeg ey gt gy
to submissions.  settiement number A rees andincentives 2 submitting location ID 4 Amourt of scjustment to summary
M Total charges ' Settlement amount ' Submitting location name ' Description
® Credits & Tax amount © Processing date.

31512016 000000000130316 4207513725 87225

000000000140316 4207513725 @070

352016

v

Submissions
[ oo | Sermmom s | oracimes | crors | sumessonsoi | oscomt oo | 13 v ncoves | s
24752016 000000000230516 4214538009 £9536.94 £19.99 £9,516.95 £109.44 %0.00
»
Transactions
I e e K e R
23/5/2016 000000000000000 £0 391000 £3400 019365230516 374285XXXXX2003 543
23572016 000000000000000 £0.148580 £1292 019369230516 374202000(K2003 543
23/572016 000000000000000 -£1.034080 £89.92 019370230516 371782XXXXX4006 543
23512016 000000000000000 £0.344080 £992 019377230516 A77064XXXXX0150 543

019397230516 376014XXXXX2006 543

000000000000000 -£1.034080 89.9

0£00000000000000 -£7.638300 £664.20 019424230516 376014XXXXX3005 543




Your adjustments & chargebacks view

Adjustments and chargebacks are deducted from your submission
amount before settlement.

You can use similar actions to navigate your adjustments as you use
to navigate settlements and submissions.

1. Clickadjustments & chargebacks to view a summary of all your
chargebacks, fees, and other adjustments that have been applied to
your account.

2. Usethe + and — symbols to expand each category to see information
on adjustments or chargebacks independently.

3. Theadjustments and chargebacks view first appears with default
columns. Use the right scroll arrow to view more data.

4. Add, remove or change the order of columns based on what's
relevant to you using the + symbol. Your column preferences will be
saved and will appear the same way the next time you log in.

Q Locarions 2121) [ oae 12016 - na016)

+Total credits £24335859 Settlements Adjustments Trans:
+ Discounts 30314085 and types
+Tax amount <0.00 Chargebacks

Total settlement amount 14,480,688.06

(© Adjustments

diﬂ SUEHTTING MERHANT MRS = | SUBITING LOGATION | PAVEE WERGHANT WNGER = | PAVEE LoCATION® | SErrLEMENT MovT - | sErricwewr oate | cano ]

944/ D4 — -£1,200.00 3/16/2016
944/ — 9444 I £2901500 3/1/2016 000000
< >
—_—
+ Total submissions *14,756,013.91
+ Total charges $15,199,372.50
+Total credits 44335859 S s S jjusf its T
+Discounts £303140.85 and types
+Tax amount *0.00 Chargebacks
Wil

Opening balance -“400.51

Total settlement amount £14,480,688.06

@ Adjustments

(© Chargebacks

SUBMITTING MERCHANT NUMBER > | SUBMITTING LOCATION | PAYEE MERCHANT NumBeR = | PAYEE LocaTion D | serLement numper - | serriement oae - [ aross

0 coommm— 9420 mmmm—— 3/14/2016
0 ouiT— Q42— 4206414194 3/912016
0 944 N 942 I 4206113391 3/4/2016

< >

b




Your adjustments & chargebacks view - continued

5. Eachline itemrepresents a single adjustment or chargeback. The 9 wocanonseizn 88 oare anaone -z £Q [Bemme |

summary table lets you know the settlement number and date so you e J
can easily reconcile and trace from which submissions/payments the e S )
. +Total credits -£443.358.59 djustments Transaction
deductions have been taken. e Sons i s i
+Tax amount %0.00 hargebacks

Total settlement amount 14,480,688.06

(© Adjustments

e e e e e R
944/ 044/ T— £1,200.00 3/16/2016
944/ mu— 944/ I £29,015.00 3/1/2016 000000
< >
Q ) oare @
=
+ Total charges 15.199,372.50
+Total credits 443.358.50 Settlements St Adjus s ki
+Discounts. £303140.85 and types
+Tax amount *000 Chargebacks
+ Fees & incentives 27.815.00
: —
e famad

Total settlement amount “14,480,688.06

@ Adjustments

5 (© Chargebacks

SUBMITTING MERCHANT NUMGER » | SUBMITTING LOGATIONID | PAYEE MERCHANT NUMGER - | PAYEE LOCATION D | SETTLEMENT NUMGER - | SETLSMENTDATE - | Gross

0S4 942NN 31412016
0 o1/ 9425 4206414194 3/912016
0 944NN 942 I 4206113391 3/412016




Transaction types report

The Transaction types report helps you to clearly identify the
different discount rates/amounts that are charged for various
types of transactions or account structures.

1. Youcan access the Transaction types report from the payments
categories at the top of the page.

2. Youcan also add, remove or change the order columns by clicking
on the + sign.

3. Eachlineitemrepresents a different transaction type. The table
summarises the number of transactions, total submission and
settlement amounts for each transaction type (each line can
represent numerous submissions and transactions).

4. Clicka lineitemto see the full submission list for your
selected type.

Q LocaTions 21121) 4 oate@ino

+Total submissions
+Total charges
+Total credits

+ Discounts

+

+Fees & incentives

Opening balance

16- 1672018)

+ Expandal
11333,336.54
“11,680,207.40
-£346.960.86
23277932
0.00
27,815.00
400,51

Total settlement amount

£11,128,372.22

Settlements

Submissions

Adjustments
and
Chargebacks

Transaction

types

+ | suemssion rvee TRANSACTION COUNT | SUGMISSION AWOUNT | TOTAL CHARGES | GREDITS DiscounT AwoUNT | FEES AND meENTVES |
Opening Debit Balance  — = = =
Charge 2.08% 28403 £10973,248.05 £11,311,24891 -£335,000.86 £227,694.91 £0.00
HI ROC Charge 1.42% 6 £368,712.00 £368,712.00 £0.00 £5,254.15 £0.00
RDR Credits - £43.00 £0.00 £43.00 £0.00 £0.00
Adjustments - £0.00 £0.00 £0.00 £0.00 £27,815.00
Chargebacks - £8,180.00 £73700  £8,917.00 £169.74 £0.00
SuBasSON TYPE TRANSACTION COUNT | SUEMISSION AMOUNT | TOTAL GRARGES | GREDITS DISCOUNT AMOUNT | FEES AND WCENTIVES
Charge 2.08% 28403 £10,97324805 £11,311,248.91 £338,000.86 £227,694.91 £0.00 £10,745,55:
< >
SETTLEMENTNUMBER  SETTLEMENTDATE  TRANSACTIONCOUNT  TOTAL CHARGES  CREDITS DISCOUNTAMOUNT  SUBMISSION AMOUNT  FEES AND INCENTIVES
4205613530 3/1/2016 15 £1367.37  -£110.00 -£26.09 £1.257.37 20.00 £0.0
4205613531 3/1/2016 23 £966.95 £0.00 -£20.06 £966.95 2000 £0.0
4205613532 3/1/2016 7 £1,076.60 £0.00 -£2234 £1.076.60 £0.00 200
4205613533 3/1/2016 13 £2.953.95 £0.00 -£6129 £2.953.95 £0.00 <00
4205613533 3/1/2016 53 £4.82515 £0.00 -£100.12 2482515 £0.00 £0.0




Filter by location or date

You can filter your payment information in any of the 4 key
categories: settlements, submissions, adjustments and
chargebacks or transaction type by location or date ranges. Your
financial information will automatically update on the page based
on your selection.

1. Location filter - clicking the locations tab will produce a drop down
tree structure displaying all the business locations linked to your
account.

The number and level of locations you see will depend on the
account number used for enrolment. Tick or un-tick the accounts in
which you wish to view financials for.

The tree structure displays ‘top of chain/head office’ location at the
top which you can expand by clicking + to browse merchant
locations underneath. The financially active locations are shown in
black and the non financially active locations as greyed out. There is
also a “show active only” filter to remove non-financially active
accounts from the view.

2. Location search — you can also search for a particular location by
selecting search and entering your desired account number.

Q Locamons 2121) £ DATE (3172016 . 31812016)

Cancel RESET

21 Added




Filter by location or date

3. Datefilter - click here to filter payment information by date, 9 tocsmouse
where you will be able to view up to the past 13 months. When you
log in the system will default to show you payments for the month
to date. —— Asw L ::c:mi& »: « March 2016

Quick links From: 10/1/2015 To: 10/31/2015

SN WON TUE WED THU FRI SAT

Use the calendar tool to select a custom date range, or use the 3
selection of quick links to quickly filter the data for month to date,

last 3 months, last 6 months, this year or last year. The date filter

tool is based on the settlement date only (the date American =
Express paid you for your submissions).




Download reports

As well as viewing payments data online, you have the option to
download the data to generate reports.

Click on the report type — you can download any report based
on your current screen view. There are 4 types of reports
available for download: 1) Settlements, 2) Submission, 3)
Adjustment & Chargebacks and 4) Transaction Types reports.
Click on the type of report you wish to download.

Define column set up — your current screen view will be
downloaded into a report. If you need to adjust the column set
up for downloading reports, click on the ‘+' icon, tick or un-tick
the type of information required for the report. You can also
drag and drop the columns to change the order they appear in
the table. Your column order will automatically be reflected in
your downloaded file.

Click ‘download’ (downward arrow icon)-to export your current
screen into .csv, .xIsx or PDF. You can download up to 5000
records at a time. The system will default to download the
columns in the order in which they are displayed on the screen.
However if you wish to add or remove any columns before you
download click ‘customise column selections’ to tick or un-tick
the data you wish to download (there is a limit of 8 columns for
downloading into PDF).

9 Locanons uan)

B2 osre izots - vreaos)

pLs—
“uzs601391
4519937250
“aa335859
30134085
‘000
‘2781500
40051

Total settlement amount

“14,480,688.06

Submissions

Chargebacks

Adjustments and

@ Pending

© Settlements

=

: e e e e e S T

¥ Bank account no.
& Settiement date

O Number of transactions

¥ Discount amount
[ Fees andincentives.
O Chargebacks
#DBAname

] Payee merchant number

O Taxamount

TESOTSY

==

=y

TSI

=0

o Settlements

[ Downioad with details?

¥ Pending settlements

o ad with detai

Select format




Search

Search allows you to find specific settlement, adjustment,
chargeback or transaction information. You can narrow the search
by amount, location or date.

1. Clickonsearchicon, and use the ‘Search within' drop-down menu
to determine which report you wish to search through.

2. Thesearch criteria options will change depending on which report
you wish to search within.

@ TIP: Downloading search information - You can use the search
function to download a list of transacitons for up to 7 days. Select
transactions from ‘Search within’ drop down and enter a 7 day
period from the date selection tool. Continue to set the amount
parameters and click search. All transactions for this period will
appear in the table. Once the data is present in the table, click the
download icon to down the transactions you see on screen.

Q Locations @1iz1)

4 oare (162016 -27612016)

+Total submissior
+Total charges
+Total eredits
+Discounts
+Tax amount

+Fees & incentive:

Total settle

() Pending

@ Settlement]

Search within

Date

Amount
Settlement number

@All locations (21/21)

Cancel

Settlements

Submissions

Transactions
Chargebacks and adjustments
Direct Debit

OSelected locations (21/21)

RESET

Search

saction

£anEe  ammnas

Zzan4n  on

2nnn
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E-statement

As well as viewing payments data online, you have the option to 9 cocmmons ey B owe o suzors
download, search or generate your E-statement/ E-invoice.

+Total submissions

Download report

+Total charges

1. Clickon E-statement icon. i Reporttype e | [¥]
+Fees & incentives

2. Choose report type, location and date of report from each openine baanee =g ‘ |

drop_down menu. Total settlement amount —
3. Choose the format of report, either PDF or XLS. @ Pending Date [ *
) . , ( Settlements

4., Click ‘download [+ ] oiscour o | Format °| OPDF @XLS |

3 £485 5/4/2016

Download
£ #96.82  5/4/2016 e-

+ -£8.27  5/4/2016 39033 10 £0.00 XXX000 420




Appendix

Replicate reports




Overview

The new payments site has all the same information as the
previous payments site. However, the way to download
and the format of the reports has changed.

What's changed?

In the new payments site, you define the information you
need in your report on the screen and click the ‘Download’
icon to download directly what you see on the screen. This
is different to the previous site where you had to click
separate links to download reports. Some of the labels
have also been changed.

The following pages provide step by step instructions on
how to replicate reports in the new site.

How to download the list of all transaction is also changed
in the new payments site. Please see page 30for details.

(2 mprimic v || Descargar v

weoseous [ acees I

Reclamos

Informacién de ta
cuenta

Monto de pago total: 840 850,51
Monto total de presentaciones: 957.831,55

Periodo de pago: Mayo 01 - 31, 2016

Resumen de Monto  Monto §
- pagos bruto transad
Presentaciones 95872055 958
Contracargos 798.00-
Ajustes 0.00
Montototal  957.931,55 958

Monto del pago

Resumen de
® s

etas
American 2327 95872057
Express
Ajustes ) 0.04
Débitos, 3 798,00}
Retenciones o 0.0d
Monto total 2327 957.931.5¢

Detalles del Pago: Agrupado por-Nimero de suc

Previous site:
You had to click a separate links to download reports

Downloadicon

Importe total de los pagos “11.626.727.40

Contabiliza

316/201€

e T T T R [ comacaroos | o4
5607 m— €782319,37 €43 533,22 €738.786,15 €12.262,47. €0.00 0,00
o &3 Wi &0
0 E— 1 7 77.37 000 = 0

New site:

Define what you need on the screen and click ‘download’ icon




Replicate reports from the previous payments site
Beforeyou start:

It is important to understand how you can access your data in the new site in comparison to the previous site. The below table
provides general guidance on how you can locate information from the old to new.

Previous New
1 Merchant Financial Activity Statement Settlements summary and Transaction Type
2 Export Reports Submissions, click download and tick download with transactions
3 View Location Summary Location filter (icon at the top left)
4 View/Download E-Statement E-Statement (Icon at the top right)
5 View/Download E-Invoice E-Statement (Icon at the top right)
6 View Processed Submissions Settlements and expand settlement section
7 View Pending Submissions Settlements and expand settlement section

le pago total: 84285051 @
) de presentaciones: 957 831 55

5
Contscargos 900 000 798,00
Apustes. 000 000 000 000

000 000 02996766

Mootototal  957.931,55 95072055 768,00 276189 10000 000 929.06956
to del pago 849.960,51

05872055 2678189 000 000 92996786

000 000 000
000 788,00 000 000 o0g0 79800

000 000 000 000 0g0 7920

221 057N 55 95072955 79000 2876189 10000 000 84986051

Previous site New site




Replicate reports from the previous payments site

Now that you have general idea on what type of information
can be found where in the new site, please follow the below i e

Report Type inancial Activity Statement A -
Staterment 2

steps to replicate your reports. .
Summary only
STEP1: B e st o™

Group By ® Payee Location
0 Submitting Merchant #

Find out the type of report you currently download and the [Eath Crusts & Dobite v
specific columns within that report. Please complete this
step before the new site launch. 3 IR

rornewreports: v

1. Click on ‘New & savedreports ‘from the Payments Ty =ew——— e p——] oS  ETRTART T pEPS
menu on the left side. i

OMS Home Activity

Date | Jun01-Jun 30,2016 = Location | All = Go

Disputes.

2. Click the drop down menu to select the report type that B e e Lo

. Merchant Total Payment Amount: 13,881,731.84
you usually download. Then continue to make your Sinciacoms I Wiiislsuies o renptER e @

Export Reports

usual settings for date’ statement display and Eﬁf’"",::;’,'; Payment Period: June 01 - 30, 2016 Show Less Detalls | Save View

Payment

Total transaction Total retuna Discount  Fees & adjustments
View! Downlaad ® C Grons amoun . " @

nnnnnnnnnnnnnnn it amount Amount paid

ocations.. :
Adjustmants 0.00 0.00 0.00 0.00 20,730.00 20,730.00

3. Click '‘Display results’ for the report to appear on Hey goves e T . - S oo
I R D et i Ohim st

screen Then Cllck ‘ Downloadl tO download the fl Ie |nto () Advvanced Seasch Charge 31200 1196758272 12,309.90247 32231975 248742.34- 000 11,738,840.38 2.08%

Jor T — Charge 26 2,151,28350  2,151283.50 000 3068670 ooo0 212082771 1.42%

excel or .csv. : 2 T E——TTR

43375 2250, 0.00 153375 0.00%




Replicate reports from the previous payments site

For saved reports:

1.

Click on ‘New & saved reports’ from the Payments
menu on the left side.

Click ‘Saved’ option at the top.

Now you see the list of the saved report. Clickon a
report name under ‘Quicklink’.

2
New & Saved Reports L | isavedifiose 6o |

Merchant Financial Activity Statement v
(= Date

Starting[01/06/2016 | ([ Ending[30/06/2016 | [

») Statement Display

Locatians
ounts
Please select account(s) you would like to view:
Dizabled locations are not payee locations.

9790833727 VARIETY CHILDRENS CHARITY SA ONLINE (68-70 RICHMOND RD)

Display Rasults

New & Saved Reports

Report Name Quick Link

Report ABC [Repart aRd ©




Replicate reports from the previous payments site

4. Whether you generate new or saved reports, a file similar to
this will be downloaded. Here you see the kinds of data and
the order of the columns in your report.

In this example we have downloaded a Merchant Submission
Activity report that include the following data points:

- Submitting Merchant’s location ID

- Submitting location name

- Submission date

- Gross amount

- Gross debit amount

- Discount amount

- Fee & adjustment amount
- Net amount

Please keep this list of required data and the order in which they
appear with you and log into the new payments site to replicate
the same report.




Replicate reports from the previous payments site

STEP2

Merchant Home | Manage Your Account | Sireamline Payments | AftractCustomers | GeiSupport | Acceptihe Card

New changes have been made to your payments experience.

SWltCh tO the new payments Slte by C||Ck|ng ‘Take an early DIXONS UK CHAIN NUMBER Access Secure Message Center | Account Information | User guides
look’ button at the top right of the screen. Then your screen S B —— i

OMS Home Activity
Account Information

will switch to the new payments site that looks like the one on e r pememe
the bottom right of this page.

el Activity Total Payment Amount: 10,432,645.96 @

atement Total Submission Amount: 10,611.155.55
Currency - GBP.

Export Reponts

Location . 01 - 31, 2016 Show Less Datalls | Save View

Kooy
EnvolinE. === Tetatreturea R e
Statement @ summary _ G1oss smount smount smount unt_ amount___Amountpaid |
Submissions 10,665 48313 211,680,085 5518502 121563430 000 1043304883
Ghargebacks 244031 37 80 1357 15 3062 000 241880
penaing Adusments 111582 000 000 000 000 111582
Total Amount  10,554,149.64 121170685 05754300 121,503.68 000 1043264596
© pows save - —
leports - Pricing No. Of 5 " ol Discount e " Discount
© summary  tansactions amount __tramsaction Jretund  OCCUNL  adjustments  Amount paid rare
© Advanced search
harge 28 Te7mis 1881340 7erar 561 (L CREETY [T AT T
JOr T ra— charge a40 50.975.42 5308027 210485 662.60- 000 50312.82 130%
L kL — & Q
it
+ Ervton totaiee i
+ Carmoe totates i
+ Abonos totates prm P Envios Contracanios Tipos de
visrmnsinies e tranascolones
- 00
& oiamany o —
—

Importe total de los pagos ©11.626.727.40

@® Pendiente

(= Contabilizados

o e e e e R R

+ 31162016 607 m— €782319,37 €43533,22 €738.786,15 €12.262,47 €0,00 €0,00
l+ 3162016 S60 7 m— 0,00 €0.00 0,00 0,00 ©205.80 0,00
l+ 3152016 560 E— 0,00 €0,00 0,00 0,00 €2.340,90 0,00
s 3182016 60— €853299.56  €57.3681,72- €795.917,86 €13.145,85- 0,00 0,00
¢ 142016 SO0 m— €817.91556 €57.738,16. €760.177.37 €12.88511 0,00 0,00




Replicate reports from the previous payments site

STEP3:
Replicate the report data and column order in the new site.

Firstly you need to click on the report in the new tool that is
most suited to the report you had before. Refer to page 3 for
general guidance on this.

As an example, see below the steps to replicate the report
generated on page 5.

1. Click on ‘Submission’ box at the top right, since the
previous report was at a submission level.

2. Clickon +iconon the very left of the top grey column.
You will then see the list of data points you can include
under the ‘Submission’ report.

3. Referring to the list of data points you took note on page
5, tick or untick the data points you need in your report
from this list. In this example you will need to tick the
ones displayed here. If you need to change the order of
the columns, you can do so by dragging and dropping the
column titles so they appear to your needs.

4. Once you are happy that the data and order matches
your previous report set up, click ‘Apply.'

B2 oate aote - wrazote

Settlements

01 settlement amount £14,480,688.06
Do £ £12 : . 5 a

e
TTS0TE THOTSTIT T =ror TTETTEAT ~z7reY ror TrERETS o
352018 000000000130316 4207513725 a7225 <0.00 ca7225 <1510 .00 85415 S4>ammm— sa2
3nsi2016 000000000140316 4207513725 ca30.70 <0.00 43070 <594 <0.00 242176 942iomemmmn 042
(|- sumtes sion bare. | ToraL cHnraEa | 3uBlas 10 AMDUNT | DISCOUNT AMOUNT | PEES AND INCENTVES | SETILEMENT AMOUNT | SUBMITTING MERCHANT Nuvess = | sue]
| A\sginnac £2 704 4¢ £2 204 4¢ P 2 < £2 735 4 4230745 "
x
“# B submission date “+ B submission amount < B settlement amount 4+ [ settlemant date
[ SOC invoice # 4+ [ Discount amount # [] Payes merchant number 2+ [ Submitting location name
“+ [ settlement number i M Fees and incentives 4 B submitting merchant numbe & [ Tax amount
-t ¥ Total charges “i* O submitting location ID <+ 0 Amount of adjustment to sun
[ credits « [ Transaction count ¥ [] Description
[ Processed Date




Replicate reports from the previous payments site

5. Now you will see that the online report on your screen o s —— AR (B
has adjusted accordingly showing only the information
you have selected in the order you need.

“8.192,063.26
-£164,551.66 Settlements
15722517

*0.00
‘fzo.730.00 ——

(® TIP: Click the grey left and right arrows to see more o

data columns. This report set up will be saved for your C
|:|

future log ins. e —

. . . /612016 &g, £144.89 £0.00 ©6.837.66 942 N HAF

6. Click ‘download’ button to download what is being T — ae
shown on the screen. Chose the file type from ‘csv’, e o — e

2562 £0.00 £10,647.73 9424 HAF

‘xIsx’ and ‘pdf’, and click ‘download’. Please
remember, for ‘pdf’ option, maximum 8 columns is v
allowed for download.

NS @21721) B oare (sr201s - simrzo16) A & Q | B esareen

@ TIP: You can change the column set up at this stage
too, by clicking on ‘Customise column selection’. The
changes you make at this stage also will be saved for

future log-in.

Select format @csv OXLEX OPDF 9
e o

canee e m e




Replicate reports from the previous payments site

STEPA4:

Merchant statement

Save and print the report.

1. After you click ‘download’ button, you will see a report
that looks like the one on the right side of this page (if you
choose pdf as the file type). Save the file where you need.
To print it, simply click on the printer icon at the top right.

(® Please note that thereis no ‘print’iconinthenew | =~
payments site. If you need to print any report, please first

Vesz0i6

download it and click on the printericon. Itis B

recommended to choose ‘pdf’ file type for printing
purpose as ‘cvs’ and ‘xIsx’ will require you to adjust print
setting such as ‘fit in X pages’'.




Transaction reportsin the new site

You can download a list of all transactions in the new
payments site following the below steps:

1. Select the date range that you wish to download
transactions for (up to 35 days).

Click ‘submissions’.
Click ‘download’ icon at the top right.
Tick the box to ‘download with transaction detail’.

Select the file format, with or without headers.

oo s w N

Click ‘download’ button.

@ Locanons (i

B oare ar1ozors

31102015 |6

A X Q | B e

Quick links From: 1/10/2015 To: 31/10/2015
Ry 4 October 2015 » ‘. October 2015 »
ELEpess SUN MON TUE WED THU FRI  SAT SUN MON TUE WED THU FRI  SAT
Lastweek 3 Vo2
Month to date 4 s & 7 8 8 1 a s 8 7 8 9 1
Last month n 7 3 14 15 16 7 " 12 3 1 15 16 17
w19 2 2 23 24 w 19 20 2 2 23 24
canee e
9 cocancus pn, B cere janears - unze) Q nEQ B camamone
P——
» Total subméssions sz.asaz
* Total cnarges ‘za03m
* Total cremts a0 Settlamants
» Discounts ‘2542
* Tex amount 000
# Feas &incentives -
—
Total settiement amount £2,396.80

[T e st s — | o s m | svemri oanonio | Tsncom cover | supmessim o | recs oo meenrres | suomries 0
942 as . 1 s

000 365630

411 V2015

000 DBA NAME

+ Fees & incentives

Total settlement amount

[T i e | sommaon e
26/5/2016 19052016 00!
26/5/2016 19052016

15000

~

ciion b
Select format 6 I ®csv

OXLSX OPDF

@ CSV (No Haader)

Cancel

6 Download I

2

000000000180516 4214400279

£5.00 £0.00 £5.00

-£0.00

€0



