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EXPRESS

Welcometothe Merchant
Website Training

An essential guide to managing your Account
online, quickly



Get started

Everythingyou needto knowto get up and running.

Log in to the Website

On the HOMEPAGE enteryour User
ID and Password and click Log In.

‘ Merchant Home Accept The Card ‘ Manage Your Business ‘ Expand Your Reach I Support I

Login to your Merchant Account
USER ID

Need help managing your
Merchant account online? o

From quick tips to step-by-step videos, find tools to

help navigate your online account with confidence.

Remember Me

See Our Tools

Forgot User ID or Password ?

Register Now


www.americanexpress.com/merchant

Get started

Everythingyou need to knowto get up and running

Forgottenuser D or
password

Click FORGOT USER ID OR
PASSWORD on the homepage to get
areminderorreset your password.
ForgottenyourUserID?

You'll be asked to enterthe email
address connectedto youraccount.

Forgottenyour password?

You'll be asked to enteryour User ID
and then answerone of the below
questions:

* Answerto the security
question
e Locationnumber

» Bank information of one of
the locations you manage

’ Merchant Home ‘ Accept The Card ‘ Manage Your Business

Need help managing your
Merchant account online?

From quick tips to step-by-step videos, find tools to

help navigate your online account with confidence.

See Our Tools

Expand Your Reach ‘ Support ‘

Login to your Merchant Account
USER ID

PASSWORD

Remember Me

Forgot User ID or Password ?

Register Now



Get started

Everythingyou needto knowto get up and running

@ AMERICAN EXPRESS Q, Help  Logout

Dashboard Payments Disputes Account Services Free Signs & Supplies E 2. 0

Welcome, Amex!
Thank you, LAMPLIGHTER PITTSBURG OPERATIONS, for accepting American Express

AccountDashboard

Payments Download E-Statements Disputes
Once you've loggedin,you'll see $40.891.80
yOU r ACCOU NT DASH BOARD From setiled in the last 7 days 1150482214 Y 16 days -320.97
here you'” be able to see: (from 10/29/2020 to today)
- . Submissien Amount 541,027.68 LATEST FDF STATEMENTS
1. Notifications about your Account I e

2. A menu to navigate between Fees & Incentios $10.33
differentareas of the website

See All Disputes

3. Recent payments

4. Disputes _

5. away to download E- Useful Links
Statements Supff.ZCEjter |

6. A way to order complimentary ph.F:.:J
signage ‘ o COME IN o

7. Useful Links

Services & Savings Hub

Update Your Tax Informaticn

Please note that the content you can see in Get Free Signs & Supplies

- 1099-K Formis)
your DaShboard may Val’y dependlng On Browse from our large selection and let customers know that
What you 're entlt’ed to VieW_ you welcome their business in store and on your site. Merclimt Eulicy

Technical Documents

Order Free Signage
Terms of Use



https://merchantaccount.americanexpress.com/?locale=en_US

Get started

Everythingyou need to knowto get up and running

pyments  Disputes  Account Services  Expand Your Reach Resources v

NOTIFICATIONS o4
PI... Paymd
UNREAD: 0

plies

No notifications at this time.

Notifications

Unread notifications are in bold. s
Click on the notificationtoreadit.
Once you have, it will be unbolded.

READ: 2

Last 7 Days Last 30 Days Month To Date



Get started

Everythingyou need to knowto get up and running

Payments

The Payments section provides a
snapshot of the payments made to
your account. Here you will see a
summary view of your Payments
amount over the last 7 days. You can
also choose to view all Payments
directly.

Payments

$245,481.60

$41,259.29
$1,259.86
$11.36

See All Payments



Get started

Everythingyou needto knowto get up and running

Disputes

By default, you will see the list of
most recent cases that youneedto
respondto. Youcan viewrecent
closedcases by clickingon
‘Closed’tab. Clickingonthe case
number will allow youtoview the
details of the specificcase.

Disputes
EXPIRES TOTAL
loday -$1,128.71
4 days -$440.08
5 days -$440.08
O
8 days $440.08

12 days

&

440.08

See All Disputes



Get started

Everythingyou needto knowto get up and running

Logos and Supplies

To view complimentary logos and
supplies, click the “Order Free
Signage” link. You will be taken to
our website where you can browse
our complimentary merchandise.

Get Free Signs & Supplies

Browse from our large selection and let customers know
that you welcome their business in store and on your site.

Order Free Signage




Get started

Everythingyou needto knowto get up and running

E-Statements

Download your two most recent
pdf statements for the location
of your choice, if available. You
can also view your available
download options on the
Payments page.

Download E-Statements

LOCATION

1150482214

LATEST PDF STATEMENTS
v, Download Jul. 2019

v, Download Jun. 2019

More Download Options




Get started

Everythingyou needto knowto get up and running

Useful Links

Browse additional merchant
content, from the website
Support Center to tax
information.

Useful Links

Resources for New N

Public Profile Listing

Small Business Rest

Merchant Policy

Your Tax Information

1099-K Forms

[

CILIN

erchants

ce Center

[ e
........



Payments

Learn how to manage everything to do with payments

28 My Account Cards Travel Rewards Business Q Help

SEss

(@) Click Here to view the Payments User Guide.

Payments ata Glance - seba (B
The PAYMENTS HOMEPAGE has e

+ Total Charges $34,965.06

5 key featu res . + Total Credits $605.25 Settlements Submissions Adjustments More.
. + Discounts $1,046.02 &
].. LOCatIOn/ + Fees & Incentives $7.16 Chargebacks
1 —
date f| |teI’S Total Settlement Amount . $34,310.62
Total Gross Pay Debits. Fee : $ 36.90 and Discount Amount :$ 4,049.60
2. Tools
® Pending
3. Payments
Posted
summary e
{:0:3 PAYEE LOCATION ID PAYEE MERCHANT NUMBER SETTLEMENT DATE v NUMBER OF TRANSACTIONS TOTAL CHARGES CREDITS SUBMISSION AMOUNT DI

4. Reportmenu o I ¢ -

. View report

[$)


https://merchant-payments.americanexpress.com/?locale=en_US

Payments

Learn how to manage everything to do with payments

Tools
The tool bar gives you the

optionsto:
1. Launch the Payments overview
tour
2. Download, exportand search
reports

3. Access your e-statement

See the other sections in the
Payments Module for more
information on thesetools.

é My Account Cards Travel Rewards Business Q
u
+ Expand All
+ Total Submissions $34,359.81
+ Total Charges $34,965.06
+ Total Credits $605.25 Settlements Submissions Adjustments More...
+ Discounts $1,046.02 &
+ Fees & Incentives $7.16 Chargebacks
——
Total Settlement Amount . *34,310.62
Total Gross Pay Debits. Fee : $ 36.90 and Discount Amount : $ 4,049.60
@ Pending
© Posted
{C} | PAYEELOCATIONID | PAYEE MERCHANTNUMBER SETTLEMENTDATE¥ | NUMBER OF TRANSACTIONS | TOTAL CHARGES | CREDITS | SUBMISSIONAMOUNT | DI
® $138.46 $22.92 $115.54
® $308.75 $0.00 $308.75
$321.79 $0.00 $321.79

<




Payments

Learn how to manage everything to do with payments

% My Account Cards Travel Rewards Business O\ Help

+ Total Submissions $34,359.81
+Total Charges +34,965.
Payments Su m ma ry 0Tu:aICredits 34525):2: Settlements Submissions Adjustments More...
+ Discounts 51,046.02 &
. . . + Fees & Incentives 57 Chargebacks
This gives you a cumulative e ’
Summary Of your mOSt recent Total Settlement Amount .. $34,310.62
payments from American Express
forthe currentmonth. Use the + @ Pending
expandable functiontodisplay © Posted
extra d eta i Is a bo ut th e Va rious types {:ﬂ} PAYEE LOCATION ID PAYEE MERCHANT NUMBER SETTLEMENT DATE v NUMBER OF TRANSACTIONS TOTAL CHARGES CREDITS SUBMISSION AMOUNT DI
of deductionstaken ® $138.46  $22.02 $115.54
before payment. ® $308.75  $0.00 $308.75
@ $321.79  $0.00 $321.79 .




Payments

Learn how to manage everything to do with payments

Location and datefilters

You can filter paymentinformation
based on locationand/ordate

periodin any of the 4 key categories:

e Settlements
» Submissions

e Adjustmentsand
chargebacks

» Transactiontype
The payments information will

update automatically inthe report
area based on yourselection.

=2 My Account Cards Travel Rewards Business

(@ Click Here to view the Payments User Guide.

Q Help Log Out

Q LocATioNS (19/19)

Quick Links

Today
Yesterday
Month to date
Last Month
Last 3 months
Last 6 months
This year

Last year

Cance!

DATE (4172020 - 4/1712020)

From: 4/1/2020

<4 April 2020 »
suU Mo TU WE TH FR SA

6 ©T 8 & w0 1

2 13 14 15 16 17 18

RESET

L0BQ [Besween

To:4/17/2020

< April 2020 4
SU MO TU WE TH FR SA
P 2 % %

6 7 8 9 10 1

5
12 13 14 15 16 18
19 2 2 24 25



Payments

Learn how to manage everything to do with payments

Report menu

There are 4 differenttypes of
reports you canview:

1

2.

Settlements —paid and pending
information.

Submissions — details of all the
submissions you have made to
American Express.

Adjustments and Chargebacks -
Allyour chargebacks and other
adjustments appliedto your
submissions.

Transaction Types — Access the
reportwhich groups your
settlements based on the type of
transaction.

55

5 My Account

Cards Travel Rewards Business

+ Expand All

+ Total Submissions $34,359.81

+ Total Charges 534,965.06

+ Total Credits $605.25

+ Discounts $1,046.02

+ Fees & Incentives 5716

Total Settlement Amount . $34,310.62

Total Gross Pay Debits. Fee : 36,90 and Discount Amount : % 4,049.60

Settlements

Submissions

Adjustments
&
Chargebacks

More...

©) Pending

© Posted

Cc} PAYEE LOCATION ID PAYEE MERCHANT NUMBER SETTLEMENTDATE v NUMBER OF TRANSACTIONS TOTAL CHARGES CREDITS SUBMISSION AMOUNT DI

® $138.46 $22.92 $115.54

® $308.75 $0.00 $308.75
$321.79 $0.00 $321.79

®
&)




Payments

Learn how to manage everything to do with payments

View report

This summary table will allow you
to view detail of the report you have
chosenin the menuabove.

The summary will automatically
update based on the relevant report
youchoose to view fromthe 4 boxes
atthe top.

Where '+’ appears, clickingon it will
expandto show more details.
The rightarrow buttonwill allow you

to scrollside to side and view
additional details.

B e e e s s o maa e e s mma e M e eme e i e e e

My Account Cards Travel Rewards Business Q Help
@ Pending
® Posted
[y PAYEE LOCATION ID PAYEE MERCHANT NUMBER SETTLEMENT DATE v NUMBER OF TRANSACTIONS TOTAL CHARGES CREDITS sut
@ _ e e
Submissions
@ SETTLEMENTDATEw  SUBMISSION DATE SO OICE#w SUB
4/16/2020 4/13/2020 104112 3240879593 $3.41 $0.53 $138.46 $22.92
® 1 $308.75 $0.00
4 $321.79 $0.00
® 1 $82.79 $0.00
® 1 $95.26 50.00
81 11 sn nn




Payments

Learn how to manageeverythingto do with payments

| Atiract Cuslomers  Resources

Customise reports

You can customise the reportcolumn
details by clickingon the + on the top
left.

This willbringup a screenwhere you
can check or uncheck data fields
based on your needs. You can drag
and dropthe fieldstochange the
orderof the columns.

Please note: Any changes you make
will be saved forfuture log-ins.

{} Dashboard Payments Disputes

() Chckhars o viw new s e

@ Locancns @ & oame
+ cxpana An
+ Total Submissions $34,359.81
+ Total Charges $34,965.06
+ Total Credits $605.25
+ Discounts $1,046.02
+ Fees & Incentives 5716

Total Settlement Amount s34,310.62

® Pending

2 Settlements

+i+ B Submission amount

®




Payments

Learn how to manage everything to do with payments

Down Ioad re po rts 2l My Account Cards Travel Rewards Business Q Help
1. Customise thereportto contain i SR
a || the info rmation you Want, then : Please select the row range vou mls>umo\umom
clickthe Downloadicon inthe top :
right navigation bar.
2. Followthe promptsto selectyour -
preferencesandclick Download T
to save the report to your ; e Cumcy Sybos ®  @ves ,
computer. I L] Pime s
Cancel |  REsET Download ﬂ’i

Once it'sdownloaded, you can
analyse it furtherand printit from
the application you selected.



Payments

Learn how to manage everything to do with payments

=28 My Account Cards Travel Rewards Business (
. My Saved Reports x |
E ‘T: Download Report
Xport reports .
. : E; Report Type Merchant Financial Activity Statement [ V‘!
1 Toexporta reportclick on Report 3 | :
i n the top rlght navigation bar_ -Tr'o‘! Group Download By Individual Settlement v
2. FO”OW the prompts to Select a — Select the level of information ~ ® Summary Only OSummary with breakdowns for —
report Wlth or Without transaction E submissions, chargebacks, and adjustments
deta I |S, e nte r your Me rCh a nt T Selected locations @®Select all locations(s/19) OSelected locationss/19) (;377
Number and click Download. -
® : E- _ bo
Note that one report |nCIUdes data ‘ Select Dat: Starts | 4/1/2020 ] Ends 4/16/2020 ‘ ‘ _53
for one Iocation on Iy. - Date Type Settlement Date V|
® po



Payments

Learn how to manage everything to do with payments

My Account Cards Travel Rewards Business Q Help
Search reports =

Q LocaTioNs (19/19) DATE (4/1/2020 - 4/16/2020) L8 EQ ﬁ‘
The Search functionallows you to p N—
find specific settlements, s
adjustments' Cha rgebacks Or :;::(I,E Search within Settlements v‘ Vore...
transactioninformation. You can s strts 3172020 J & Enes [ansa0m0 |
narrow the search by amount, Total|  Amount fom [ |t [ ]
location, date and more. Settiement number 1 !
Direct deb|t reports can be produced 7® P:s ®All Locations (19/19) OSelected Locations (19/19) —
from here aswell. ® s - IS5
= Cancel RESET Search ek
®  5i5h  4/3/12020




Disputes

Find out howto manage all your disputes online quickly and easily

2 o ROESPONDED CSLZSED 153 SSSSSSSS
Dlsputes at a glance @an1 Ounviewed O viewed ®an Ochargebacks O nquiries O Case Updates
Showing 20f 2
The DlSPUTES HOM EPAG E haS Agree to Full Refund Respond Respond offline
fourkey features:
1. Filters =
2. Tools cB NonFraud 16516  Credit not
3. Respondtous
CB Non Fraud > Reservatic

4. Summary
report -


https://merchant-disputes.americanexpress.com/?locale=en_US

Disputes

Find out howto manage all your disputes online quickly and easily

Filters

These helpyoufindand view the
informationthat matters mostto
you. You can apply a wide range of
filtersin combination witheach
other to personalise the disputes
summary table and show as little or
as much as youlike.

TAKE ACTION v RESPONDED CLOSED ADJUSTMENTS
0 84
@A Ounviewed © viewed @A Ochargebacks O linquiries U Case Updates

Showing 2 of 2

Agree to Full Refund Respond
0/2
CASE DAYS
@ O ¢ NUMBER STATUS REPLY BY & LEFT | REASON AND CODE
4
4

[mi

Respond offline

DISPUTE
TPE CASE TYPE

CB Non Fraud
CB Non Fraud

AMOUNT

REASON

Credit not

7/ Reservatic



Disputes

Find out howto manage all your disputes online quickly and easily

Tools

These allow you to download and
generatereports, create print
previews, search, or returnto your
Account Dashboard or page at
any time.

My Account Cards Travel Rewards Business QQ Help m
e —— AzoB
TAKE ACTION RESPONDED CLOSED ADJUS

e 84 9 - : -

@ All Disputes O Selected

- - " - . 2 Disputes

@an Ounviewed O viewed @A Ochargebacks O nqu O case Update

Showing 2 0f 2

Agree to Full Refund Respond inc C
o/2 & csv & xs & xLsx
0| 1| iees | smus Repveya | DAYS | ReasonAnD cope OeeTE | CASETYPE | AMOUNT | REASON
4

_ Credit not processed - C02 CB Non Fraud 5.1 Credit not

awipg ~ mercha




Respondtous

These action buttons are clearly
marked above the summary table to
enable youto respondto all Card
Member disputes quickly and
efficiently.

Disputes

Find out howto manage all your disputes online quickly and easily

9 o = Q
1005 ¥ a7 39617 4263

free e P et

Respond

Crhgnng 4 reapord ek Tl you 83 Pl ST i T Spu

1 Fooses submit Sotumenlaton Tl vl T chaog

2 Fitase oroer your comments out i changeback. Tiou can select from saved

THTSENES.

# L B B[ vsercue

Fespond offline




Disputes

Find out howto manage all your disputes online quickly and easily

Summary Report

This givesyoua full list of all Card
Members disputesand can be
customised based on your
preferences.

y Account Cards Travel Rewards Business Q
TAKE ACTION — P CLOSED ADJUSTMENTS
84
@Al Ounviewed O Viewed ® ’i‘(?hargehacks O Inquiries Ocase Updates
Showing 2 0of 2
Agree to Full Refund Respond Respond offline
or2
{j{} O ] ﬁﬁ;éER STATUS REPLY BY = Eé:f REASON AND CODE ﬂsp?m CASE TYPE AMOUNT

Non Fraud

Non Fraud

Help |

REASON

Credit not

Reservatic



Disputes

Find out howto manage all your disputes online quickly and easily

View details of a case

Clicking on each line item on the
summary table will show you the
details and history of the case.

Click on the X iconto close the
screen.

TAXE AGTION

Disputed amount
Chargeback amount
Transaction amount

What you can do

cccccc

AsssTRENTS

OF WH-¥ X1

Respond offline

What will happen

ISPUTE TYRE

lon amount-AD1

.......

A

520000 7003TRO000000KI003 )

$203.00
$203.00




Disputes

Find out howto manage all your disputes online quickly and easily

Respond to disputes P o ) o Qs Y
Once you confirmthe detailsofa o _o 8817 3"
g '

case you will needto respondto our o e o

enquiries to avoid no-reply [
chargebacks. The next steps after

confirmingdetails of a case are: Respond

Cooniing ¥ apand i Tl you 83 Ao aghes mils T St

1 Pioase submi Sotusirliton il wanlel D chargs

1. Click on the lineitemon the ’ T
summary page and selectone of [ e ]
the three options. The ‘Respond’
buttonletsyourespondto us
online.

2. If youdo not agree with arefund,
make sure to leave thisvalue with
‘0.

3. Add comments why youdo not
agree.

4. Upload your supportdocuments
(e.g.proof of delivery) by clicking
Attachfiles. Pleasereadthe
explanation to make sure your
files can be uploaded.

5. Enter yourinitialsandclick
Submit.

2 Pihbe SR oo GO ESoul Bl CRAAEBECR. You Can Selscl e Ao



Disputes

Find out howto manage all your disputes online quickly and easily

Attract Customers

Customised Reports e i e o o R | T

Dotail kvel @ Summary O Dotallod

You can also create customised =

reports. Tod o this: : e e — r

1. Clickon the Reporticon ) e -

2. Select Groupby o] ° ’

3. Choose your preferences and i e e —
then click Download reports. ; —

4. Youcan also create Win/Loss p—— -
report to analyse why you are ; e e e
getting chargebacks. R———: T T e

: T

Charge amount exceeds authorization amount-A01 Q NA $473.00  TO0ATZX00OOMKNXT002




Logos and supplies

The fastest and easiest way to get merchandise and

Logos and Supplies

We offer complimentary logos,
sighage and merchandise for your
business.

Placing an order is simple. Select
items from our collection, fill out
the delivery details and then
confirm your Merchant Number to
finalise theorder.

You'll find hundreds of industry-
specific supplies, including digital
logostouse online orin yourown
communications.

suppliesforyour business

=28 My Account Cards Travel Rewards Business Q Help Log Out

Q Dashboard ~ Payments  Disputes  Account Services  Expand Your Reach Resources M O

Complimentary Signs & Supplies
HOME ALL PRODUCT v INDUSTRY v

We know how important it is right now to stay connected with your customers. We have updated and added more digital signage for your website
and store locations to show your customers you want and welcome their business. We hope you take advantage by clicking here. Please note that
new orders for decals, check presenters and business supplies are temporarily paused as we update our offerings to better serve your business.
Check back July 1, 2020 to place an order, we look forward to servicing you again soon.

It's easy to show customers they can pay
their preferred way with you



https://www.amexpop.com/
https://www.amexpop.com/
https://www.amexpop.com/

Profile and settings

Manage your profile quickly and easily

Profile and Settings o
You can update your user profil
and account information by

Change Password

clicking Profile & Settingslink.
Fromhere you can:

Manage Locations

1. Change your password
2. Update your contactinformation

3. Update your preferences on how
youreceive notifications fromus

$531.59
$3.38

Last 7 Days Last 30 Days Month To Date

Disputes See All Disputes

4. Update your preferences on

receiving marketingand/or
survey emails

5. Update information about
locations (physical address,
phonenumber)



Get help

Where to go if you need more help with the Merchant Website

%5 United States (Change Country) [iteteld

a M )

Questions

Do you have any further questions or
need help? Click on your preferred
option below to see more details.

Secure Message Center

Return to

nomepa%e_‘
Inbox Sent messages Write a message How to use the Secure Message Center ©3
Ca" us Received messages
You have 0 unread messages in your inbox
C A L L U S 1'800'528'5200 View Activity for |all SE numbers v| Don'tsee your SE number listed?

enter a new SE Search

You currently have no messages.
Email usyourquestions and/or
EMAIL requests through the secure
message center

Click the ‘Chat iconon the
LIVE CHAT bottomrightcorner of the

screen, to opena Live Chat with

Customer Service.

Available Mon-Fri8-6:00

Click this buttontolaunch
INTERACTIVE the Help Menu. Choose the

WALKME topic you need help withand
mNT WalkMe will promptyou

whatto do next.
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