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Logging in, enrolling and accessing online payments

1. Loggingin — Visit americanexpress.co.nz/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.

&l New Zealand (Change Country) Contact Us

MEDE;::';S L MY ACCOUNT 5] CARDS W TRAVEL ° INSURANCE 0 REWARDS = B BUSINESS

Home Manage Your Account ‘ AttractCustomers | Support |~ Accept the Card
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-/ Remember me ~
Forgot User ID or password

Register now

Change Password
View E-Statement
Respond to Inquiries
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Get ready for a better, more streamlined experience for managing your finances online. Try the new
'ments and reporting experience now.
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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

W Ths Mot = Last b
Card Accoptance Policy | + Order Point of Purchase Materials.
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Payments summary

Understanding your financial information is easy with the 9 9 €8 omre isaons svszove j j AL EQ [ B eomon |
payments summary table. It's available for all your settlements, ‘7'
submissions, adjustments & chargebacks and transaction types. ot sumissions oz
e—y oecicasec || RPN | RNV | RPN [[—
+Discounts ey77152.27 and types
When you first log in, you'll see all of your settlements for all R = Chiargebicks
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 Total settlement amount . "**6,769,992.91
need.
@ Pending
1. Recentsettlement summary — gives you a cumulative summary of @ cutenni
your most recent payments from American Express for the
current month. Use the + expandable function on each line to + 31/52016 10000007 NZ$37402116 -NZS1547415  NZSas8547.01  -NZ59.142.97 N2s0.00 Nzsp 00
display extra details about your charges (transactions), credits - S R 23500 R r— T
(refunds), Merchant fees, debit balances or fees. +  30/5/2016 10000008 NZ5281,035.16  -N2520,706.65 NZ$260,328.51 -NZ56,638.40 NZs0.00 Nzsp 00
2. Settlements! — shows your paid and pending settlement Sl . ean E o R
information for your chosen date range (more details on page 7). + gsRne 10000007 e o e

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).

1Settlements = The amounts paid to you by American Express (i.e. the total of your submissions after deducting the Merchant fees, 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
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 LocaTons 7272)

+Total submissions
+Total charges
+Total credits
+Discounts

+Tax amount

+Fees & incentives

[ oate (11572016 - 31/572016)

+Expandall
1256,947,145.18
1257,407,161.05
-45460,015.87
29177,152.27
%230,00
250,00

a:BQ [Boer]

[t

Total settlement amount "?°6,769,992.91

Transaction
types

@ Pending

@ Settlements

+ 31/512016
+ 31/5/2016
+ 30/5/2016
+ 30/5/2016

+ 27/52016

NZ$650.00

NZ$281,035.16

NZ5394.00

NZ3590,873.10

[ e s oneen - | orncuvces e e e T

NZ5374,021.16 Nz50.00
NZsg 0o
NZ5p 00

NZS0.00

NZSQ 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

3694718518
"% 40716105
460,015
5221
0,00
0,00

9 ALEQ | B esrarement J

Submissions Transaction types

Total settlement amount

"%46,769,992.91

@ Pending

© Settlements

B settl

B submission amount

REsET

% [ Payee merchant number

t [ Payee location ID
% [ Bank account no.

%] Tax amount




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

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.

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 vLocamons @272)

+Total submissions
+Total charges
+Total credits

+ Discounts

+Tax amount

+Fees &incentives

DATE (1/5/2016 - 31/5/2016)

+ Expand all
'256,947,145.18
1257,407.161.05
-N73460,015.87
N2$177,152.27
250,00
250,00

Total settlement amount "°6,769,992.91

Settlements

Submissions

CIOD

Transaction
types

Adjustments
and
Chargebacks

® Pending

® Settlements

I e el K R el e e e )

+ |31/5/2016 10000007 NZS$374,021.16  N251547415 NZ$358,547.01 -N2sg,142.97 Nzsp 00 Nzs 00
+ [31/512018 10000020 NZ$650.00 1z50.00 12565000 2816 58 Nzs0.00 Nzs0.00
® Settlements
[ [ eemamrore |
- 31/5/2016 10000007 NZ$374,021.16
Submissions
SUBMISSIONDATE  SOCINVOICE # v SUBMITTING MERCHANT NUMBER  DISCOUNT AMOUNT FEES ANDINCENTIVES TOTAL CHARGES CREDITS  TRANSACTION COUNT  SUBMITI
28/5/2016 280501 9840 — -Nz553 56 NZsp 00 NZ$2 100.50 NZ5p.00 6
28/5/2016 280501 9843 m— -NZS5 46 NZsp_ 00 NZ5214.00 NZsp 00 18
Transactions
[ ronssncron owt | omwsacronio | Tawsscronoscount uower | ooz wov = | oweocresesce owaen | onowwoer= | ocaron|
31412016 000000000000000 50,00 N5127.90 160741004005 371756XXXXX1001
311412016 000000000000000 50,00 56710 160741004005 372522XXXXX4005
311412016 000000000000000 50,00 NS7.43 160741004006 376664XXXXX5005
311412016 000000000000000 w50.00 53585 160741004006 377133XXXXXT708
31412016 000000000000000 £0.00 63425 160741012042 372545XXXXX1005




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).

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

ALEQ (EE-E’-’\T EnT_|

+ Expandall
19515,542,822.02
12516,018,602.53

+23475,780.51
$7$319.467.12 and types
Chargebacks

+ Total submissions
+ Total charges

+Total credits Submissions Adjustments Transaction
+ Discounts
* *2%0.00
+ Fees & incentives 2327,815.00

2340051

Opening balance

Total settlement amount "*15,251,169.90

() Pending
v T e

942

PAYEE LOGATIOND | SUGHITED AMOUNT | DISCOUNT AMOUNT | FEES ANDWCENTIVES | AMERICAN EXPRESS OA

2$13,354.33 NZS277.10 N250.00

+ 3/24/2016

+ 3I2412016 9426 I N2$3,110.90 NZ$64.55 NZs0.00

*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 iR S G A2BQ [ Beomaor |
American Express for Card transactions that are made in your business. . o

594714518
%7,40716105
e8450,015.87 Settlements Submissions
Sesyyras2 2
30,00
%000

Adjustments and Transaction types
Chargebacks

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

Total settiement amount 1%46,769,992.91

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

I e e e et e e
— - e ———— —_—

submissions table shows data at a submission level. Each line item =
represents one submission. A . i Fepm— g
1. Click submissions to view all the submissions you have provided to Z“g st g e
redits + ] Submitting location k- Processed Date
American Express. Click here if you wish to download a submissions 8 Tarsction o
report.
2. Your submissions table has been sorted into default columns including:

summary of Charge (SOC)|nVO|Ce -#]_v settlement numbel’z, Credltss, 30/5/2016 160530 10000005 %251,002.50 250,00 %251,002.50 232556 230,00 2597694 2/6/2016 3

payee Merchant number?, submitting Merchant number?, 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 — =

Q) | B esmarement

pmast

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

. £ Settlements Adjustments and Transaction types
customised to meet your needs, you can download what you see on the e Deosce
screen to generate a submissions report. Click on the download icon to —
download the submissions table into csv, excel or PDF. et settementameunt B
| - [ ssstssonore | socmoces | o usece | o owees | ceans | sastisousoar | oicou o | ressoucaines | emiane wps | smioon oie - | mweoicd
5. Getmore details by clicking on a line item to reveal the full transactions e ' x
. . . . . . . &M Submission date +i & Submission amount +i & Settlement amount +i & Submitting location name
list for that submission. Click X to exit the transactions view and return Sioone S setement e e
to SumeSSIOI’IS. & M Settlement number s andincentives # [ Payes merchant number i & Amount of adjustment to summary
% Total charges +» [ Submitting merchant number +& ¥ Description
&M Crecits +% [ Submitting location ID +& ¥ Processed Date

@ Transaction count

= =

| 305572016 160530 10000005 3251,002.50 *250.00 7251,002.50 222556 230,00 2397694 20612016 3
30572016 300501 0000005 ~ET150 000 EI150 5284 50,00 10866 262016 2

v

Submissions
[ oo | Sermmom s | oracimes | crors | sumessonsoi | oscomt oo | 13 v ncoves | s
241512016 000000000230516 4214538009 NZ3g.536.94 NZ$19.99 NZ39 516.95 NZ$109 44 NZ3g 00
»
Transactions
I e e K e
23/5/2016 000000000000000 NZ30 391000 NZ$3400 019365230516 374285XXXXX2003 543
23572016 000000000000000 NZ30. 148580 NZ$1292 019369230516 374202000(K2003 543
23/5/2016 000000000000000 NZ$1 034080 NZ%g992 019370230516 371782XXXXX4006 543
23/512016 000000000000000 N230.344080 N292992 019377230516 A77064XXXXX0150 543

0£00000000000000 NZ$1.034080 019397230516 376014XXXXX2006 543

0£00000000000000 NZ37 638300 NZ366420 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.

+Fees &incentives

Opening balance

+ Expand all
1414,756,013.91
'415.100,372.50
478443,358.59
$23303.140.85
*%0.00
1427,815.00
4%£400.51

Total settlement amount'*14,480,688.06

Settlements

Gﬁ 2 BEQ ‘ B esratement

Submissions Adjustments Transaction
and types
Chargebacks

@ Adjustments.

(© Chargebacks

0 csrE—
0 ouimmm—

0  os47 R
£

942N

9425

942

3/14/2016

4206414184 3/9/2016

4206113391 3/4/2016




Your adjustments & chargebacks view - continued

5.

Eachline item represents 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 (21/21) DATE (3/1/2016 - 3/18/2016) b - 1
® ey B owrec y ALEQ |Bemmer
i S O i
s s
+Total credits 344335850 Settlements Submissions. Adjustments Transaction
+Discounts 2330314085 and types
+Tax amount 36,00 Chargebacks
ey~ e

‘ —
iy et

Total settlement amount"*14,480,688.06

@ Adjustments

(3 Chargebacks

0 90— A2 N 31472016
0 94— 4G 4206414194 3/9/2016
[El 942 . 4206113391 31412016




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 Locarions r272) £ oare (11512016 -311572016)

+ Expand all
+Total submissions 036,947145.18
+Total charges 257,407,161.05
+Total credits 423460,015.87 Settlements
+Discounts “a7152.27
+Tax amount 250,00
+Fees &incentives 250,00

Total settlement amount "%*6,769,992.91

+ | suBMSSIONTYPE | TRANSACTIONCOUNT | SUBMISSION AMOUNT | TOTAL CHARGES

Total Card 13487  NZ36,949.709.30 NZ57,407,161.05

Chargebacks NZ%) 564.12 NZS 00

Summary totals 13487  N235,947,145.18 N257,407,161.05

CREDITS

Submissions Adjustments Tr
and ty)

Chargebacks

'DISCOUNT AMOUNT FEES AND INCENTIVES

NZ345745175  NIS177.217.65 NZ50.00
NZ2,564.12 NZ365.38 NZ30.00
NZ5460,015.87  -NZ$177,152.27 NZ$0.00

ansaction

pes

SETTLEMENT

Nz3g 772,48

N2$) 8¢

NZ36,769,9¢

»

e T e e e e K

Total Card 13487 N25,949.709.30 N257,407,161.05 -NZS457451.75 NZS177.217.65 N2S0.00  NZ%6,772,491.65

>

X

SETTLEMENTNUMBER  SETTLEMENTDATE  TRANSACTIONCOUNT  TOTAL CHARGES orr DISCOUNT AMOUNT  SUEMISSION AMOUNT  SETTLEMENT AMOUNT  FE
10000004 2/5/2016 4 Nz$314.07 N250.00 N2sg 01 Nz$314.07 N2$306.06
10000004 2/5/2016 4 NZ$4,248.80 Nz$0.00 NZ$108.34 NZ$4 248 80 N2$4140.46
10000004 2/5/2016 3 NZ$g91.79 NZ$0.00 N2$22.74 NZ$g91.79 NZ$g869.05
10000004 2/5/2016 21 N2$254.00 N250.00 N236.48 N2$254.00 2824752




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 Locamons 2121) £ DATE (3172016 . 31812016)

Cancel

RESET

21 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).

9 wocanons rzrzr | B8 ore usiots -suszate) e

a o [Mesmaen

Quick links. From: 1/5/2016

Today < May 2016 4
This Week SUN MON TUE WED THU FRI SAT
Last Week 2 3 4 5 3

2 13
Month to date 8 9 10 M 12 13 1

15 16 17 18 19 20 21
Last month
2 23 24 25 2% 271 28

29 30 N

To: 31/5/2016

« May 2016 »
SUN MON TUE WED THU FRI SAT
1 2 3 4 5 6 7

8 9 10 M 122 13 1"
15 16 17 18 19 20 21
2 23 24 25 26 27 28
2 3 n

Cancel RESET




O toomousmars 8 oae s s asBQ B-

Download reports o

Transaction types

w3900
w300

As well as viewing payments data online, you have the option to

download the data to generate I’epOI’ts. Total settlement amount 56 769,092.91
@ Pending
| " © Settlements
1. Clickonthe report type — you can download any report based
onyour current screen view. There are 4 types of reports e AT e e —— e ————

¥ Discount amount

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 v
the table. Your column order will automatically be reflected in an ima (B
your downloaded file. r -

3. Click ‘download’ (downward arrow icon)- to export your current st
screen into .csv, .xIsx or PDF. You can download up to 5000 Please select the row range you want to dovnioad

1-39 v

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 St ocsv oxtsx oroF
download click ‘customise column selections’ to tick or un-tick R SR® Y .

the data you wish to download (there is a limit of 8 columns for

downloading into PDF). csics)

|0?d NZS550 00 T=~0 00 T=~550.00 T65 =~000 NZS0.00




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 transacitons 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

OSelected locations (21/21)

RESET

Search

saction

NZS1a AR nuEmnac

NZSEAN 4N on

Nzsn nn

vvwnnn




E-statement

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

1. Clickon E-statementicon.

2. Choose report type, location and date of report from each
drop-down menu.

3. Choose the format of report, either PDF or XLS.
4. Click ‘download’

@ LocaTions (24121) B oaTE (11472046 - sr2018)

+Total submissions
+Total charges
+Total credits
+Discounts

+Tax amount.
+Fees & incentives

©pening balance

Total settlement amount

@ Pending

© Settlements
[ [ oscovwr mounr | sememewrone |

. NTS4.85 5042016

+ N2$96.62 51412016

%
x
v
\

AXBEQ
Download report
Report type e [ E-statement
Location [
Period
Date [
@XLS |

Format e| OPDF

e Download

. 4 NTSg.2T  5/4/2016

NZ$390.33 10

N730.00

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.

(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

Export Reports.

Payment Gross Gross Debit
View Location ©
ey Summary Amount ‘Amount
e Submissions  102916.70 106,430.63
few! Download rr
Yew/ Down Chargebacks 729.65- 0.00
Total Amount  102,187.05 106,430.63
View! Download
Ednvoice Pt
View Processed Sl
Submimmons Pricing No. of Gross  Gro)
View Pending = Summary  Transactions Amount
Submissions Total Card 998 10643063 10
Credit i
St b R
eports
Chargebacks 0 72965
“ Total
Advanced Search
hanped Searc ol 1038 10218705 10

Payment Details Group By-Payee Location

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

v Downloadicon

@ LocaTions 72/72) B8 oate (1152016 -31/512016)

+Expanaan
~36.947.145.18
*57.407161.05

Total settlement amount "“?%6,769,992.91

@ Pending

(© settlements

v 312018 10000007 NZ5374.021.16 -NZ515.474.15 NZ5358.547.01 NZSg 142 97 NZ50.00 250 00

e 3152016 10000020 1250.00 NZ5650.00 NZS16 58 N250.00 250,00
|+ 30572016 10000008 N25281,03516  -NZ520.70665 N25260.328 51 -NZ35.638 40 N250. 00 250 00
v s0i52016 10000020 N25394.00 250,00 N25394.00 -N2510.05 N250.00 250 00
e 275512016 10000007 N25590.87310 -NZ$42.712.54 NZS548.160.56  -N2$13.978.10 Nz30. 00 250 00

New site:
Define what you need on the screen and click ‘download’ icon
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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
Pagos Ty TRoTaon Te18 COnia T AvO33 S0re POv:
& wmprme v | Descargar v Fecha Mayo 01 Mayo 31,2016 +  Sucursel ISR 3
i gecaes [ wcovind
|| setns
ﬂf:;e::::?;::zﬁza; - ©

de pago: Mayo 01 - 31, 2016
Revumen d do Manto
pogos beuto :
sentacionas 958 72055 5

Total settlement amount "%°6,769,992.91
Convacargos 000

e - @ Pending
Auses 050 000 000

Mootototal  957.931,55 95872055 78,00 27618 10000 000 929.06956 © Settlements

to del pago

o tot Wontode ke i
e o Ueedin  oeems  Gmoy ma Mun + 3us 10000007 12s374,021 16
e
2227 95872955 95872055 000 000 000 92096768 10000020 NZ3§50.00

o 000 0.00 0.00 000 100,00 0.00 0,00 + 30/5 10000008 NZ$281,035.16  -NZ520,706.65 NZ$260,328.5° -NZ3G 638,40

B Deévitos. 0 798,00- 0.00 798,00- 000 000 o000 798.00-
ECTETT. Rulerciones o om ™ o o 000 om0 7020 Toa00020 boio  Mens e sl
Monto total 221 9579155 958.720.55 798,00. 28.761,89. 10000. 000 84986051 10000007 NZ$590,873.10  -NZ$42712.54 NZ$548,160.56 -N2$13,978.10

Previous site New site
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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%
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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

790833727 | ()}

Display Rasults

New & Saved Reports

Report Name Quick Link

Report ABC [Repart aRd ©
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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.

Merchant Home

Manage Your Account

New changes have been made to your payments experience.

Streamiine Payments

Attract Customers

Get Support

Accept the Card

International Payments: Welcome [

Access Secure Messags Canter | Account Information | Usar guides

& print |+) (1) Download |+ Date | May 01-May 31,2016 +  Location | All - Go
oM Home T
Account information
e [Tu— 1o
Werchant
Pierchaiat actwi Total Payment Amount: 10,432,645 96 @
" Total SubMIsslon AMoUnt: 10,611,155.58
Currency - GBP
Export Repors.
Locarion . 01 - 31, 2016 Show Less Datails | Save View
Envolin €. Tetatretund o =
e summary b amount amount amount Mo nt e
Procensed Submissions 10,665 48313 T1:211,669.05 56,185.92 121,63430 000 1643394883
Submissions Chargebacks 244031 7 80 1,367 18- 3062 0.00 241860
Eending Adusments 111582 0.00 .00 0.00 000 13152
Total Amount  10,554,149.64 11.211,700.85 05754308 121,50308 000 1043204580
D o o =
i o o =
- ® LS rotamd DOt L g(mone  Amountpain  Olscount
. T e
SO D 1472518 1551310 787.92. 15461 000 14670 &7 1.05%
P — 50.975.42 5308027 2710485 60260 000 soaizez  130%

Q Locamions #272)

+Total submissions
+Total charges
+Total credits
+Discounts

+Tax amount
+Fees & incentives

B oare (1152016 -3us12016)

Total settlement amount "?°6,769,992.91

ALEBQ ‘ B esrarement

J
and

Chargebacks

types

@ Pending

© settlements

+  a1/52016
+  31/5/2016
+  30/5/2016
+  30/5/2016

+  27/512016

10000007

10000020

10000008

10000020

10000007

NZ$374.021.16

NZ$650.00

NZ$281,035.16

NZ$394.00

NZS590,873.10

NZS15.474.15

250,00

-NZ$20,706.65

NZS0 00

NZ542 712.54

NZ$358,547.01

NZ$650.00

NZ$260,328.51

NZ5394.00

NZ$548.160.56

NZs5g 142.97

NZ316.58

-NZSG 638 40

NZs10.05

-NZ$13,978 10

250,00 NS0 00
NZs0.00 NZSp.00
NS0 00 NS0 00
NS0 00 N2S0 00
NZs0 00 NZs0 00
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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.'

NZ%14,480,688.06

[SACSRWERR #:w. 2| R TLEBRMTARRUNN. | :VCHTAK SHOASARS{ | CRFENE S | S A EROM AMCRREC |- TASCARME AMCUMY: | JOES AMG DIDRIENES | =TT SMIE SMOUMED | L& YRS MSPCIAMY s = | - 2ou

A 5252.028 96. % A2 o AZS0.01 rererryrra—yee
& sue B sut
& &
& - to sum
= =
Hc =]
_— ]
TYSTZOTS ST T RZSUTT s rSTTTTY esTUr o o
152016 000000000130316 4207513725 Nese722s  NZ30.00 Nz3872.25 231810 Nz30.00 N2sesa s 94> emmm— 042
3015201 000000000140316 4207513725 NZ343070  NZ80.00 2343070 N755.94 NZ50.00 WS42176  G42ammm— 042
|- sumn ssion oAre.| ToTAL CrARGES | SuUe 3 EioN MMROUNT | DISCOUNT AMOUNT | PEES A0 ICENTIVES | SETTLEMENT AMOUNT | susrie ercsr mmsen | e
| A\ascinaac NZEo 704 g NZdo Zas ac NZEe7 g 1z NZEo 736 4 4230745 "
x
“# B submission date “+ B submission amount < B settlement amount 4+ [ settlemant date
4[] Payee merchant number 4 [ Submitting location name

“# B submitting merchant numbe &[] Tax amount
itting location ID <+ 0 Amount of adjustment to sun

ansaction count [ Description

[ Processed Date

zzzzz

!.




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.

(® TIP: Click the grey left and right arrows to see more
data columns. This report set up will be saved for your
future log ins.

6. Click ‘download’ button to download what is being
shown on the screen. Chose the file type from ‘csv’,
‘xIsx’ and ‘pdf’, and click ‘download’. Please
remember, for ‘pdf’ option, maximum 8 columns is
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.

e

@ Pending

Total settlement amount "?°6,769,992.91

an
Chargebacks

ments

[_';_ﬂzmmlm—m

31/5/2016 10000007 NZS374.021.16 -NZ$15.474 15 289,142 97 NZS0 00 250 00
31/5/2016 10000020 NZ$650.00 Z50 00 Z$16.58 NZ$0. 00 NZsp 00
30/5/2016 10000008 NZ$281,035.16 -NZ$20,706 .65 = 638.40 NZSp 00 NZsp 00
30/5/2016 10000020 NZs394 00 Z$0.00 NZsg 00 NZs0 00
27/5/2016 10000007 NZ$590.873.10 -NZS42 712 54 NZ$548.160 13.978.10 NZsg 00 NZsp0 00
) £ on ALEQ | B
¥ 4 N
»
T Submissions
Tre
Please select the row range you want to downloac ypes
[1-80 -
Select format @csv OXLEX OPDF 6
[ — | o
HAE

RESET

>
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STEP4:

Save and print the report.

Merchant statement

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

Vesz0i6

download it and click on the printer icon. Itis | e

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’'.




