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Logging in, enrolling and accessing online payments

54 Unted Sttes (Chonge Country)

% 2 MYACCOUNT ) CARDS Y TRAVEL (Y REWARDS I BUSINESS a3 M )
1. Loggingin — Visit americanexpress.com/merchant. If you

3 Merchant Menu

already use a User ID and password to manage your online
Merchant account, enter your details and click ‘Log In.’ °
If you have not yet registered online, click ‘Register now’ and

follow the steps to create a new profile so you can access your
Merchant account online.

@ e

User ID

We're going paperless with your
Card Acceptance Agreement in
October 2016.

It's il via emall and all automatic. Just make sure
we have the right address.

Acceptthe Card
Change password
Wanage payments
Respond to inquiries

More A

@5 E-COMMERCE 3% CUSTOMERS



http://www.americanexpress.com/lacmerchant

Logging in, enrolling and accessing online payments - continued

If you do not have an online account, follow the below steps to enroll 3 Manage Finances

in online payments. Select Online Access Options
2. Registration — after completing steps 1 and 2 on the registration e
page, you will reach the final step: ‘Manage Finances." Click the e B Cpits Marsgero
box next to the ‘View Payments’ option to enroll to manage your By choosing this option you can [ - By Choosing this option you ;
. . . . . . eliminate processing delays can virtually eliminate "no- Make changes to your account
financials online. You will no longer receive paper statements in and phone calls because you reply” chargebacks by handiing information such as store
. . . . have access to data that is our billing disputes online. -
the mail, they will only appear in your online account. Please et ey s oy - ’ b andebiiils

make sure to check your online account regularly. You can also
set up email notifications to alert you when your statement is
ready to view.

3. Account Summary page - after logging into your account (via
step 1) you will land on your Account Summary page. Scroll

down to the Payments section which shows your three most
recent payments from American Express with a breakdown of
the fees and incentives taken before settlement. If you want to
view all your payments information, click ‘See all’ in the left
panel or follow the blue links to various areas of the payments
tool. Clicking on these blue links will give you access to more
detailed information about your submissions, payments and
transactions.

Payments




Payments summary

Understanding your financial information is easy with the
Payments summary table. It's available for all your Settlements,
Submissions, Adjustments & Chargebacks and Transaction Types.

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

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

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

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

4. Adjustments & Chargebacks3 - displays a list of all your
chargebacks and other adjustments that have been applied to
your submissions (details on page 13).

@ Locamions (i

) oare (er1r2016 - er1ar2016)

- I

BEQ ‘ B esrarevent |

+ Expand All
+Total Submissions ¢ 5.442,833.00
+Total Charges © 5.443.554.00
+ Total Credits 72100 Settlements Submissions. Adjustments More .
+Discounts £2132.00 &
+Fees & Incentives ¢ 2.775.00 Chargebacks
Opening Balance -5862.00
Total Settlement Amount °5,437,064.00
ToTaTGro%s Pay DEbAs. Fee 1T 45017 5nd Discount Amount T 37513
) Pending
(2 Posted
* SETTLEMENT DATE ~ | SETTLEMENT NUMBER = TOTAL CHARGES CREDITS SUBMISSION AMOUNT DISCOUNT AMOUNT FEES & INCENTIVES CHARGEBACKS ADJ
+ B8M8/2016 52489400 $19,576.92 §1,488.61 S672.26 354264 $41.60 514061

+ B8M6/2016

+ B8M6/2016

838C4432

949B6873

$4,129.57

$7,678.10

$18,880.50

514,778.51

$312.09

$54571

-$442 52 -$3392

-3213.01 -5$16.33

517284

572057

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




Payments summary -continued

5. Transaction Type — here you can access your Transaction Type
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 this
example it's under ‘Settlements.’ This line will move to indicate
which report you've selected..

Q@ LocaTions ) 9 baTe eisizots - snsizois) L8BkQ | Bemmer |
- 5 )

+Total Submissions 5 5,442,833.00

*+ Total Charges ¢ 5,443,554.00

+Total Credits $ 72100 Settlements Submissions. Adjustments More:

+ Discounts 213200 &

+Fees & ncentives * 277500 Chargebacks

Opening Balance % 862.00 |—|

Total Settlement Amount *5,437,064.00

Total Grass Pay Debits. Fee :* 486.17 and Discount Amount : 37913

@ Pending

@ Posted

+ | serriemestoate - | serremewTmumesr - | ToTAL cHARGEs | crepTs SUBMISSION AMOUNT | DISCOUNT AMOUNT | FEES & INCENTIVES | CHARGEBACKS | ADJf
+ 8/18/2016 52489400 $19,576.92 $1,488.61 $672.26 354264 54160 514061

+ B8M6/2016 838C4432 $4,129.57 $18,880.50 $312.09 -5442.52 -533.92 $172.84

+ 8/16/2016 94986873 $7678.10 $14778.51 354571 -5213.01 -516.33 $72057




Your paid settlements view

The Settlements category is an important area where you will find

details on upcoming and past settlements. For this section, we will i

focus on your paid settlements. Settlement payments are paid based oot P || cotemerts || submssons | scptmarts | v
. . . . + Discounts *2132.00 &

on your submissions (Card transactions taken at your business) Sp—— Chargebacks

Opening Balance -*862.00

minus fees, discount amount! and adjustments2.
Total Settlement Amount °5,437,064.00

jte. Fee: S 42 s37913

1. Settlements — click to view all settlements from American Express ® Pending
to youin one table. You can also download a Settlements report OPosted
from this link.
\es2mns 420400 10570 142901 £7270 204 A160 14061
2. Filter by status — see Settlements that are pending (not yet paid to x
B i <@ Settlement Date & @ Discount Amount & [ Payee Merchant Number <t ] Number of Transactions
you) and those that haVe already been pald USIng the + and - <t settlement Number & ™ Fees & Incentives [ Payee Location ID <[ Opening Debit Balance
buttons. See page 10 for more information on pending payments. Q @ otal Gharges &M Chargobacks
i o 4 M Credits & M Adjustments
3. Settlements table — there are several default columns in the initial B ubrmission Amount & B Settorment Amourt
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. o 000385 3172016 4207420001 F113697411 3766484  F109930927 2215164
4. Addorremovecolumns — gives you the ﬂex|b|||ty to view the + XXXXX974 31712016 4207420002 £19,982.75 <9580 £19,886.95 41265 EE—

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
customize the columns in your paid Settlements view. Just drag
and drop the column titles to change the order in which they appear
in the summary table (columns are ordered left to right). These
preferences will be saved for the next time you log in.

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




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. The list 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 into a CSV,
Excel or PDF file. In this example, which shows the
submissions and transaction level detail, you can download
this transaction list.

9 LocaTions ()

+Total Submissions
+Total Charges
+Total Credits
+Discounts

+Fees & Incentives

Opening Balance

) oaTe @ri2016 - rror2016)

+ Expand A1
©5.442,833.00
*5.443,554.00
* 72100
*2132.00
$2.775.00

- *862.00

Total Settlement Amount °5,437,064.00

Total

< Fay Debits. Fee : £ 48617 and D:

iscount Amount: ¥ 37913

Settlements

eEF. BQ | Bcomoo

Submissions.

Adjustments
&
Chargebacks

More...

@ Pending

@ Posted

SETTLEMENTDATE ~ | SETTLEMENTNUMBER= | TOTAL CHARGES SUEMISSION AMOUNT | DISCOUNT AMOUNT | FEES& INCENTIVES | CHARGEBACKS
+ [8/18/2016 52489400 $19,576.92 51,488.61 $672.26 $54264 54160 314061
+ |8r1612016 838C4432 5412057 $18,880.50 $312.09 -5442.52 -53392 517284
+ |8116/2016 94986873 S767810 $1477851 $545.71 -$213.01 -31633 372057
@ Posted
+ | sermementoate - SETTLEMENT NUMBER ~ TOTAL CHARGES CREDITS SUBMISSION AMOUNT DISCOUNT AMOUNT
- 8182016 52489400 $19,576.92 $1,48861 $672.26 s
Submissions
~  suemmn NUMBER: DISCOUNTAMOUNT  FEES&INCENTVES  TOTALCHARGES  CREDITS  TRANSACT
81212016 7942 7836492780 $18.62 5142 31,190.00 357099 7
811/2016 7485 1043737638 $27.03 $207 $1,286.00 $385.74 6
Transactions
TRANSACTIONDATE | CHARGEAMOUNT” | CHARGE REFERENCENUMBER | CARD NUMBER™. LOCATIONID | MERCHANT ACCOUNTNUMBER ~ | SOC INVOICE NUMBER
8512016 68929  143140474733465 030960263800040 7385 4567385647 7942 s
8212016 59133 545034160041050 176665921770529 7385 4567385647 7942 s
8612016 67925  062790586242743 793892016869043 3435 2163435984 7942 s
< >




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 discount amount. (Scroll right to view.).

Q Locarions ()

4 DaTE (@ini2016 - a9r2016)

s2a8Ba | Bvme |

@

+ Expand A1
+Total Submissions $5,442.633.00
+Total Charges ¢5,443,554.00
+Total Credits t 2100 Settlements Submissions. Adjustments More
+Discounts ®2132.00 &
+Fees & Incentives ¢ 27500 Chargebacks
Opening Balance %8800
Total Settlement Amount °5,437,064.00
Total Gross Pay Debits. Fee :$ 486.17 and Discount Amount :3 379.13
e @F’ending
ESTIMATED SETTLEMENT DATE | PAYEE MERCHANTNUMBER | PAYEELOCATIONID | SUBMITTEDAMOUNT | DISCOUNTAMOUNT | FEES&NCENTIVES | Amexpate | esmmated]
+ 8120/2016 2163435984 3435 $720.96 $11.03 5221 832016
+ 81202016 9564766245 4768 $830.36 56,84 5129 8A52016
+  8/20/2016 7836492780 6492 $712.29 $18.48 5192 8412016




Your Submissions view

Q Locamions (si5) 8 oate @015 -snsn01s) LaBQ ‘ B esmamenent J
This view provides a full list of the submissions you have supplied to _— —e—
American Express for Card transactions that are made in your business. i oomanco
It gives you a clear idea of the total number and dollar amount of T jemeo | Seflemenis | Semees | jdemes e
transactions you've taken. Jremt s taman Chargebacks

Total Settlement Amount $9,653,273.00

Total Grass Pay Debits. Fes : 962,65 and Discount Amaunt : 973

Unlike the Settlements table that displays data at a payment level, the
Submissions table shows data at a submission level. Each line item
represents one submission.

+ | suemssionpate | socmvoicE#v | seTTLEmenTmuMBER | TOTALCHARGES | crEDTS | suemission amount | Discountamount | FEEsENcENTIVES | sETTLEMES

r=vari TIZamn 1. cxaci %7
1. Click Submissions to view all the submissions you have provided to & Submission Date 4@ submission Amount & B Settiement Amount &/ Settlement Date )
American Express. You can also download a Submissions report from 0 @Esocinvoice # 4@ Discount Amount &7 Payee Merchant Number
this link. M settlement Number & M Fees & Incentives M Payee Location ID
4@ Total Charges & & Submitting Merchant Numbe
2. Your Submissions table has been sorted into default columns including: | +HFoews & Submiting Location D

summary of charge (SOC) invoice #1, settlement number?, credits3,
payee Merchant number4, 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 Cardmembers, these are deducted before submitting to American Express.

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

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

6Transaction count = the number of transactions taken in your business that are included in the submission

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




Your Submissions view - continued

4. Downloadinga Submissions report — once the columns are customized

to meet your needs, you can download what you see on the screen to
generate a Submissions report. Simply click on the download icon to
download the Submissions table into a CSV, Excel or PDF file.

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

o

9 Locsmous ss)

2 oare e - ansaey

*
*0.650.47300
* 566053600
‘106300
*25m00
*278100
*se100

Total Settlement Amount

Tote o Py Detits Fee = 952 85 i Discount Aot -*573

*9,653,273.00

117400 5c7Ras

Settlements Submissions

Adjustments &

[spsa (mimar)

Chargebacks

+b B Submission Date

+ B'soc invoice #

i ( Settlement Number
4 M Total Charges

¥ M Crediits

+i» & Submission Amount
1 # Discount Amount.

i M Fees & Incentives

«i» O Settiement Amount

«t» B Payes Merchant Number

i M Payee Location ID

+& B Subrmitting Merchant Number
& B Submitting Location 1D

& & Transaction Count

i & Settiement Date

-
R

Submissions

SUEMSSONDATE | 0GWVOGE S | SETTLEMENTWMGER | TOTAL CAARGES | CREDTS | SUBMA3SONAMOONT | DISCCUNT AMOUNT | FEE3 & WCENTVES | sE7Tcuen awoun

8/12/2016 1594 52489400 $9100 38710 5430 $012 $0.00 sS40

(] >

Transactions

[ T icron o T oo o~ | oo e o | cx o Locanovs | o rccoom women - o o wom ]
8/8/2016 479.42  496853018439322 296515831507209 4562 8494562745 1594 s
8/10/:2016 1330 151565328656190 374035247667946 7385 4567385647 1594 s
8212016 3126 429876332139843 237418711296146 7385 4567385647 1594 S
8/10/2016 7589 712725606443436 248385702138917 6492 7836492780 1594 s
87212016 731.77  507704291801821 657646685377098 7385 4567385647 1594 s

< >




Your Adjustments & Chargebacks view

Adjustments and Chargebacks are deducted from your submission 9 ommmonss 8 enre s orsany e LBBQ [Hooe |
amount before settlement.
N
To navigate your adjustments, use similar actions to those used to Sass i A e (e
. . . ives 278100 Chargebacks
navigate settlements and submissions. Opening Baance Soaoo .

Total Settlement Amount s9,553,273.00

Total Gross Pay Debits. Fee: * 952,65 and Discount Amount=* 9.73

1. Click Adjustments & Chargebacks to view a summary of all your e FEv—
chargebacks, fees, and other adjustments that have been applied to ° o “mmmmw e e e

4567385647 8564768376 4768 543200 8/18/2016 005405 e

your account.
. . 4567385647 8564768376 4768 $936.00 8/18/2016 969033
2. Usethe + and — symbols to expand each category to see information
on adjustments or chargebacks independently.
3. The Adjustments & Chargebacks view first appears with default §rooensien B s v c L8BQ [Bemme |
columns. Use the right scroll arrow to view more data. — e
4. Add,remove or change the order of columns based on what's JTormcreas Gemes | Setllomans suomesions Aeustments vere
relevant to you by using the + symbol. Your column preferences will STt s Jameo cheabacte

be saved and will appear the same way the next time you log in.
Total Settlement Amount  °9,653,273.00

Total Gross Pay Debits. Fes - 952,65 3nd Discount Amount*9.73

@ Adjustments

el © Chargebacks
° T e e e

4567385647 8564768376 4768 52489400 8/18/2016

4567385647 8564768376 4768 52489400 8/18/2016




Your Adjustments & Chargebacks view - continued

5. Eachline itemrepresents a single adjustment or chargeback. The

summary table indicates the settlement number and date so you can
easily reconcile and trace from which submissions/payments the
deductions have been taken.

Y= P — tomaQ
+ Expand Al

+Total Submissions %6,659,473.00

+ Total Charges £ 9,660,536.00

+Total Gredits 106200 Settlements Submissions Adjustments More...

+ Discounts 2,578.00 &

+Fees & Incentives 5278100 Chargebacks

Opening Balance *gai00

——

Total Settlement Amount ‘9,653,273.00

Total Gross Pay Debits. Fee : * 952.65 and Discount Amount - * 3.73

(3 Adjustments

+ || SUBMITTING MERCHANT NUMBER ~ | SUBMITTING LOCATIOND | PAYEE MERCHANT NUMEER '~ | PAYEELOCATION'D | SETTLEMENTAMOUNT~ | SETTLEMENTDATE | cARDMN
4567385647 8564768376 4768 543200 8182016 00540
4567385647 8564768376 4768 5936.00 8/18/2016 96903

+ ExpanaAn

+Total Submissions *smEnaTa0n

+ Total Charges *9,660.536.00

+ Total Credits *1062.00 Settlements Submissions Adjustments More...

*+ Discounts * 2.578.00 &

+Fees & Incentives *378100 Chargebacks

Opening Balance -*sa100

Total Settlement Amount *9,653,273.00

Total Gross Pay Detits. Fee: £ 952 65 and Discount Amount: $9.73

@ Adjustments

( Chargebacks

4567385647 8564768376 4768 52489400 8/18/2016

4567385647 8564768376 4768 52489400 8/18/2016




Transaction Types report

The Transaction Types report helps you to clearly identify the L= SR soBa [Beoo |
different discount rates/amounts charged for various types of
transactions or account structures. o smnssors ::'

+Total Credits “‘"’"LEZ:::: Settlements Submissions Adjustments & More...

+Discounts *2578.00 Chargebacks Transaction Types

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

Total Settlement Amount °9,653,273.00

Total Gross Pay Debits. Fes : *962.66 and Discount Amount -
o7

2. Youcan also add, remove or change the order columns by clicking e T Smseounre T T e e
on the + Sign Regular Submissions $19,402.99 76 $19,516.00  $114.93 558.20 544,62 $12,444)
Regular Submissions' $43.85566 69 $44,198.00 $343.38 $131.56 $100.86 $48611.}
3. Eachlineitemrepresents a different transaction type. The table e Regular Subrmissions’ P sosmn0o Sa610 o s10s2 A

summarizes the number of transactions, The total submission Prepaid Card' $9929363 63 $89476.00  S183.67 $267.88 $205.57 $7,3260

and settlement amounts for each transaction type (each line can
represent numerous submissions and transactions).

4. Clicka line itemto see the full submission list for your N L e [t [ L el L e R
selected type Regular Submissions $19.40299 76 $19516.00 $114.93 $56.20 S44.62 $ 1244411
X

Group | Individual Settle . | v

by
$377.01 $74896 $62.49 $977.71 6 $20043 735A3149 8/12/2016 $52111
$105.04 $9235  $188.06 $9554 4 $98373 62183320 8/10/2016 $915.54
314362 $91507 $165.83 $757.62 2 $905.48 005A1861 8/14/2016 $768.72

$399.96 $709.11 $501.94 $662.64 9 $666.98 380A9221 8/15/2016 $225.08




Filter by location or date

You can filter your payment information in any of the four key
categories: Settlements, Submissions, Adjustments &Chargebacks
or Transaction Type by location or date ranges. Your financial
information will automatically update on the page based on your
selection.

1. Locationfilter — 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 enroliment. Check or uncheck the
accounts in which you wish to view financials.

The tree structure displays ‘top of chain/head office’ location at the

top, which you can expand by clicking + to browse merchant
locations. The financially active locations are shown in black, and
the non-financially active locations are 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 an account number.

e LY R P——

Lo EBQ | B

e OSubmitter

All Locations (4)

M selectall
Merchant# D

™ 2567385647 7385
M 8404562745 4562

Cancel

R “_




Filter by location or date

3.

Datefilter — click here to filter payment information by date. You
will be able to view 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 month to date,
last three months, last six months, this year or last year. The date
filter tool is based on the settlement date only (which is the date
American Express paid you for your submissions).

o e

i18BQ O

Quick Links. From: 8/1/2016

Todsy ‘ August 2016

su w0 TU we

To: 8/19/2016

August 2016




Download reports

In addition to viewing payments data online, you have the option to
download the data to generate reports.

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

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

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

+Total Submissions
+Total Charges
+Total Credits
+Discounts

+Fees & Incentives
Opening Balance

More...
&
Chargebacks

@ Pending

® Posted

SETTLEMENTNUMBER = | TOTALCHARGES | CREDITS

SUBMISSION AMOUNT | DISCOUNT AMOUNT | FEES& INCENTIVES | CHARGEBACKS | ADJ

& & settiement Date

& M settlement Number
< M Total Charges

M Credits

& M Submission Amount

< M Discount Amount
< MFees & Incentives
< M Chargebacks
< M Adjustments

b MI'settlement Amount

< [ Payee Merchant Number

[ Payee Location ID

<% [0 Number of Transactions

++[J Opening Debit Balance

O

Select Format




Search

Search allows you to find specific settlement, adjustment, . - e bR] B |
chargeback or transaction information. You can narrow the search N
by amount, location or date. - e *
< k.
+ Discounts
1. Clickonthe searchicon, and use the ‘Search within’ drop-down psiny B sts  [przoe [ B e [powe |8
menu to choose which report you wish to search through. ————  Amount Fom | | o
Total Settlq Settlement number
2. The search criteria options will change depending on which report
— @AIl Locations (4/4) (O Selected Locations (4/4) ——————
you choose. @ Pending
] _ _ o -Cam.
m Downloading search information - You can use the search ore ; = : : : | -
function to download a list of transactions for up to seven days. v snamois s2489000 st 5143861 serazs ssine ciis0 s1iost
Select transactions from the ‘Search within’ drop down and enter

a seven-day period from the date selection tool. Continue to set
the amount parameters and click search. All transactions for this
period will appear in the table. Once the data is present in the
table, click the download icon to download the transactions you
see on screen. If a card number is added to the search, it can be
extended to 31 days.




E-statement

In addition to viewing payments data online, you have the option to
download, search or generate an E-statement/ E-invoice.

1. Click onthe E-statement icon.

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 ws) £ oate (812016 - 3192016)

+Total Submissions
+Total Gharges
+Total Credits
+Discounts

Download E-Statement
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+Fees & Incentives [ 1040085052 v
Opening Batance

Type ©MFAS OChargebacks & Adjustments
Total Settlement Amount £ !
Total Gross Pay Denis.Fee :$ 252,63 and Discount

Period ®Meonthly OAnnual
@ Pending

Date [B30r2015 v
© Posted

Format @XLs
+ 8182016 52489400
+ 81612016 838C4432

Download

+ 81612016 94986673
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