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Getting Started

To get the most out of Online Merchant Services (OMS) — and enjoy safe, secure, around the clock access to your
account information 365 days a year — take a look at this guide.

Advantages

OMS has many advantages over traditional paper statements. You can:

o

(o]

Access updated account information whenever you want, instead of just seeing it when it is sent to you.

Estimate when and how much you will be paid using View Pending Submissions and View Payments between
statements.

See more detail on individual transactions than you can from paper statements.
Verify that your submission was received.

View and print tax invoices online.

View and print a paper record of your statements for the past 13 months.

Streamline your search results by specific criteria such as payments, submissions, adjustments, among others,
or by date range.

Export and download financial information directly to your PC, and use popular spreadsheet applications to
analyse your data.

To get to know Online Merchant Services — and how you can benefit from secure, round the clock access to your
account information — make this user guide your first point of reference.

First time log in

Once enrolled in Payments, you can
access your online account 24 hours a day.
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® American Express

Do you already
have a User ID

Goto and Password?
1 I need to create &
WWW.americanexpress.co.nz/omshome. YES e o User D and Password No User D and
Enter User ID & Password asgwor
Enter your User ID and Password. UserID amanew
CI'Ck GO @Passwnrd
3 NN

Forgotten your Password?

<< Back _’E@



http://www.americanexpress.co.nz/omshome�
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Change Your Password

Current or Temporary Password

O

Create New Password
‘Your Password must contain

& B to 8 characters - at least one letter and one number

& nospaces of special characters (e.g, &, >, 7 §, @)
Re-enter New Password

|® Submit HEED

4 The first time you log in to OMS you will be required to choose a new password.
o Enter your temporary password. Press TAB.

o Entera new password. Your password must contain 6 — 8 characters, at least one letter and one number,
and no special characters as noted on the screen. Press TAB.

o Enter your new password again.

5 Click Submit.

Home | Personal | Small Business | Merchants | Comporations

il American Express

You Have Successfully Changed Your Password

Please record your new Password.

The User ID and Password you have can only be used to access the Online Merchant Senices area on
americansxpress. co.nz.

Please click "Continue” to return to American Express Online Merchant Serices

NEED,
G_IC"""”“E s il 2]

6 Click Continue to return to the OMS home page.

For security purposes, always log out when you have completed viewing the site. To exit, click the Log Qut link
located at the top-right corner of each page. Automatic log out occurs after 20 minutes if there is no user activity on
the site.



Account main

The first page to appear in OMS is the Account Main, also known as the home page. It is the launching pad to the
OMS services enrolled under your User ID. You can start viewing your financial statements, searching payments,
submissions and adjustments, etc., and updating your account information directly from this page.
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ACCOUNT MAIN

MY COMPANY — 1234567890
PAYMENTS Faq [l DispuTES FAG
View your statements
See your payment informatien

View Tax Inveice Expired Dis|
Export Reports Chargebacks 2

vaewsubmwssmns Search
ending Submissions Search for disputes or chargsbacks

>

Learn More about how to minimise Cardmember disputes

Gsesrcn For more information on man;
Search for payments, submissions, transactions, adjustments, lerchant Service Centre betwee

chargebacks or direct debit Friday on 0 800 800 855,

putes contact your lecal
n 8:30am - 6:00pm Monday to

Disputes User Guide

) \ACCOUNT INFORMATION Other Merchant Services Information
TSRS Drder an American Express Terminal

Update vour email contact information Eree Promotional laterials
Benefits of Acceptance

Learn more about accessing your enine merchant account with one
D and password

By reading this guide, you will learn that you can do more than just view your electronic statements. Although your
home page may differ slightly from the example shown above, this guide covers all the features that may be available
to you from the Payments and Account Information portion of the screen.

Note: Payment information is only available for accounts that receive payments (settlements) from American Express.
For those accounts that submit transactions to American Express, and are not set up as payees, you can only view the
submission information.

A View your statements

o See your payment information — Reconcile your financials against your bank statement. Drill down to the
individual transactions, and pricing summary associated with each payment deposited. (See page 5.)

o View Tax Invoice — View and print a tax invoice for your internal records. (See page 9.)

o Export Reports — If you prefer to analyse your payment information using a spreadsheet or financial
management application, export the data to your PC. (See page 11.)

B View Submissions

o View Pending Submissions — View the status of pending submissions to assist with reconciling against
future payments. (See page 15.)

o View Processed Submissions — Track submissions that have contributed to a past or current payment. (See
page 17.)

o View Location Summary — View submissions for the individual locations associated with a centrally paid

location enrolled in OMS. (See page 19.)



C Search
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Use this feature to streamline your search results by choosing from specific criteria selections. (See
page 21.)

D Account Information
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o

Update your email contact information — Keep your email addresses current. (See page 24.)
Change your password — If compromised, you may change your password immediately. (See page 25.)
Change Service Selections — Enrol or un-enrol in the various OMS services. (See page 26.)

View Terms & Conditions — Familiarise yourself with the terms and conditions before using any of the OMS
services. (See page 27.)

Enterprise Incident Response Program — Find out who to contact if you know or suspect a data comprise has
occurred. (See page 23.)

Learn more — Find out where to get online assistance with using OMS Payments. (See page 28.)



View Your Statements

Payment Information

Viewing your payment information online makes it easier to reconcile your financials by providing the flexibility to
choose the time period that matches your bank statement. If you receive payments for any affiliated locations, then
they will also be included in the statement. You can drill down and list the individual transactions for each batch
submitted, and view a summary of pricing associated with each payment deposited in your bank account by American
Express.

Note: Payment Information is only available to payee accounts enrolled in OMS.

From the home page, click See your payment information in the Payments box.

If you have multiple payee locations enrolled, a criteria selection page appears. From here, you can streamline your
results by choosing a date range for one or more locations.

VIEW STATEMENTS - CHOOSE STATEMENT CRITERIA

MY COMPANY - ACCOUNT NO. 1234567890

Select a Date: x
previous month

Select Date Range

Select oR Use Custom Dates: (Flesse sslect = dste rangs of up to 25 deys to view.)
Timeframe

[CunentMonth =J))  startDate [07/08/2009 |~ memtnd Date [37/08/2008 ] O

Select Accounts

Please select the account and locations(s) you would liks to view

QE I™ 1234567890 MY COMPANY
[7 1239567891 MY COMPANY LEVEL 1

next menth
[T 1234567802 MY COMPANY LEVEL 2

[T 1234567393 MY COMPANY LEVEL 3
[T 1234444444 MY COMPANY LEVEL 4
[ 1235555555 MY COMPANY LEVEL S
[T 1236666866 MY COMPANY LEVEL &
[T 1237777777 MY COMPANY LEVEL 8
[T 1238888808 MY COMPANY LEVEL 10
[T 1230000000 MY COMPANY LEVEL 11

0 P VIEW STATEMENT

MY COMPANY - ACCOUNT NO. 1234567890

1 Select a predefined timeframe. You may choose Current Month, Current Week, Last Month, Last Week or Today.

2 Rather than choosing a predefined timeframe, you may select a custom date range. Choose to view your data in
35-day increments, as far back as 13 months. Use the calendar icons to select Start and End dates. From each of
the calendars, choose previous month to move back a month, and next menth to move forward a month.

Select the account and location(s) you would like to view. Click ! to expand the list.
Click View Statement. The Statement of Direct Credit Payments appears.
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STATEMENT OF DIRECT CREDIT PAYMENTS

MY COMPANY - ACCOUNT NO. 1234567890 ) Account Main | Choose Statement Criteria | Help

Select Date Range

Select Timeframe OR Use Custom Dates: (Flesse sslect s dste range of up to 25 dsys to view |
[CurrentMonth =] Q Start Date [01/09/2009 j@m oate [30/08/2009 | ] ¥ CAANGEDATES
G“rinter Friendlv Version | Export 0 Generated: 19 September, 2009 at 02:37:43 AEST
Payee Location: 12345675890 MY COMPANY Sefflement Address:  LEWELZ - MAIN BUILDING
123 ANY STREET
MEWYTOR ALCHLARD
Bank Sort Cede: 123-004 Settliement Account: 123456789
DETAILS SUBMISSION NUIIBER OF GROSS (;':;:_S g:g;r‘? DISCOUNT FEE GST NET TOTAL
DATE TRANSACTIONS AMOUNT AMOUNT AMOUNT ALOUNT ALOUNT AMOUNT AMOUNT BANKED
1234567690 MY COMPANY Location Id:
SOC 090801 01/08/2009 @Z 2,142.00 2,142.00 o.00 £8.58- 0.00 8.00- mZ 078.02
TOTAL 2 2,142.00 2,142.00 o.00 £9.98- o.00 £.00- 2,078.02 2,078.02
TRANSACTIONS PAID ON 02/08/2008 2 2,142.00 214200 0.00 59.98- 0.00 6.00- 2,076.02 2,076.02
1234567890 MY COMPANY Location Id:
S0OC 080805 05/08/2009 1 6,685.16 6,685.16 o.00 187.20- 0.00 1872 £.482.12
TOTAL 1 6,689.16 6,688.16 o.00 187.30- 0.00 18.73- §,483.13 6,483.13
TRANSACTIONS PAID ON DE/05/2005 1 6,689.16 6,689.16 0.00 187.30- 0.00 18.73- 6,483.13 6,483.13

Select Timeframe — Select a predefined timeframe. Choose Current Month, Current Week, Last Month, Last
Week or Today.

Use Custom Dates — Rather than choosing a predefined timeframe, you may select a custom date range. Once
selected, click the Change Dates button.

To print your statement, select the Printer Friendly Version link. The statement previews on the screen. (See
page 14.)

If you prefer to analyse your statement using Microsoft® Excel® or your own accounting software, select the
Export link. (See page 11.)

If managing multiple payee locations, click the selection arrow and choose the location that you want to view.
The information on the page will update automatically.

Most statements range over multiple pages. To view cases not currently in view, click < Previous or Next >.

Number of Transactions — Displays the number of transactions within the submission. To list the individual
transactions, click the link. (See page 7.)

Net Amount — Displays the actual amount of the payment after all deductions and other adjustments have been
processed. To view the Pricing Summary at the submission and payment level, click the link. (See page 7.)

Displays the date the transactions were paid. Click the link to view a payment summary breakout by transaction
type: Submissions, Chargebacks, Adjustments and Other Fees. (See page 8.)

From the navigation bar, choose from the following links:

o Account Main — Return to the home page. Throughout the site, you will notice that this link identifies where
you originally navigated from. Just click the link to return back.

0



o Choose Statement Criteria — Streamline your results.

o Help—Provides assistance with the information currently displayed. This feature is available throughout the
site.

Note: You may save your payment information as a HTML file. While viewing the on-screen version of the file, select
"Save As" which is located in the “File" option of your Web Browser Menu. Type in the File Name you wish to save
the file under, and select Web page (*.htm, *html) as the format.

Transaction details

To display the transaction details associated with each submission, click the link in the Number of Transactions
column of the payment statement shown on page 6.

The Transaction Details provides detailed information about each individual transaction within the overall
submission. For each transaction, the gross amount is provided so that you can reconcile back to the amounts you
submitted to American Express.

ArAEG AN
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GET STARTED... VIEW TRANSACTION DETAILS

MY COMPANY - ACCOUNT NO. 1234567890

View Statement | Help

Account Main

PAYMENTS

View Statements

Transactions 1-2 of 2

Transaction
Date

Reference

ROC. TKT. CPCI =

Cardmember Humber

< Previous | Next>

Transaction
Amount

Tax Invoices

01/09/2009

015897

xxxxxxxxx 7 27272

1,428.00

01/09/2009

Transactions 1-2 of 2

013520

aaaaaaaaa 3 23333

714.00

< Previous | Next >

Export Reports

SUBMISSIONS
View Statement | Help

MY COMPANY - ACCOUNT NO. 1234567890

Note: When there are multiple entries listed, you may click a column heading (displayed in blue), and sort the records
in ascending or descending order.

Pricing summary

To display an individual Pricing Summary associated with each submission, click the link in the Net Amount column of
the payment statement shown on page 6.

VIEW PRICING SUMMARY

MY COMPANY - ACCOUNT NO. 1234567890

TR No of Gross ross Debit g:gfjﬁ Discount S GST Net
na Y | charges | Amount | Amount Fee Amount | Amount
Amount
1234567890 MY COMPANY
Total Card 2 214200 | 2,142.00 0.00 £9.98- 0.00 6.00- | 2,078.02
Total Amount 2 214200 | 2,142.00 0.00 £9.98- 0.00 6.00- | 2,078.02




Payment summary

To display a payment summary breakout by transaction type, click Transactions Paid on <date> link located on the
payment statement shown on page 6.

1 From the View Payment summary, click the Submissions link to see the Submissions Summary.

Note: If Chargebacks, Adjustments and Other Fees are included in the summary, you can drill down to see the reason
for each transaction type.

ess =
@ American Express &
GET STARTED... VIEW PAYMENT SUMMARY
Account Main MY COMPANY - ACCOUNT NO. 1234567890 View Payment Statement | Help
LANBENES Date: 02/09/2008
View Statements Gross Amount GlossDett Gross Credit p;ecoint Amount | Fee Amount GST Amount Het Amount
Amount Amount
Tax Invoices SUDMISSIONS | ) s 2,142.00 2,142.00 0.00 58.88- 0.00 6.00- 2,076.02
Chargebacks
EETIRETE Adjustments
Other Fees
SUBMISSIONS
Total Amount 2,142.00 2,142.00 0.00 58.88- 0.00 6.00- 2,076.02
Mesiendno Payment Amount 2,076.02
View Processed -
Submissions Pricing Summary No of Gross Amount Gross Debit Gross Credit Discount Fee Service Fee GST Amount Net Amount
Charges Amount Amount
o Loy Total Carg 2 2,142.00 2,142.00 0.00 £9.95- 0.00 5.00- 2,076.02
Summary Report
Total Amount 2z 214200 Z14z.00 0.00 59.98- 0.00 6.00- 2,076.02
SEARCH
Search MY COMPANY - ACCOUNT NC . 1234567890 View Payment Statement | Help

SUBMISSIONS SUMMARY

MY COMPANY - ACCOUNT NO. 1234567890 Payment Summary | Help

< Previous | Mext >

Submissions 1-1 of 1

Summary Submission Process Gross Gross Debit | Gross Credit| Discount Fee Tax Net Humber of
Humber Date Date Amount Amount Amount Amount Amount Amount Amount  [Transactions
123@89{) MY COMPANY ) |
000000 | 01/09/2009 | 01/0912009 | 2,142.00 | 2,142.00 | 0.00 | 59.96- | 0.00 | 5.00- | 2,076.02 | 2
Click on 'Mumber of Transactions’ to view detailed charge information. =

Submissions 1-1 of 1 < Previous | Next >

MY COMPANY - ACCOUNT NO. 1234567390 Payment Summary | Help

From the Submissions Summary, you drill down to see the following:
A View the Pricing Summary. (See page 7.)

B View the Transaction Details. (See page 7.)



Tax Invoices

This feature allows you to print a tax invoice for your internal records. You may choose to view a specific month, as
far back as 13 months. If you receive payments for any affiliated locations, they will also be included in the tax
invoice.

Note: This selection is only available to payee accounts enrolled in OMS.

From the home page, click View Tax Inveice in the Payments box.

If you have multiple payee locations enrolled, a criteria selection page appears. From here, you can streamline your
results by choosing a specific month for one or more locations.

VIEW TAX INVOICES - CHOOSE TAX INVOICES CRITERIA

MY COMPANY - ACCOUNT NO. 1234567890

select Time Period: o TAKX INVOICE
American Express International (New Zealand), Inc
vl I vl
September 2003 PO Box 4005, Auckland, New Zealand

Telephone: 0800 800 855

Select Accounts
Plzase select the account and locations(z) you would liks to view

QE 7 1234567890 My COMPANY

[T 1234567801 MY COMPANY LEVEL 1

[ 1234567802 MY COMPANY LEVEL 2

[T 1234567893 MY COMPANY LEVEL 3
[T 1234444444 WY COMPANY LEVEL 4
[T 1235555565 WY COMPANY LEVEL 5
[ 12366E6666 MY COMPANY LEVEL 6
[ 1237777777 MY COMPANY LEVEL 9
[T 1238888888 MY COMPANY LEVEL 10
[ 1230909099 MY COMPANY LEVEL 11

e b VIEW TAX INVOICE

MY COMPANY - ACCOUNT NO. 1234567890

1 Click the selection arrow and choose a specific month and/or year.
2 Select the account and location(s) you would like to view. Click ! to expand the list.

3 Click View Tax Invoice. The tax invoice appears. You will notice that it contains the same payment information
as the Statement of Direct Credit Payments discussed on page 6, however the header differs slightly.



il American Express &

VIEW TAX INVOICE

col - ACCO . 1234567890 Account Main oose Tax Invoice Criteria | Help
MY COMPANY - ACCOUNT NO. 1234567830 )A it Ch Tax I Crit Hel

TAX INVOICE

American Express International (New Zealand), Inc
PO Box 4005, Auckland, New Zealand

Telephone: 02800 800 855

GST Registration No. 88-748-6T1

Select Time Period: Q

[September x] [2008 =] [» crAnee peRIoD |

Erinter Frn-.-:ndl [ Version Generated: 16 September, 2009 at 07:44:33 AEST
(D)
ot
Payse Number 123 456 7830 WY COMPARY Settlement Address LEVELZ2 - MAIN BUILDING
123 ANY STREET
NEWTON AUCKLAND
Bank Sert Code: 123-004 Seftlement Account Number: 123456783
DETAILS SUBMISSION NUMBER OF GROSS (;RE(;IS: g:(E)DSI'SI' DISCOUNT FEE GST NET TOTAL
DATE TRAHSACTIONS AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT BANKED
1234567890 MY COMPANY Location Id:
S0C 050801 01/08/2008 92 2,142.00 214200 0.00 9.88- 0.00 €.00- 02.07? 02
TOTAL 2 214200 2,142.00 o.00 58.98- o.00 6.00- 2,076.02 2,076.02
TRANSACTIONS PAID ON 02/08:200% 2 2,142.00 214200 0.00 59.98- 0.00 5.00- 2,076.02 2,076.02
1234567890 MY COMPARNY Location Id:
30C 050805 05/0%/2008 1 6,6859.16 6,689.16 0.00 187.30- 0.00 18.73- 548213
TOTAL 1 6,689.18 6,689.16 0.00 187.20- 0.00 18.72- 48312 §,483.12
TRANSACTIQNS PAID ON 0E/08/2008 1 6,689.16 6,689.16 0.00 187.30- 0.00 18.73- 6,483.13 6,483.13

Select Time Period — Select a specific month and/or Year. Once selected, click the Change Period button.

To print your invoice, select the Printer Friendly Version link. The invoice previews on the screen. (See
page 14.)

If managing multiple payee locations, you may click the selection arrow and choose a specific location. The
information on the page will update automatically.

If the invoice ranges over multiple pages, click < Previous or Next > to view additional information.

E Number of Transactions — Displays the number of transactions within the submission. To list the individual
transactions, click the link. (See page 7.)

F Net Amount — Displays the actual amount of the payment after all deductions and other adjustments have been
processed. To view the Pricing Summary at the submission and payment level, click the link. (See page 7.)

Displays the date the transactions were paid. Click the link to view a payment summary breakout by transaction
type: Submissions, Chargebacks, Adjustments and Other Fees. (See page 8.)

From the navigation bar, choose from the following links:

o Account Main — Return to the home page. Throughout the site, you will notice that this link identifies where
you originally navigated from. Just click the link to return back.

o Choose Tax Invoice Criteria — Streamline your results.

o Help —Provides assistance with the information currently displayed. This feature is available throughout the
site.

Note: If you prefer to analyse your payment data using Microsoft Excel or your own accounting software, use the
Export Reports link located on the home page. (See page 11.)



Export Reports

The Export Reports feature allows you to download your payment data to your PC for use with your spreadsheet or
financial management application. There are three file formats to choose from; each will be outlined in this topic.

Note: This feature is only available for payee accounts enrolled in OMS.

From the home page, or the left navigation menu, click Export Reports.

If you have multiple payee locations enrolled, a criteria selection page appears. From here, you can streamline your
results by choosing a date range for one or more locations.

b
= -
@ American Express &
GET STARTED... VIEW EXPORT REPORTS - CHOOSE EXPORTREPORTS CRITERIA
Account Main MY COMPANY - ACCOUNT NO. 1234567890 e T
PAYMENTS Select Dats Range S
Select Use Custom Dates: (Flzasz szlect 2 datz rangs of up to 25 days to visw.) £
Views Statements Timeframe OR
R [curentorm T ])  sisrtoste [07/0672009 v Daie [5T/08/2009 | '2]

Select Accounts

Export Reports . ; .
Please select the account and locatiens(s) you would like to view

SUBMISSIONS OEI [ 1234567830 MY COMPANY
[T 1234567591 M COMPANY LEVEL 1 ekt month

View Pending
Submissions [T 1234567882 MY COMPANY LEVEL 2
[T 1234567893 MY COMPANY LEVEL 3

View Processed

Submissions [T 1234444494 MY COMPANY LEVEL 4
View Location [T 1235558555 MY COMPANY LEVEL 5
Summry Regort [ 1236666666 M COMPANY LEVEL 6

SEARCH [T 1237777777 M COMPANY LEVEL 9

[T 1238888888 MY COMPANY LEVEL 10
Search
[T 1230999009 MY COMPANY LEVEL 11

DISPUTES ‘:' ¥ VIEW EXPORT REPORTS

Search
Digputes/Chargebacks

MY COMPANY - ACCOUNT NO. 1234567890

1 Select a predefined timeframe. You may choose Current Month, Current Week, Last Month, Last Week or Today.

2 Rather than choosing a predefined timeframe, you may select a custom date range. Choose to view your data in
35-day increments, as far back as 13 months. Use the calendar icons to select Start and End dates. From each of
the calendars, choose previous month to move back a month, and next month to move forward a month.

Select the account and location(s) you would like to view. Click ! to expand the list.
Click View Export Reports. The exporting instructions appear.
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GET STARTED.. EXPORTING INSTRUCTIONS
Account Main EXPORTING OPTIONS Choose Export Reports Criteria | File Format Help
PAYMENTS Select Date Range
View Statements S.EIECt OR Use Custom Dates: [Please select a date range of up to 35 days to view.]
Timeframe

o i [CurrentMonth = start Date [01/08/2009 jeznunate 30009/2009 |

Expert Reports
' Fie with Headers Format
SUBMISSIONS Q
Statement Layout (comma delimited)
View Pending ; )
e 0 Detailed Layout without headers [Maximum Date Range: 7 days, Default Date Range: 1 day]

EXPORTING INSTRUCTIONS Help
Wiew Processed You may want to print these instructions for reference before continuing

Submissions

“You have selected to EXPORT your data into a workable file format. After reading these instructions, click the CONTINUE butten at the bettem of the

View i
Uz WL screen and continue with the EXPORTING process

Summary Report

When you click the CONTINUE butten at the bottom of this page, a selection screen will appear. You will be given twe options:

SEARCH
Search "OPEN IT"
If this option is selected, your browser will attempt te open the export file into the associated financial management or spreadsheet software.
(The file as=seciation is set by your financial or spre software in Windows. )
DISPUTES
"SAVEIT TO DISK"
If thie option i selected, your browser wil bring up a “file eave’ menu and allew you to save to an area of your choice for future uge. This
Search ’ allows for the man ening of the through your financial management or zpreadshest software.
Disputes/Chargebacks MOTE: Don't forget where vou placed the file and what it was named
ACCOUNT
INFORMATION "ALWAYS ASK BEFORE OPENING FILE TYPE" - Check Box:
This CHECK BOX is checked by default. This CHECK BOX forces the browser te check with you before making the decizion to open thiz file
Update our Email type. If you UN-CHECK thiz CHECK BOX, the brewser will autematically open the file into its associated application and yeu will then have to

Contact Information save the file from the application.

ggﬁargiins:r.\ca TO SAVE THIS STATEMENT AS A HTRL FILE a= you are viewing the on-screen version, select "Save As” which iz lecated in the “File” option of
yeur Web Browser Menu. Type in the File Name you wish to save the file under and select Web page (*.htm, *html) as the format.

® Computer heut an associated application te the EXPORT file type will not get the selection screen to OPEN IT or SAVE TO DISK. The file wil be
sent to the browser screen and wil open in the comma separated values file unformatted. Mow you can =ave the file and epen t inte your financial
management or spreads oftware.,

® These instructions are specific to your browser and if you change browsers, please re-read the instructions pertaining to the new browser.

e » CONTINUE

FAQs For Payments

Wiew Terms &
Conditions

HELP

1 Select a predefined timeframe. You may choose Current Month, Current Week, Last Month, Last Week or Today.

2 Rather than choosing a predefined timeframe, you may select a custom date range.

3 If managing multiple payee locations, click the selection arrow and choose the location that you want to view.
The information on the page will update automatically.

4 Choose the file format from the three listed.
o File with Headers Format — Most commonly used when opening the file using Microsoft Excel.

o Statement Layout (comma delimited) — Choose this file format when opening the file using multiple
spreadsheet and database applications.

o Detailed Layout without headers — Due to the amount of detail, the date range must not exceed 7 days.

5 Click Continue. The download process begins.



& To help prakect your security, Internet Explorer blocked this site from downloading Files ta your computer, Click here For aptions. ..

Site Directon on Out

More information

6 For security measures, Internet Explorer may block your PC from automatically downloading files. If so, a
message will appear at the top of the web page. Move your pointer to the yellow information bar and right-click
your mouse. From the drop-down menu, select Download File.

File Download x|

Do you want to open or save this file?

ﬁ‘ Mame: paymentstatement.csy
T ol
4

Type: Microsoft Offics Excsl Comma Separatsd Yalues File

From: w209, americanexpress.com

Oﬂpen | save |[ cancel |

‘--"\ Wwhile files from the Intemet can be useful, some files can potentially
\a) harm your computer. If you da not trust the source. do not open or
= save this file, What's the isk?

7 AFile Download screen appears. Choose one of the following options:

o Open— Your browser will attempt to open the file in the associated spreadsheet or financial management
application set by Windows. In most cases, this is Microsoft Excel.

o Save — Your browser will display a File Save menu. You may save the file to an area of your choice for future
use. By saving the file, you can manually open it using your spreadsheet or financial management

application.

o Cancel — Do not open or save the file, and cancel out of the export procedure.



Print Statements
1 With the statement currently in view, click the Printer Friendly Version link.

Eracr o]

il American Express &

STATEMENT OF DIRECT CREDITPAYMENTS

Select Date Range

Select Timeframe OR Use Custom Dates: (Flzsss s=lzct s dat= range of Up to 28 deys to visw )
Current Month strtDate [07/09/2009 ||  enaoate [30/09/2008 ||
oPrimEr Friendly Version | Export Generated: 19 September, 2009 at 02:37:43 AEST
Payee Location: 123456 7890 MY COMPANY Settlement Address: LEVEL2 - MAIN BUILDING
123 ANY STREET
NEWTOR AUCKLAND
Bank Sort Code: 123-004 Seftlement Account¥: 123456789
DETAILS SUBMISSION NUMBER OF GROSS ‘;";rs g;);.? DISCOUNT FEE GST HET TOTAL
HearTImee R
DATE TRA AmOUNT AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT BANKED
Statement of Direct Credit Payments American Express International (New Zealand), Inc.
PO Box 4008, Auckland, New Zealand
Telephone: 0800 800 855
Establishment GST Registration No. 88-746-671
Services
Date Range: 01/08/2009 - 30/09/2009 » Close Window
Generated: 23 September, 2009 at 03:57:37 AEST = Prim e
Payee Location: 1234567890 MY COMPANY Seftlement Address:  LEVEL2 - MAIN BUILDING
123 ANY STREET
HEVT O AUCKLAND
Bank Sort Cede: 123-004 Settlement Account® 123456759
TS SUBMISSION NUMBER OF GROSS GI:?-STS g;ﬁ DISCOUNT FEE GST NET TOTAL
DATE TRANSACTIONS AMOUNT O P o AMOUNT AMOUNT  AMOUNT AMOUNT BANKED
1234567390 MY COMPANY Location Id
50C 030801 01/082008 z 2,142.00 2142.00 0.00 59.98- 0.00 6.00- 2,076.02
TOTAL 2 2,142.00 2,142.00 0.00 59.98- 0.00 8.00- 2,078.02 2,076.02
TRANSACTIONS PAID ON 02/08/2009 z Z,142.00 2142.00 0.00 59.98- 0.00 6.00- 2,076.02 2,076.02
1234567390 MY COMPANY Location Id
S0C 090905 05/09/2009 1 6,689.18 6,889.18 0.00 187.20- 0.00 1873 548212
TOTAL 1 6,689.18 6,688.16 0.00 167.20- oo 18.73- 6,482.12 6,482.13
TRANSACTIONS PAID ON 06/08/2008 1 6,889.18 6,889.18 0.00 167.30- 0.00 1873 6,483.13 6,483.13
1234567390 MY COMPANY Location Id
50C 030808 08/082008 1 4,335.00 4,335.00 0.00 121.38- 0.00 12142 £.201.48
TOTAL 1 4,335.00 4,335.00 0.00 121.38- 0.00 1214~ 2201.48 £201.48
TRANSACTIONS PAID ON 09/08/2009 1 4,335.00 4,335.00 0.00 121.28- 0.00 12.14- £201.46 4,201.48

3 The Windows Print dialog box appears. Click Print again.
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View Submissions

Pending Submissions

Pending Submissions displays detailed information about payments before they are credited to your bank account.
The ability to track submissions will give you a clear idea when funds will reach your bank account and allow you to
reconcile against future payments.

From the home page, or left navigation menu, click View Pending Submissions.

If you have multiple payee locations enrolled, a criteria selection page appears. From here, you can streamline your
results by choosing a date range for one or more locations.

= -
® American Express &
EETSRIAR VIEW PENDING SUBMISSIONS - CHOOSE PENDING SUBMISSION CRITERIA
Select a Date: x
Account Main MY COMPANY - ACCOUNT NO. 1234567890 S RO
PAYMENTS Select Date Range - FE= - 2
R 1
W Select Timeframe OR Use Custom Dates: [Fles:= s=lect s dats rangs of up to 28 days to view.) 2 25 26
Current Day v'o Start Date [28/09/2009 | TT]mmmeno Date 28/08/2008 | T} 9 D>
o [ October 2008 ]
TR TR Select Accounts T LI
EXpUI‘t HEDUHS Please select the account and locationz(2) yvou would like to view.
[ 1234567800 MY COMPAAY \
hillesne 0| » VIEW PENDING SUBMISSIONS
next month
View Pending

Submissions

MY COMPANY - ACCOUNT NO. 1234567890

1 Select a predefined timeframe. You may choose Current Day, Next Day, Next Week or Next Month.

2 Rather than choosing a predefined timeframe, you may select a custom date range. Choose to view your data in
35-day increments, as far back as 13 months. Use the calendar icons to select Start and End dates. From each of
the calendars, choose previous month to move back a month, and next menth to move forward a month.

Select the account and location(s) you would like to view. Click 2 to expand the list.
Click View Pending Submissions. The View Pending Submissions report appears.



il American Express &

GET STARTED...

Account Main

PAYMENTS

View Statements

Tax Invoices

Export Reportz

VIEW PENDING SUBMISSIONS

MY COMPANY - ACCOUNT NO. 1234567890

Select Date Range

Select Timeframe

curemDay ()

OR Use Custom Dates: (Flea:= s=lect = dste rangs of up to 25 days to view )

Start Date |23/08/2009 j@ﬁndnate 28/03/2008 | ]
(D)

Choose Pending Submissions Criteria | Help

b CHANGE DATES

Generated: 23 September, 2009 at 03:45:49 AEST

SUBMISSIONS
Submission Submission Submission Processed Gross Debit Gross Credit Payment Humber Of
Wiew Pending Number Date » Amount Amount Amount Amount Date Transactions
Submissions
1234567890 MY COMPANY
View Processed 50822 22/09/2009 1,168.00 1,188.00 1,168.00 0.00 25/09/200% 9 1
80821 21/0842008 S27.08 527.08 718.00 180.82- 24/08/200% s
T e Click on Number Of Transactions to view tranzaction details £
Summary Report

SEARCH

Choose Pending Submissions Criteria | Help

Search MY COMPANY - ACCOUNT NO. 1234567890

A Select Time Period — Select a predefined timeframe. From the selection menu, you can choose Current Day, Next
Day, Next Week and Next Month.

B Use Custom Dates — Rather than choosing a predefined timeframe, you may select a custom date range. Once
selected, click the Change Dates button.

C If managing multiple payee locations, you may click the selection arrow and choose a specific location. The
information on the page will update automatically.

D If the list ranges over multiple pages, click < Previous or Next > to view additional information.

E Number of Transactions — Displays the number of transactions within the submission. To list the individual
transactions, click the link. (See page 7.)

Note: Use your web browser to print the report.



Processed Submissions

Processed Submissions allows you to track submissions which have contributed to a past or current payment. You
can drill down to view the pricing summary associated with each payment, and list the individual transactions.

From the home page, or left navigation menu, click View Processed Submissions.

If you have multiple payee locations enrolled, a criteria selection page appears. From here, you can streamline your
results by choosing a date range for one or more locations.

ARAERICAN]

S -
@ American Express &
EETHRLITE VIEW PROCESSED SUBMISSIONS - CHOOSE PROCESSED SUBMISSION CRITERIA Select 2 Dat x
lecta Date:
. B ke = previous month
Account Main MY COMPANY - ACCOUNT NO. 1234567890 _
Su Mo Tu We Th Fr Sa
12 3 45
PAYMENTS Select Date Range
o Select Timeframe oRrR Use Customn Dates: (Flease sslect = dste rangs of up to 35 days to visw)
view
o . e e |
CurrentMonth ZJE)) StartDate [01/09/2009 | T Jommm End Date [30/0972009 | '2)]
Tax Invoices Select Accounts
Export Reports Pleaze =elect the account and locationz(z) you would like to view.
3 [T 1234567890 My COMPANY - al
SUBMISSIONS 0 VIEW PROCESSED SUBMISSIONS T
“iew Pending

Submissions

MY COMPANY - ACCOUNT NO. 1234567890

1 Select a predefined timeframe. You may choose Last Week, Current Week, Current Month or Last Month.

2 Rather than choosing a predefined timeframe, you may select a custom date range. Choose to view your data in
35-day increments, as far back as 13 months. Use the calendar icons to select Start and End dates. From each of
the calendars, choose previous month to move back a month, and next month to move forward a month.

Select the account and location(s) you would like to view. Click & to expand the list.
Click View Processed Submissions. The View Processed Submissions report appears.



il American Express &

EET SR VIEW PROCESSED SUBMISSIONS

Account Main MY COMPANY - ACCOUNT NO. 1234567890 Choose Processed Submissions Criteria | Help

PAYMENTS Select Date Range

View Statements

. [Curertmonn ) stertDate [07/08/2009

Export Reports

Select Timeframe OR Use Custom Dates: (Fleass 3=
—"3 ene Date 300872008 ]

zrated: 23 September, 2009 at 04:02:10 AEST

lect & date range of up to 25 days to view.)

SUBMISSIONS m

T Submission | Submission Submission Processed Gross Debit Gross Credit Payment Humber Of
rending Number Date = Amount Amount Amount Amount Date Transactions
123@190 MY COMPANY 0
View Processed [ . |
e 90922 221092009 1.836.00 1,836.00 1,838.00 0.00 | 23/09/2009 1
20921 21/09/2009 5,200.76 5200.76 520076 0.00 | 22082009 1
View Location
e 90918 18/09/2009 3,366.00 3,366.00 3,366.00 0.00 | 19/09/2009 1
90914 16/09/2009 £,100.00 5,100.00 5,100.00 000 | 17/03/2009 1
SEARCH
90915 15/09/2009 661.98 661.98 561.98 0.00 | 15/09/2009 1
Search 90912 12/09/2009 663.00 653.00 563.00 0.00 | 13082009 2
90911 11/09/2009 661.98 651.98 561.98 0.00 | 12/09/2009 1
DISPUTES
90908 08/09/2009 433500 433500 £335.00 0.00 | 09/09/2009 1
Search 90905 05/09/2009 5,680.16 5,689.16 5,680.16 0.00 | 05/09/2009 1
Disputes/Chargebacks
20901 01/09/2009 2,142.00 2142.00 214200 000 | 02/08/2009 z
e o Click on Number Of Transactions to view transaction details. =3

Update Your Email

Contact Information

A

MY COMPANY - ACCOUNT NO. 1234567890 Choose Processed Submissions Criteria | Help

Select Time Period — Select a predefined timeframe. From the selection menu, you can choose Last Week,
Current Week, Current Month or Last Month.

Use Custom Dates — Rather than choosing a predefined timeframe, you may select a custom date range. Once
selected, click the Change Dates button.

If managing multiple payee locations, you may click the selection arrow and choose a specific location. The
information on the page will update automatically.

If the list ranges over multiple pages, click < Previous or Next > to view additional information.

Submission Number — Displays the reference number (or Summary of Charge) that identifies the batch that was
sent to American Express for processing. To view the individual Pricing Summary associated with each
submission, click the link. (See page 7.)

Number of Transactions — Displays the number of transactions within the submission. To list the individual
transactions, click the link. (See page 7.)

Note: Use your web browser to print the report.



Location Summary Report

This report provides high level information, instead of the detailed information that is shown on your statement of
payments discussed on page 5. It is especially useful if you are the payee account for other locations, as it provides
easy to read comparative data for all the submitting locations.

Note: This report is only available to payee accounts enrolled in OMS.

From the home page, or left navigation menu, click View Location Summary Report.

If you have multiple payee locations enrolled, a criteria selection page appears. From here, you can streamline your
results by choosing a date range for one or more locations.

il American Express &

CETELLIEL VIEW LOCATION SUMMARY - CHOOSE LOCATION SUMMARY CRITERIA i x
lecta Date:
Account Main MY COMPANY - ACCOUNT NO. 1234567690
12 32 43¢8
PAYMENT 3 Select Date Range 6 7 & 2
" s Select Timeframe OR Use Custom Dates: (Plesse select s date range of up to 25 days to view ) 5 =
Vigw 2
Current Monmjo Start Date [01/09/2009 || ] meummEnd Date [30/05/2008 | T} 9 p
TEETER Select Accounts
Export Reports Pleaze gelect the account and locations(zg) you would ke to view
e [T 1234567890 MY COMPANY
SUBMISSIONS

o b VIEW LOCATION SUMMARY next manth
View Pending
Submizzions

MY COMPANY - ACCOUNT NO. 1234567890

1 Select a predefined timeframe. You may choose Last Week, Current Week, Current Month or Last Month.

2 Rather than choosing a predefined timeframe, you may select a custom date range. Choose to view your data in
35-day increments, as far back as 13 months. Use the calendar icons to select Start and End dates. From each of
the calendars, choose previous month to move back a month, and next month to move forward a month.

Select the account and location(s) you would like to view. Click 2 to expand the list.
Click View Location Summary. The View Location Summary appears.
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Milli American Express &

GET STARTED...

VIEW LOCATION SUMMARY

Account Main MY COMPANY - ACCOUNT NO. 1234567890

) Choose Location Criteria | Help

PAYMENTS Select Date Range

View Statements Select Timeframe OR

Current Month = Q

Exgon@

Use Custom Dates: (Flesss s=l=ct = dste rangs of uo to 25 days to view )

start Date [171/09/2009 :(@Enunme 30/09/2009 |

Generated: 23 September, 2009 at 04:05:06 AEST

Tax Invoices

Export Reports

SUBMISSIONS

Payee Name Merchant Number HNo. of Summaries HNo. of Transactions -~
View Pending
Submissions W COMPANY 1234567890 10 12
. Gross Debit Gross Credit Discount
Vleu_Prqcesseu Transaction Type Gross Amount s T e Fee Amount GST Amount Net Amount
Total Submissions 31,664.88 31,664.88 0.00 886.63- 0.00 88.67- 30,689.58
View Location
Summary Report Total Chargebacks 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total Adjustments 0.00 0.00 0.00 0.00 0.00 0.00 0.00
SEARCH
Total Other Fees 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Search Grand Total 31,664.88 31,664.88 0.00 886.63- 0.00 88.67- 30,689.58 v
DISPUTES G
Submitter Hame: Merchant Number Ho. of Summaries Ho. of Transactions
Search A
Digputes/Chargebacks 'y COMPANY LEVEL A1 12345678390 10 12
SRR Transaction Type Gross Amount | ©r0ss Debit | Gross Credit | Discount Fee Amount | GSTAmount | NetAmount
Amount Amount Amount
INFORMATION
Submissions 31,664.88 31664.88 0.00 886.63- 0.00 88.67- 30,689.58
Update ¥our Emai Chargebacks 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Contact Information
Adjustments 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Change Service
Selections OtherFees 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 31,664.88 31664.88 0.00 886.63- 0.00 88.67- 30,689.58
View Terms &
v

Conditions

MY COMPANY - ACCOUNT NO. 1234567890

Choose Location Criteria | Help

A Select Timeframe — Select a predefined timeframe. Choose Last Week, Current Week, Current Month or Last

Month.

B Use Custom Dates — Rather than choosing a predefined timeframe, you may select a custom date range. Once
selected, click the Change Dates button.

C If you prefer to analyse your statement using Microsoft Excel or your own accounting software, select the
Export link. (See page 11.)

D If managing multiple payee locations, click the selection arrow and choose the location that you want to view.
The information on the page will update automatically.

E The summary provides a breakout by transaction type for the Merchant who submitted transactions to American
Express for payment. This may be a head office account or central location that receives payments for its

affiliates.

F From the navigation bar, choose from the following links:

o Choose Location Criteria — Streamline your results.

o Help — Provides assistance with the information currently displayed.

Note: Use your browser’s print button to print the report.



Search

Whether you're looking for a specific payment or simply need a list of all transactions during a specific date range,
you can set up the search however you like.

Note: This feature is only available to payee accounts enrolled in OMS.

1 From the home page, or the left navigation menu, click Search.

P e .
1 o American Express &

GET STARTED...

Account Main

PAYMENTS

View

SEARCH

MY COMPANY - ACCOUNT NO. 1234567890

Vhat to esarch for: | Payments ~ 9

Tax Inveices

Export Reports

SUBMISSIONS

View Pending
Submissions

View Processed
Submissions

View Location
Summary Report

SEARCH

Search

Select Date Range

Use Custom Dates: (Please select a date range of up to 35 days to view.)

Select a Date: x
previous month

September 2009

Su Mo Tu We Th Fr Sa

Start Date |01/09/2009 j—End Date |30/09/2009 j

3

Additional Search Criteria

Amount Range o From I To

Select Accounts

Please select the account and locations(s) you would like to view

6 ™ 1234567550 MY COMPANY

MY COMPANY - ACCOUNT NO. 1234567890

2 Choose what to search for from the following:

or  Actual Amount;

next month

o Payments — This selection is especially useful if you need to quickly reconcile a specific payment against
your bank statement, or drill down to view more details, i.e. the payment or pricing summary.

o Submissions — Provides details on each individual submission within the overall payment, if any. For each

item, the gross amount is provided so that you can reconcile back to the amounts you submitted to American
Express. The Submission Number (or Summary of Charge reference number), is also provided to aid your
reconciliation.

Adjustments — Financial entries to your account applied by American Express. These can be debit or credit
transactions.

Chargebacks — Debit adjustments to your account when a Cardmember disputes a charge. On this screen,
full details are provided on each chargeback, including gross amount, service fee, net amount, and the
reason for the chargeback. Included is the reference number that is quoted on any correspondence that
American Express may send to you in relation to the chargeback.

Transactions — Lists each individual transaction within the overall batch (Summary of Charge). For each
transaction, the gross amount is provided so that you can reconcile back to the amounts you submitted to
American Express. The reference number and the last six digits of the American Express Card number are
also provided to aid your reconciliation.



o Direct Debit — If applicable, view debit information for all locations for which you are paid. From the search
results, you can see the date that the amount is scheduled to be debited from your bank account. To review
more details specific to a debit entry, select the Collection Date link.

3 Choose to view your data in 35-day increments, as far back as 13 months. Use the calendar icons to select Start
and End dates. From each of the calendars, choose previous month to move back a month, and next month to
move forward a month.

4 Enter additional search criteria — Enter an amount range, or an actual amount.

5 If you have multiple payee locations enrolled, select the account and location(s) you would like to view. Click
to expand the list.

6 Click Search.



Account Information

OMS provides tools for updating your merchant account online — 24 hours a day. Changes to your merchant account
may become necessary as your business grows and new locations are added.

Managing your merchant account information for a specific location includes:

A Update your email contact | gy
information — Keep your il American Express &

email addresses current. ACCOUNTMAIN
MY COMPANY — 12345678390
(See page 24.)
PAYMENTS eaa [ oiseues FAQ
View your statements Hew Disputes 85
B Change your password, el S Eor e
(See age 25) Export Reports Chargeb
page 2o.
Search for disputes or chargebacks
c Change Serwce Selec“ons Learn More about how to minimise Cardmember disputes
E | | . search For more information on managing dputes contact your loca
- nro Or Un-enro |n ;;:rrgc:h:acrtp;azrm;i:;;sjilér’vtﬂssluns.transaﬁlluns.ai]ustm.nts VF-\r.‘jr;C'annr:Eérnvn\cgn%.;;r;b.t,\..nS.Uamfc.UUpmMunﬂa‘, to
Payments Reconciliation, vt e Gute
Automated BatCh Other Merchant Services Information
. . N tnser on American Exoress Termingl
SmeISSIOnS and DISpU’[GS Q Update your email contact information Free Promotional Materials
Benefts of Acceotance

(See page 26.)

iews Terms & Conditions

D View Terms & Conditions 8
— Whenever you make @ e
changes to your service Glip
selections, you will need
to review and accept the terms and conditions for Online Merchant Services. (See page 27.)

E Enterprise Incident Response Program — Provides a form that can be used to report a data compromise.
E-mail the completed information to American Express Enterprise Incident Response Program (EIRP) at
EIRP@aexp.com. Move your mouse pointer over the link to see more information about this program.

F Learn more — A list of Frequently Asked Questions will appear. From here you can learn how to view data for
multiple locations using one User ID and password. To find out where to get additional online assistance using
OMS Payments, see page 28.

You should be aware that American Express deposits your payments directly into your bank account. If you need to
update your bank account information, you will need to contact the Merchant Service Centre. (See page 29.) As an
added security measure for your sensitive information, this service is not available online.



mailto:EIRP@aexp.com�

Update your email contact information

It is important to keep your email addresses current to ensure you continue to receive important information about
your account, and any upcoming improvements to OMS.

1 From the Account Information box on the OMS home page, click Update your email contact information.

(114

UPDATE EMAIL CONTACT INFORMATION

MY COMPANY - ACCOUNT NO. 1234567890

These are the contact detaile that we have on file for you

'CURRENT INFORMATION

Contact Name Amex Trainer
‘Web site address(URL)

OMS Email address tester@aexp.com
Disputes Email address tester@asxp.com
Marketing Email address tester@aexp.com
Servicing Emall address tester@asxp.com
Telephone number 123455788012 ext:

‘We may send you email messages with important information about your account and offers that may be suited to your needs. Please visit the
Email Preferences page to review or change your email choices, or read the American Express Privacy Statement for mare detaile

To edit status of your details below, simply click in the relevant field, enter your new details and process "submit' to update your information.

Web site address(URL) | £.5 W\ AMENCANEXpress.com. au
So that you can receive important information about your OWS
0MS Email address [iester@aesp.com Account, A

ican Exprass may continue to send you email notices

wihen necessary
So that you receive important information abeut your Online Disputes
Disputes Email address  [tester@aexp.com Account, American Exprese will send you an email notice when

necessary.

If you no lenger wigh to receive a notification via email for thiz
service select the tick box provided Select this option only if you
wiil to check this site at least once a week to ensure you
receive timely advice on updates

Do you wish to Opt Out of
Receiving Dispute Email [~
Hotifications?

Marketing Email address  [tester@aexp com

So that you can receive important customer service information,

Servicing Email address |lester@aexp.com American Express may continue to send you email notices when
necessary.

Telephone number 123455788012 Extension number
X CANCEL e b SAVE SETTINGS

2 From the lower portion of the page, you may update one or more of the following:

o Web site address — This is your company’s Web site address, if you have one.

o OMS Email address — American Express requires an email address to forward emails to help us service your
account, and inform you of the latest services and offers.

o Disputes Email address — If enrolled in the OMS Disputes service, enter an email address and receive
dispute/chargeback notifications from American Express.

o Do you wish to Opt Out of Receiving Dispute Email Notifications? Select this option if you no longer wish to
receive Dispute Email Notifications, and are prepared to check the site at least once a week. Opting out of
email notifications does not mean that you will start receiving paper letters.

o Marketing Email address — Receive marketing messages from American Express.
o Servicing Email address — Receive customer service information from American Express.

o Telephone number and extension.

3 Once the updates are complete, click Save Settings. You will receive a confirmation.



Change your password

If your password is compromised, complete the following steps.

1 From the Account Information box on the OMS home page, click Change your password.

O P
-

il American Express

Change Your Password
8 Current or Temporary Password

Create New Password
‘Your Password must contain

& B to 8 characters - at least one letter and one number

& nospaces of special characters (e.g, &, >, 7 §, @)
Re-enter New Password

|9 Submit M

2 Enter the following:
o Current password. Press TAB.
o New password. Press TAB.
o New password again.

3 Click Submit.

Home | Personal | Small Business | Merchants | Comporstions Cust e | Site Directory

Sracrican]
Pz

@ American Express

You Have Successfully Changed Your Password

Please record your new Password.

The User ID and Password you have can only be used to access the Online Merchant Senices area on
americanexpress.co.nz.

Please click "Continue” to return to American Express Online Merchant Services

HEED,
0 Continue >> HEED

4 Click Continue to return to the OMS home page.




Change your service selections

Use this feature to enrol or un-enrol in the various OMS services: Payment Reconciliation, Automated Batch
Submissions and Disputes.

1 From the Account Information box on the OMS home page, click Change Service Selections.

@/ cHance Your service

MY COMPANY - ACCOUNT NO. 1234567890

Please aclect Merchant services you would like to enrol in.

Services Select Special Note

I . _ _ By Selecting this service, you opt to receive your
Payment Reconcilation we ~ payment & submission information ONLINE ONLY
=

Automated Batch Submissions LearnMore Need separate User ID/ Password
Disputes Learnore =
Dizputes Email Address 9 lesler@aexp com was specially designed fo

. multiple locations. Enhancer

capability to make the sery arge:
merchants with multiple locations will be implemented
on a future release.

0\ » CONTINUE | [» RESET | [ % CANGEL

2 Choose from the following services:
o Payment Reconciliation — Track payments and submissions, and reconcile your financial data.

o Automated Batch Submissions — Submit your batched transactions electronically using Automated Batch
Submissions. (Additional steps are outlined during the enrolment confirmation.)

o Disputes —Receive and respond to customer disputes online.

3 Disputes Email Address — Enter the email address you wish to receive dispute/chargeback natifications. (This is
a mandatory field if enrolling in Disputes.)

4 Click to Continue, Reset or Cancel the update.



View the terms and conditions

Prior to using OMS, or changing your options, we recommend you view the American Express Online Merchant

Services terms and conditions.

1 From the Account Information box
on the OMS home page, click View
Terms & Conditions.

2 Review the content. Scroll down to
see additional information, and click
Continue to return to the home

page.

1

]

td

American Express &

to

TERMS AND CONDITIONS

TERMS5 AND CONDITIONS FOR ENROLLING 1N AMERICAN EXPRESS® ONLINE MERCHANT SERVICES (OMS)
This service from American Expres

will enable you to access your Account information securely over the internat, at any time. ou wil be abls

Access and print your American Express financial statements

Review your American Express submissions and payments as soon as they have been deposited to your Account

Print GST compliant tax invoices to support your input tax claim for GST charged by American Express. Note: Financial statements, Tax
Invoices and online information are available for data up to 13 months old.

Respond to Disputes online and view chargeback details

* Access Automated Batch Submigsions (ABS) information

anl
loc:

If tH)

proj
the]
Mer
pre]

~hd
ser|

prof

MEMBERSHIP REWIARDS® DIRECT TICKET

lMemiership Rewards direct ticket is avaiable through Online Merchant Services to approved Holiday Shoppe Travel Agents and is subject to
separate Terms and Conditions for Membership Rewards direct ticket, in addition to the Terms and Conditions for Online Merchant Services. By
accessing Membership Rewards direct ticket through Online Merchant Services, | confirm that | have read and accept the Terms and Conditions
for Membership Rewards direct ticket

Automated Batch Submiasion (ABS) iz available through Online Merchant Services to approved American Express Merchants and is subjectto a
separate Electronic Submission Agreement for ABS, in addition to the Terms and Conditions for Online Merchant Services. By accessing ABS
through Online Merchant Services, | confirm that | have read and accept the Electronic Submission Agreement for ABS.

ENROLMENT

To complete the enrolment process, we wil need the follewing:

American Express Merchant Numberig)
Telej € Number

BSB /Bank/ Branch ID

Bank Account Number (of the account where we make payment to you)
Email Address

Contact Name

Vet Site Address URL - if you have one of these.

PERSONAL DATA PROTECTION

In the interests o keeping persenal data securs
to your persenal or corperate American Expres:

we strongly recommend that a different USER ID is used if you wish to enrol for online access
card data in the future.

SECURITY
To ensure security of your data, you wil be asked o create an D and password =o that only you can access your merchant information

You will be responsible for all account maintenance and other activity conducted with your password. By obtaining access into the
Online Merchant Services system, you the merchant acknowledge that you are liable for all actions made using this User ID, whether the actions
are by you or by others using the =ame User ID. You the merchant understand that your liability will continue until such time as the User ID andior
Password is discontinued or i changed and no longer known o you

To cancel your enrolment with American Express Online Merchant Services, you must call your local American Exprezs office. Canceling
your internet service provider (ISP) account does not automatically cancel your enrolment within this service.

For more information, call Merchant Services on the following number:

Call 0 200 800 855 between &:30am - §:00pm Monday to Friday.

@ » CONTINUE




Learn More

From the OMS home page, choose from the following links and receive online assistance with using OMS Payments:

1 FAQs —Review a list of Frequently Asked Questions about OMS Payments. For example: What are the benefits

of reconciling my payments online? Can | produce a Tax Invoice online? How much reconciliation data is
available?

-% American Express (i

ACCOUNT MAIN

MY COMPANY — 12345678590

Bew b miniminy Carmember dazutes

search
ERArEA O GAymEStS, BOSMAARNS. TERKISIGNA. SIuaimests
chargebacis or Srect Seut

NBEG Doutes CIALACT your I6dd
waeh B304 - §008m Uioday %

L4 MOrg Abtet CCEMSING Your SAME MErCRAN BECOUSE Win 808
© and casgwond

2 Learn more — Review additional information. For example: Am | eligible to reconcile payments online? How can |
access all my accounts with one User ID? What if | forgot my User ID?

.% American Express [

STATEMENT OF DIRECT CREDIT PAYMENTS

MY COMPANY . ACCOUNT 0L AbE ) ticia |
Solect Date Nangs
Sedect Teneframe oR Use Custom Dates: Flosse salect » Sale range of uo 2 M dag b= view
!CuugmMom - sudows [01097009 | =]  testew BOD92009 | T [* crwe nares |
1734567890 . MY COMPANY &
Fayee Locaton: 123456 TES 0 WY COMPANY SeTemant Adiess LFVELD . MAN RLLDNG
123 ANY STREET
HBATON ALCHL AN
| ek Sert Cote 120008 Seterend Lccoustl 1 JIERTEY
| GRO3S GRS
£ SO S0 WUMBER OF GROSS Discount 43 G5T T TOTAL
l Rk OATE TRANSACTIONS  AMCRIT M AUGUIT  AIGUNT  AMOGUNT  AMOUIT BANKID
: 123456 TEGD MY COMPANY Lecaten i
00 RSt S1243008 i 24300 ERTHE- [.1.-] LR ase a8, LIRC3
| Totas 2 216200 204200 oo 165 (1] 600 2002 20082
[ TEiascmons eep oo cansante 2 00 aiaw 000 ne oW em  aoem e
| 1ZIASE IO MY COMPANY Lecaten e
: 00 owca0t TR 1 LR A (LRl om TET 3 e i & [T =5 H]
| ToTaL 1 858508 L2 0.00 18730 oo . &483.03 848313
[ 2000 1 seaie esme [ 18738 a0 T sasany s

3 Help—Learn more information about the page currently in view, for example, definition of column headings.



Merchant Service Centre

For any enquiries regarding your OMS Payments service, please call 0 800 800 855 between 8:30am — 5:30pm
Monday to Friday.
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