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Logging in, enrolling and accessing online payments

1. Loggingin — Visit americanexpress.com.au/merchant. 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.

Bl Australia (Change Country) Contast Us
fveR 7
% L MY ACCOUNT ) CARDS ,* TRAVEL ° INSURANCE ° REWARDS BUSINESS Need help’ B

Merchant Home Manage Your Account Streamline Payments Attract Customers

Remember me

Forgot User ID or password

Register now

Change Password
View E-Statement
Respond to Inguiries

More 2

ATTRACT MORE
'MUST HAVE'
CUSTOMERS TO
YOUR BUSINESS.



http://www.americanexpress.com.au/merchant

Logging in, enrolling and accessing online payments - continued

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

2.

Registration — after completing steps one and two of the
registration page, you will reach the final step ‘manage
finances'’. Tick the box next to the ‘manage payments’ option
to enrol to manage your financials online. By doing so you will
no longer receive paper statements in the mail, they will only
appear in your online account. So please make sure to check
your online account regularly. You can also set up email
notifications to let you know when your statement is ready to
view.

Account summary page — after logging into your account (via
step 1) you will land on your account summary page. From
here click ‘see all’ under payments to get to all your financial
details.

3 Manage Finances

Selact Online Access Options

View Payments

B Resolve Disputes Manage Your
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View pending payments’

Search transact tions.

Create report
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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), merchant fees, debit balances or fees.

2. Settlements! — shows your paid and pending settlement
information for your chosen date range (more details on page 7).

3. Submissions2- gives you a clear view of all the submissions you
have made to American Express (details on page 10).

4. Adjustments & chargebacks3 — displays a list of all your
chargebacks and other adjustments that have been applied to
your submissions (details on page 12).

Q LocaTioNs (5 9@ DATE (11972016

-211912016) ﬂ

N :)

+Total submissions
+Total charges
+Total credits

+ Merchant Fees
+Tax amount
+Fees & incentives

Opening balance

+Expandall
A15102,147.00
43106,390.58
Settlements

Submissions.

Adjustments
and
Chargebacks

Total settlement amount

%*102,147.00

LBQ | Beomen

Transaction
types

O] Pending

© Settlements

I e el sassou o | scoms son | riss wemcomies | owsccs |

+ 9/9/2016 10012322
+ 9/9/2016 10012325
+ 9/9/2016 10012691
+ 8/9/2016 10011903
+ 8/9/2016

AUS2 506.34  -AUS169.90
AUS{,159 45 _AUS239 85
AUS1,147 55 AUSQ 00
AUS1,732.81 -AUS529 70

AUS1,039.35 -AUS1,079.40

AUS2 336.44

AUSG19 60

AUS1,147.55

AUS1,203.11

-AUS40.05

_AUSD 47

_AUS3 g2

AUSD 00

-AUS14 57

AUS26 45

AUSQ 00

AUSQ 00

AUSg 00

AUSD 00

AUSQ 00

-AUS79.95

_AUST9 95

AUSQ 00

AUSD 00

AUSQ 00

1Settlements = The amounts paid to you by American Express (i.e. the total of your submissions after deducting the merchant fees, other fees and any 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
report which groups your settlements based on the type of
transaction, such as regular submission, purchasing Card or
internet charge. All of which may incur different fees or have a
different discount rate.

The blue line shows you which table you're currently viewing — in
the example it's under ‘settlements’. This will move depending on
which report you click on.

Q LocaTions s1s)

+Total submissions

+Total charges

£ oare (1972016 - 24192016)

+Expand all
A$102,147.00
45106,390.58

+ Total credits -AUS4,243.58
+ Merchant Fees e
+Tax amount w94
+Fees & incentives 430,00
Opening balance -AUS40.05
Total settlement amount  “"*102,147.00

Settlements

Submissions

e ——

ALBEQ | Bemenr |

Adjustments
and
Chargebacks

Transaction
types

® Pending

© Settlements

[ [ eruomorove - e s | o ouaces [ s | smessonson | scom oo | rees mowcemies | owscemncrs ||

+

+

+

9/9/2016

9/9/2016

9/9/2016

8/9/2016

8/9/2016

10012322

10012325

10012691

10011903

AUS2,506.34

AUS1,159 45

AUS1,147.55

AUS1.732.81

AUS1,039.35

-AUS169 90

-AUS239 85

AUSQ 00

-AUS529.70

-AUS1,079.40

AUS2 336 44

AUS919 60

AUS1 147.55

AUS{ 203.11

AUS40.05

_AUSD 47

_AUS3 g2

AUSD 00

-AUS14 57

AUS26 45

AUSQ 00

AUSQ 00

AUSQ 00

AUSQ 00

AUSQ 00

-AUS79.95

_AUS79 95

AUSQ 00

AUSQ 00

AUSQ 00




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, merchant fees! 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 9 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.

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

22 oe w0 2vw2016)

9 Locmions )

AiBQ [Bcsmon

00
6.390.58
45424358 Sett

A%g9.43

Transaction types

asg g
w3000
Mty 05

Total settlement amount "102,147.00

@ Pending

© Settlements

e e e e e e e e e
A A .. e s = i %

r.

% [ Payee merchant number

» [ Payee location ID

Cancel

+ 6092016 10011480 AUS1,489.20 AUS159.90 AUS1,329.30 Aus440 AUS0.00 AUS0.00 AUS0.00




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 Locarions (si5) B oate (17972016 - 21/912016)

+ Expand all
495102,147.00
445106,390.58

+Total submissions
+Total charges
Submissions

+Total credits ", Settlements Adjustments
+ Merchant Fees -ausgg 43 and types
et s Chargebacks

+ Fees & incentives AU50.00

Opening balance -AUS40.05 i

Total settlement amount ~ “Y*102,147.00

@ i=r= (Bes

Transaction

@ Pending

® Settlements

I el sumesson oot | ozcoon oo | recs o | e |

+ | 9/9/2016 10012322 AUS2 506.34 -AUS169.90 AUS2 336.44 -AUS 47 AUSD.00 -AUS79.95
° + | 9/9/2016 10012325 AUS1,159.45 -AUS239 85 AUS919.60 -AUS3 92 AUSQ.00 -AUST79.95
@ Ssettlements
N e L L e s
- AUS3.806.20  pcKmogW el s14 31/5/2016 AUS3,969.12
Submissions
e | 30/5/2016 160530 G790 —— AUSO 86 AUS0 .00 AUS41 80 AUS0) 00 2 S20
30/ 9790 — -AUS2 65 AUS0.00 AUS128 80 AUS0.00 4 819
30/5/2016 160830 9700 m— AUS1 19 AUS0.00 AUS57.95 AUS0.00 1 s18

A 4

ransactions
[ ovarcronowe | reicnon | omascroncont o | owsce oo~ | ousc ereesce nees | oz - ocrono |

7/9/2016 000193527314713 -AUS2 72 AUSB9.95 046023 376083XXXXX1013
7/9/2016 000193583460715 -AUS2. 41 AUS79.95 058901 377878XXXXX4038
7/9/2016 000193616250711 -AUS2 72 AUSB9.95 066109 376089XXXXX1007
8/9/2016 000193782962719 -AUS2 72 AUSB9.95 159989 376084XXXXX1001
8/9/2016 000193785969711 -AUS3 62 AUS119.95 160532 379229XXXXX9041




Your pending settlements view

There are two options for viewing the settlements table — paid or
pending submissions.

1. Settlements — click to view all settlements from
American Express to you in one table.

2. Seepending payments — click the + icon next to ‘pending’ to view
all the submissions that you have provided to American Express
that are yet to be paid. Each pending settlement appears on a
separate line.

3. Expected settlement date — lets you know the date in which we
expect to pay you for that submission. This date is a guide and is
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 merchant fees (scroll right to view).

e () Pending

Q Locarions 2121) DATE (3172016 - 3:21/2016)

aALBQ O

+ Expandall
#515,542,822.02
#516,018,602.53

+5475,780.51
+%319,467.12 and types
“50.00 Chargebacks
#527,815.00
+%200.51

+ Total submissions
+ Total charges
+Total credits Submissions Adjustments Transaction
+ Merchant Fees
+ Tax amount

+Fees & incentives

Opening balance

Total settlement amount  *“*15,251,169.90

ESTWATED SETTLEMENTORTE | PAYEEMERCHANT NUMGER | PAYEELOCATIONID | SUBMITTED AMOUNT | DISCOUNT AMOUNT | FEES ANDWCENTIVES | AMERICAN EXPRESS DR

+ 3/24/2016 942 AU$13,354.33 -AUS277.10 AU%0.00

+  3124/12016 9426 I AU$3,110.90 -AUSB4.55 AU$0.00

*Amount and date subject to change based on pending account activity. Payments (settlements) may be applied to the headquarters account

< >




Your submissions view

This view provides a full list of the submissions you have supplied to Spcomunomm Mot vy c ALBQ [Bewmer
American Express for Card transactions that are made in your business.

Settiements Submissions Adjustments and Transaction types
Chargebacks

It gives you a clear idea of the total number and $ amount of transactions
you've taken.

Total settlement amount *$260,446.25
Unlike the settlements table that displays data at a payment level, the 9 T S T ———— e ——

<

submissions table shows data at a submission level. Each line item
represents one submission.

[ Fees andincentives & Tax amount

8 Submitting merchant number

¥ Transaction count

1. Click submissions to view all the submissions you have provided to
American Express. Click here if you wish to download a submissions
report.

2. Your submissions table has been sorted into default columns including: )
summary of Charge (SOC)InVOICe #1v settlement numberzy Credi‘ts3’ 31/52016 31512016 1/6/2016 AvS20.00 AUS20.00 SUBMISSION - DEBIT AUs0.41 AUS1955 ST7 1

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 Card Members, 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

4. Downloading a submissions report - now that the columns are

customised to meet your needs, you can download what you see on the
screen to generate a submissions report. Click on the download icon to
download the submissions table into csv, excel or PDF.

Get more details by clicking on a line item to reveal the full transactions
list for that submission. Click X to exit the transactions view and return
to submissions.

9 Locamions svies) B oare (usaste - susaone)

aZma

Sl
#4266.544.61
Pamuer
i | somens Sbmissons acstmentsand R
i ol
A553.99
[—
Total settlement amount 2¥$260,446.25
[~ | roioos | mansoioes | emasrove - | amusousoor | ok oses | miownot ] awase soar | £ sosr | sammeiomou | oo | o]
Aawsons  awsovs  usous apssas —— avsszg P 5
z
¥ Processed Date 4+ [ Fees and incentives. i B Settlement amount i B Tax amount

=& submission date
= settlement date
9 Submission amount
& ¥ Total charges

B Description

+ ¥ Discount amount

Cancel Reser

8 Submitting location D

+& & Transaction count

& Submitting merchant number
& Submitting location name
& Amount of acjustment to summary

+& ¥ Payee merchant number

Apply

| 31/512016 31/512016 162016 AUsg9.70 AUIg9.70 SUBMISSION - DEBIT Aus185 AUSgT 6T U18 3
31/512016 317512016 1/62016 AUS20.00 AUS2000 SUBMISSION - DEBIT As0.41 AUS1955 ST7 1
Submissions

T e N e T e ovscroncoor |

8/9/2016 160908 o7ocH

Al

Us2 47 AUSD 00

AUS2 506.34 -AUSB9.95 29

»

Transactions

X

[ [mocronowe | rmscrono | rmocronosco ot | ousce oo~ | owso e nees iocmovo

7/9/2016 000193527314713
71912016 000193583460715
7/9/12016 000193616250711

_AUS 72

_AUSD 41

_AUS 72

AUSB9 95 046023

AUS79.95 058901

AUSg9 95 066109

376083XXXXX1013

377878XXXXX4038

376089XXXXX1007




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.

3

Q LocaTions (515) B oate (1912016 -211912016)

+Total submissions

+Total charges

+Total credits

Opening balance

Total settlement amount

Settlements Submissi

en:.aq (@

ions Adjustments
i

Transaction
types

(© Chargebacks

© CHARGEBACK 8/9/2016

© CHARGEBACK  8/9/2016

AUSD.00 10012322

AUS0.00 10012325

AUS79.95  9/9/2016

-AUS79 95

5 9/9/2016

000364923675714

004793680397508

Q LocaTions (s15) 8 oate (1972016 - 24/972016)

+Expandall
45102,147.00
5106,390.58

+Total submissions
+Total charges
+Total credits

Opening balance

Total settlement amount  **102,147.00

Settlements Submissi

o“EQ b

Adjustments
and types
Chargebacks

jons Transaction

@ Adjustments

© Chargebacks

© CHARGEBACK 8/9/2016 AUSQ.00 10012322
© CHARGEBACK  8/9/2016 AUSD.00 10012325
© CHARGEBACK  6/9/2016 AUSD.00 10011637

-AUS79 95

-AUS79 95

-AUS199 95

9/9/2016 000364923675714

9/9/2016 004793680397508

71912016 004790792265508




Your adjustments & chargebacks view - continued

5. Eachline itemrepresents a single adjustment or chargeback. The
summary table lets you know the settlement number and date so you
can easily reconcile and trace from which submissions/payments the
deductions have been taken.

@ Locations 515

B oare (1912016

21/912016)

ALEQ B

+Expanda
+ Total submissions A5102,147.00
+ Total charges 4U%106.390.58
+Total credits s4, 24358
+Merchant Fecs 59,43
+Tax amount auigoa
+Fees & incentives 450,00
Opening balance 340,05
Total settlement amount  **102,147.00

and types
Chargebacks

© Chargebacks
DESCRIPTION TRANSACTION DATE | TOTAL CHARGES | SETTLEMENTNUMBER ~ | SETTLEMENTAMOUNT > | SETTLEMENTDATE - | CHARGEBACK REF.NUMBER | GROS!
© CHARGEBACK  8/9/2016 AUSD.00 10012322 AUST9.95  9/9/2016 000364923675714
© CHARGEBACK  8/9/2016 AUSD.00 10012325 AUST9.95  9/9/2016 004793680397508
Q LocaTions (s15) 9 oare 11912016 -21/912016) ALEQ | Beosmen
+Expand al
+Total submissions 410214700
+Total charges 45106,390.58
+Total credits 424358 tlements Submissions jjustments
+ Merchant Fees wsgo.a3 and types
+Tax amount g gq Chargebacks
+Fees &incentives 0,00
——
Opening balance 40,05
Total settlement amount  **102,147.00
@ Adjustments
® Chargebacks
DESCRIPTION TRANSACTION DATE | TOTAL CHARGES | SETTLEMENT NUMBE SETTLEMENT AMOUNT = | SETTLEMENT DATE - | CHARGEBACK REF. NUMBER | GROS:
e © CHARGEBACK  8/9/2016 AUSD.00 10012322 000364923675714
© CHARGEBACK  8/9/2016 AUSD.00 10012325 AUST9.95  9/9/2016 004793680397508
© CHARGEBACK 6/9/2016 AUSD.00 10011637 AUS199.95  7/9/2016 004790792265508




Transaction types report

The Transaction types report helps you to clearly identify the
different Merchant fees 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 (5i5) ) oate (11912016 -211812016)

+Expand all
A15102,147.00

+Total submissions
+Total charges
+Total credits Settlements

Submissions Adjustments

+ Merchant Fees and

Chargebacks

+Taxamount

+Fees & incentives

Opening balance

Total settlement amount  ““*102,147.00

+ | susmission TYpe

Debit Balance

TMSACTONCONT | S OUMGINT | T OURGES_| CEBTS ] O MO | 568 WO NS | e o

_AUS40 0t

Total Card 998 AUS106,430.63  AUS106,430.63 AUS0 .00 -AUSB9 43 AUS0 00 AUS106,332.2(
Credit Amount 40 -AUS3.513.93 AUSD.00  -AUS3513.93 AUS0.00 AUSD.00 -AUS3,513.9:
Chargebacks -AUS729 65 AUSDOD  -AUS729.65 AUS0.00 AUS0.00 -AUS729.61
Summary totals 1,038 AUS102,187.05 AUS106,430.63 -AUS4,243.58 -AUSg9 43 AUS0.00 AUS102,048.6!

I e e e e e e T R

Total Card 998 AUS106,430.63 AUS106.430.63 AUSD.00 -AUSgg 43 AUSQ. 00 AUS106,332.26 -Ausg

»

X

FEES ANI

SETTLEMENTNUMBER  SETTLEMENT DATE

TOTALCHARGES ~ CREDITS  DISCOUNTAMOUNT  SUBMISSION AMOUNT  SETTLEMENT AMOUNT

10012258 1/9/2016 2 AUSg 98  AUS0.00 AU$0.00 AUSg 98 AUS9 98
10012259 1/9/2016 19 AUS1 55897  AUS0.00 AUS0.00 AUS 558,97 AUS1 558 97
10012263 1/9/2016 27 AUS2638.65 AUS0.00 -AUS3.92 AUS2 638.65 AUS2 63434
10012627 1/9/2016 1 AUS1416.07  AU$0.00 AUS0.00 AUS1.416.07 AUS1.416.07
10012617 2/9/2016 1 AUS5.99  AUS0.00 AU$0.00 AUS5 99 AUS5.99




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 shownin
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 LocaTions (169/163) B4 pate (11512016 - 311572016
M select all ™ Show active only
- [ 9790518021 p

i o o o

Cancel RESET

169 Added «




Filter by location or date

3.

Datefilter — click here to filter payment information by date,
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.

Use the calendar tool to select a custom date range, or use the
selection of quick links to quickly filter the data for today, this
week, last week, month to date, last month. The date filter tool is
based on the settlement date only (the date American Express
paid you for your submissions).

Q Locamons 272)

AsLBQ [Bemar

Quick links

Today

This Week
Last Week
Month to date

Last month

From: 1/5/2016

« May 2016 »

SUN MON TUE WED THU FRI SAT

2 3 4 5 6 4

8 9 10 " 12 13 14

5 16 17 18 19 2 2

2 23 24 25 26 27 2
29 30 31

To: 31/5/2016

« May 2016

SUN MON TUE WED THU FRI SAT

¥ 2 3 4 5
8 9 10 u 12
15 16 17 18 19

2 B 24 25 2% 20

2 3nn

20 2

3

3
1314

28

Cancel

RESET




Download reports

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

1. Clickon 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.

2. Define columnset 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.

3. 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).

ALBQ [ BOcsmor

Total settlement amount

##102,147.00

@ Pending

Hoisc
o
=4
=4
a

-4
=

Cancel reser
+ 692016 10011480 AUS1,489.20 AUS159.90 AUS1,329.30 Ausq40 AUs0.00 AU$0.00 0.00 AU$1,329.30
- 6 . %r =
x
™ Settiements

[ Download with detaits

| [ Pending settiements
No rows to downloac

Select format

Include Currency Symbols ®

= T S




Export reports (Submission and Transaction detail reports)

If you were using ‘Export report’ menu in the previous Payments
site, you can continue to download the reports in the new site as

well. DATE (1/9/2016 - 21/9/2016)
1. Clickonthe ‘report’icon. Submissions Report ®
| [ Include Transactions |e
2. Transaction details - Tick or untick ‘Include transactions'. | e, |
3. Clickon ‘Merchant’ no box — This will reveal a drop down of all
) [ setect format @®csv OXLSX

your available Merchant numbers. Select one from the drop it

down, or enter the number if you know it.
4. Selectfile format — either CSV or XLSX. BESET

5. Clickdownload. Button will be blue when all fields are selected
correctly. The file will commence to download (make sure you
have pop up blockers turned off).

@ TIP: If you choose to include transaction details, you can
download up to 6,000 transaction records at a time. If you
have more than 6,000 records, the button will say ‘Next’. This
will allow you to download the next batch of 6,000 records.




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 transactions for up to 35 days.
Select transactions from ‘Search within’ drop down and enter a
35 day period (or less) 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

v

OSelected locations (21/21)

RESET

Search
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E-statement

As well as viewing payments data online, you have the option to Q ommmons iy B e e sannin
download, search or generate your E-statement/ E-invoice.

+Total submissions

+Total charges Download report

1. Click on E-statement icon. oo Reporttype e [Emmonm >
+Fees & incentives
2. Choose report type, location and date of report from each K o ‘ ‘
drOp-dOWn menu. Total settlement amount o
3. Choose the format of report, either PDF or XLS. @ Pending bate
) . , © Settlements
4., Click ‘download Format °| QPDF @XLS |
+ AUS4.85 5412016

" Download
+ AIS9E.62  5/4/2016

+ AUSG.2T 5142016 A%390.33 10 A0%0.00 X0X000 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.

(3 Print v || Download v

OMS Home Activity
Disputes

Total Payment Amount: 102,187.05
Total Submissions Amount: 102,187.05

Payment Period: September 01 - 30, 2016

ctivity
Export Reports.

Payment Gross  Gross Debit
W oo ® Sumary | Pont p
o Submissions  102,916.70 106,430.63
View) Download —_
E-Statement Chargebacks 729.85- 0.00
Total Amount 102,187.05 106,430.63
View/ Download
Ednvoice T
View Processed S
Submssions Pricing No. of Gross. Grof
View Pending - Summary  Transactions Amount
Submissions Total Card 998  106,430.63 10
Credit Erian
eports
Chargebacks 0 729.65-
L} Total
Advanced Search
- gt Amount 1038 102,187.05 10/
IS L —

Payment Details Group By-Payee Location

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

Downloadicon

Total settlement amount  “$102,147.00

@ Pending

© Ssettlements

e e e e T e R T el
s

+ 992016 10012322 A -AUS169 .90 AUs2 336 44 -AUs2 47 AUs0 00 AUS79 95
+ 992016 10012325 Aust 15 -AUS239 85 AUs319 60 -Aus3 92 Ausg 0o -AUs79 95
+ 9592016 10012691 AUS1,147.55 AUs0.00 AUS1.147.55 AUS0.00 AUSQ 00 AUsQ 00
+ 892016 10011903 AUs1 732 81 AUS529 70 AUS1 20311 AUs0 00 AUs0 00
+ 892016 AUS1.039.35  -AUS1.079.40 -AUS40.05 AUS0.00 AUsO 00

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
Export Reports Submissions, click download and tick download with transactions
View Location Summary Location filter (icon at the top left)

View/Download E-Statement E-Statement (Icon at the top right)
View/Download E-Invoice E-Statement (Icon at the top right)

o b~ WD

View Processed Submissions Settlements and expand settlement section
7 View Pending Submissions Settlements and expand settlement section
() Print v | || Download v Date Sep01-Sep30,2016 v Location = All M Go
aLBQ
s
Dispues Payment Type: | Level of Dt 3 T
Settiements Submissions Adjustments Transaction
S— T ayment Amount: 102,187.05 9 types.
issions Amount: 102,167.05 Chargebacks
Financial Activity
t Period: September 01 - 30, 2016 Show Less Details | Save View
Export Reports i
ETas Payment Gross  Gross Debit  Gross Credit Discount Fee & Adjustments Net Tax Total settlement amount  ***102,147.00
e summary  Amount Amount Amount Amount Amount __ Amount __ Amount
Submssons 10291670 106,43063 351393 8943 000 10291670 8ss
o Downed Chargebacks 729.65. 000 729.65- 000 000 72965 0.00 @ Pending 0
e Do otal Amount 10246705 106,430.63 4,24358- .43 000 10218705 894 Ern
Ednvoioe Paeal
View Processed Amoant ]
Submissions = + o206 10012322 AU5169.90 A052,336.44 aus2 47 450,00
Pricing Noof  Gross GrossDebit GrossCredt Discount . Feed Tax Net
Summary  Transactions. Amount Amount Amount Amount s Amount Amount —
View Pending Amount /912016 10012325 AUS1 15945  -AUS239.85 AUs919.60 -Aus3 g2 40,00
Sobmissioos Total Card 998 10643063 10643063 000 89.43- 0.00 894 10633226
& News Saed Bl o 3t wa| S 00 | og] SaidE 91912016 10012691 Aus1 147,55 Ausg.00 AUs1 14755 40,00 Aus0.00 Aus0 00
Sapers Chargebacks 0 7965 000 72085 000 00 om0 7ses sor2016 10011503 Asi73e1  AUss2970 AuS1.203.11 Avs1a57 Au50,00 000
B Total
Advanced Search Pk 1038 10216705 10643063 424358 8943 000 884 10208868 - AUSy 03595 AUSY,079.40 AUS40,05 Avs26 45 suso.00 Ausg.00
A

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. .
STEP1: N

Summary with detailed breakout of submissians,
ehargebacks and adjustments and other fees

Group By ® Payee Location

Find out the type of report you currently download and the i i

Payment Type [Both Credits & Debits ¥ |

specific columns within that report. Please complete this

step before the new site launch. 3 IR

For new reports:

v
1. Click on ‘New & saved reports ‘from the Payments

> 3 ——sr = —
menu on the left side. U

[ aco T

2. Click the drop down menu to select the report type that B o seetons moune k10 ®

you usually download. Then continue to make your LA L RSO 30, SO0 ————

EI e W e e W R
usual settings for date, statement display and st o2 e 1 - am TmgeT™ R
locations. . e IS

3. Click ‘Display results’ for the report to appear on e
screen. Then click ‘Download’ to download the file into orarmrss sl || e e
excel or .csv.




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 |
renant Finan

Starting [01/06/2016 | [7] Ending[30/06/2016 | ([

») Statement Display

(~ Locations

Select Accounts

Please select account(s) you would

Dizabled locations are not payes lo

o7 . . — L

Display Rasults

New & Saved Reports

Report Name Quick Link

report ABC e 220 @




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

- Merchant fees

- 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

Switch to the new payments site by clicking ‘Take an early
look’ button at the top right of the screen. Then your screen
will switch to the new payments site that looks like the one on
the bottom right of this page.

(& Print v | || | Download v,

Date Sep 01-Sep 30,2016 v Location Al - Go
oMS Home Activity
Disputes Payment Typs: | Level of Detail: 1Ean
Total Payment Amount: 102,187.05 @
Merchant Total Submissions Amount: 102,187.05
Financial Activity
stat "
i I 01 - 30, 2016 Show Less Details | Save View
Export Reports
s r— Payment Gross Gross Debit Gross Credit Discount  Fee & Adjustments Net Tax
ignleiiy ® Summary Amount Amount Amount Amount Amount Amount  Amount
Submissions  102,916.70 106,430.63 3513.93 89.43- 000 10291670 894
View! Dovmiosd Chargebacks  729.65. 0.00 720.65- 0.00 000 72965 0.00
Total Amount  102,187.05 106,430.63 4,243.58- 89.43. 0.00 102,187.05 894
View Download
Ednvoice
Peyment 102,187.05
View Processed
il Pricing No. of Gross  GrossDebit Gross Credit  Discount e Tax Net
i Summary  Transactions  Amount Amount Amount mount justments  pmount  Amount
Submisslane Total Card 998 10643063 10643063 0.00 89.43 0.00 894 10633226
& New& Saved Wi a0 351393 0.00 3513.93- 0.00 0.00 000 351383
Newa 2 ount
Chargebacks ) 729.65- 0.00 729.65- 0.00 0.00 0.00 729,65
&' Advanced Search Amm‘:" 1038 102,187.05 106,430.63 4,243.58- 89.43- 0.00 8.94-  102,088.68
Q@ LocaTions (si5) B8 oAt (1912016 - 21792016) AaZBQ | [—
+ Expand st
+ Total submissions vz 347,00
+Total charges 3106.390.58
424358 s s = B
wig0.a3 types
usgoa Chargebacks
30,00
Opening balance 40,05
Total settlement amount  "Y*102,147.00

@ Pending

@ Settlements

+ 92016
+ 9e2016
+ 92016
+ B/or2016

+  8/9/2016

10012322

10012325

10012691

10011903

AUS2 50634

AUSY 159,

AUS1.147.55

AUS1.732 81

AUS1,039.35

-AUS169.90

-AUS239 85

Ausg 00

-AUS529.70

-AUS1,079.40

AUS2 336 44

AUS919.60

AUS1.147.55

AUS1 203,11

_AUS40 05

_AUSp 47

_Aus3 g2

Ausg 00

AUS14.57

-AUS26 45

AUSD 00 -AUS79 95
AUSD_00 AUST9 95
AUSD 00 AUS0.00
AUSD_00 AUS0.00
AUSQ.00 AUS0.00




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 23 for
general guidance on this.

As an example, see below the steps to replicate the report
generated on page 25.

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
25, 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.'

9 Locanons iswies)

B2 osre usi201s -sus2016)

A LBQ

Settiements Transaction types

| settlement amount

2*260,446.25

E:-m-m- e K K R e e e e K e

1US2016 1512015, UB2016

UBMISSION - DERIT US24956 520

jm}

Feesana

31552016 31552016 11672016

31552018 31552016 162016

AUsSg9.70 AUS89.70  SUBMISSION - DEBIT AUs1.85 AUSBT.67  U1B

Aus20.00 AUS20.00 SUBMISSION - DEBIT AUs0.41 AUS1955  STT 1

B e

1/52016 LS2016.

URR016

AU AUsDg SUBMISSION - DFRIT AUSS 28 AUSD49.56  S20

cessed Date

sion date
M settlem
M suomiss

date

& Total charges

» [ Fees andincentives

&+ & Tax amount

% B Submitting merchant number

» & Transaction count + ¥ Submitting location name

x




Replicate reports from the previous payments site

5. Now you will see that the online report on your screen =
has adjusted accordingly showing only the information )
you have selected in the order you need. R EEO
(® TIP: Click the grey left and right arrows to see more Total settiement amount 10214700
data columns. This report set up will be saved for your ® ﬁ
@ Sse ts

future log ins.

+  9/9/2016 10012322 AUS2 506.34 AUS2 336 44 -AUS2 47 AUS0.00

9/9/2016 10012325 AUS1 159 45 AUS919. 60 -AUS3 92 Auso 00

6. Click ‘download’ button to download what is being . : ’ il “
shown on the screen. Chose the file type from ‘csv’, PR R =y o Fam

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

@ 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.

ncel




Replicate reports from the previous payments site

STEPA4:
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’ iconin the new
payments site. If you need to print any report, please first
download it and click on the printericon. Itis
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’'.

AU$266,544.61
AUS269,771.64
-AU$3,227.03
AUSS,544,37

AUS0.00
-AU$553.99

All locations
1/5/2016 - 31/5/2016

Settlements

incentives
31/5/2016 A ™ AUS0.00 CKmoRW (@B AUS0.00

i Eehzedun
Submissions

Submitting Discount. an Totalcharges  Credits Submission  Settlement Processed Date
merchant amount t amount

number
9790541 ~AUS0.86 AusO. AUS41.80 AUS0.00 AUS4180 AUS40.85 30/5/2016




