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This document contains confidential, trade secret information, which is proprietary to Planet Payment,
Inc., and its affiliates (collectively “Planet”) and is provided solely for the recipient’s use in connection with
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Version history

Version Date Modification(s)

1.0 March 01, 2023 = Analysis and content merging of deprecated Payments Portal documents
= Content conversion to the Planet template

= Minor content enhancement
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1. Overview

The payments portal provides a comprehensive view of all payment data processed through Planet
gateway services.

We provide all merchants with a user-friendly web portal to manage transactions and reconcile data
with reporting tools.

The portal is accessible via any online device and offers instant access to real-time transaction data.
With up to 3 years of history, the portal supports faster and more accurate reconciliation to support
business management.

The portal is supported by the following minimum browser requirements:

= Google Chrome

= Firefox

= Edge

= Opera
1.1 Login

1) Access the portal via the internet using the URL:

https://www.3cportal.com/portal/index.htm

Welcome to the Payments Portal
Language Preference® |English v

Please log in to begin

OR
Login using SS0

2) Click on Please log in to begin or Login using SSO depending on your company setup SSO (Single Sign
On) is only available for specific merchants and would need to be configured by Planet Customer Support
team. Most general users should ignore SSO and click Please log in to begin.

3) Enter the Username and Password provided by Planet Customer Support team.

= Passwords require a minimum of ten (10) characters with at least one numeric, one alpha Character, and
one special character (~!@#$%"&*_-+="\() { }[1:; " '<>,.?/.).

~y
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= Passwords will expire after 90 days. The user will be forced to change the password upon expiration and log
in with the new password. New passwords must be different from the previous twenty-four (24).

= Passwords cannot be changed more than once per day.

Welcome to the Payments Portal.

For more information about Planet and our solutions visit

LOGIN
CustomerlD
Username melissa
Password [RP—
Remember me D
Reset password Change password

If a user has an active account but has forgotten their password, it can be reset by clicking Reset
password. If a user has forgotten their username, they should contact Planet support. The following error
message will pop up.

The login details are incorrect. Please retry or contact Planet
Support.

RESET PASSWORD

Customer ID I ]

Username

Registered Email Address

RESET PASSWORD

Version 1.0 | 01-MAR-2023 7
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Customer ID info must be entered on this login screen. This information will be sent by the master user
at the merchant location for the first login with credentials. If incorrect, the user will be prompted to retry
or contact Planet support. Users are locked out of the portal after three failed sign-in attempts and must

reset their password. Contact support.help@planetpayment.com for assistance.

The Login details are incorrect.
Your account has been locked due to 3 or more failed login
attempts.

To unlock your account you can either click to reset your
password or wait at least 20 minutes to try again.

1.2 Home Page

The Home Page displays menu options to access information about Payment Gateway, Online
Payments, Virtual Terminal, Tokens, and My Services. Each category has menu options specific to that
category. These are described in detail throughout the guide.

On the Home Page, the user and merchant’s name will appear in the banner at the top right of the
screen. Select “Contact” at the top right corner to locate customer support information by country.

Additional User guides can be found on the top of the right side of the page.

Welcome mellssa @ D

GDPR # CORPORATESITE @ USERGUIDES & LOGOUT

Version 1.0 | 01-MAR-2023


mailto:support.help@planetpayment.com

‘clanet Payments Portal User Guide

Europe

‘Western Europe Austria +43720 880792
Belgium +32 28881633
France +33179 972 112
Germany +49 1805 352 204
Italy +39 024 070 8296
Portugal +352 2020 2284
Spain +34 901666 221
Switzerland +41415 126 044
The Netherlands +352 2020 2466

UK & Ireland +44 203514 3808

Nordic Countries +46101992 582

Rest of Europe +3522020 2142

North America

USA & Canada +1888 336 7778

Asia

Middle East Datar +352 2020 2499
United Arab Emirates +971800 035 704437

Australia

Australia General Helpline +352 2020 2499

Support Emall General support@3cpayment.com

Please be informed that if you are encountering any issues with the above listed hotlines, feel free to
contact us via our international number +352 27753*** where *** is one of the following extensions:

3N (English)
312 (French)
313 (German)
314 (Spanish)
315 (Italian)

The following screen displays the latest release information, including version and release notes.

# HOME  PAYMENT GATEWAY  ONLINEPAYMENTS  VIRTUALTERMINAL TOKEN MY SERVICES

You are now logged in

‘planet that payment moment

v2.0.0.62 Release highlights:

Changes on Pay by link page, added new flelds
User guldes per language and per services enabled
Performance fix and bug fixes

Dear Customer: In order to improve the quality of service please be sure to provide the correct
LocationlD from the list below when contacting customer support.

Version 1.0 | 01-MAR-2023 9
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1.3 Top Menu

The tabs at the top of the Home Page represent different functionalities in the portal. Some data may
not be available to all users. The tabs displayed are based on user permissions for each merchant.

On the Home Page, the merchant’s name will appear in the banner at the top right of the screen in
addition to the center.

Release highlights can be found in the center of the screen.

Version 1.0 | 01-MAR-2023 10
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2. Payment Gateway

2.1 Overview

In the payment gateway tab, users will find card present Point Of Sale transactions and authorization
data.

By clicking on each item in the drop-down menu, users can access the detail for each transaction
type.

r

% HOME  PAYMENT GATEWAY  ONLINEPAYMENTS  VIRTUALTERMINAL TOKEMN  MYSERVICES

AUTHORIZATIONS

‘planet

TRANSACTIONS

Are you looking for a quick and
REFUNDS easy online commerce solution? el
COMPLETIONS !
DEVICES
SOFTWARE HISTORY

EMVTERMINALS

v2.0.0.62 Release highlights:

Changes on Pay by link page, added new fields
User quides per language and per services enabled
Performance fix and bug fixes

Dear Customer: In order to improve the quality of service please be sure to provide the correct
LocationlD from the list below when contacting customer support.

2.2 Authorizations

This will allow the user to view a page showing all real-time authorizations from the payment gateway
server.

Below is an example of POS Authorisations results for “Today.” Additional filters can be applied to
narrow down transactions returned in the query.

Filters and actions shown here are user permissions based. User types include: basic, read-only,
advanced, master, etc.

Version 1.0 | 01-MAR-2023 1
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‘planet Weicome mellssa @ 3l
g
# HOME  PAYMENTGATEWAY ~ONLINEPAYMENTS VIRTUALTERMINAL TOKEN MY SERVICES GDPR @ CORPORATESITE @ USERGUIDES @ LoGouT (il
Payment Gateway Authorizations Location a
Date| Today  ~| First6ofCard Last 4 of Card Card Type| <Any> ~| Receipt Lanquage | English | Method | <Any> v [7] Show Advanced Search Fields (@) smo () Advanced
Page[l  |of& = »[100perpoge v View 1-100 of 331
Payment Gateway Authorizations (-]
Actions Location Locationid  UserTransRe TransDate  LocCumenc Currency  Amount Method caraType Cardhumber AuwnCode
NewPay () 018 02124122 04:55:77 GBF w232 Completion MASTERCARD
Neursy v| O ors 20225 cer cep 16208 completion naSTERCARD
Newrsy  v| O w08 czm s cer ©ss sate vea approval Attended Fos
Reverse v [“] B 22422 154221 GeP 15850 Authorisation AMEX APPROVAL Atended POS
[T [“] B 02124022 V4:49:45 GeP 2887 Sale VISA DEBIT Approval MailTelephons Order
Hew Auth | B 02124022 10:31:2% 6eP 20000 Sale VISA DEBIT Approval MaillTelephone Grder
NewPay v ©| 3701 02124122 2116:22 6B 03 Sale HASTERCARD Approval Attended POS
P © f— f—— - iz e HASTERCARD Approval MeiTelephons Oder
Reverse % @ 37008 02/24/22 14:46:00 GBP 83382  Pre-Authorisation AMEX APPROVAL Attended POS.
+ INewrPay v @ 337018 023622 151217 GEP 503.88 Completion VISA DERIT Approval Attended POS

Merchants with several locations and multiple countries can click the Location button magnifying glass
icon on the right side at the top of these pages to specify locations where they want to view report data.
Again, the ability to view this data is dependent on user permissions management.

GDPR @ CORPORATESITE @ USERGUIDES @ LOGOUT E
Location a
(@) smple( ) Advanced

No records to view

n Filter Location(s)...
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2.1 Transactions

Transactions allows the user to view a page showing all transactions uploaded from the payment
gateway server and have reached our invoicing system. It displays the final settlement reconciliation
record for the transactions approved during a business day. It will run next day early morning (T+1)
between the Planet payment transaction host and the merchant acquirer bank. Your acquiring bank will
process and collect the funds from the card-issuing banks to pay the funds for the card payments to the
merchant.

The authorizations and transactions screens allow users to initiate several follow-up actions based on
individual authorization events, including: new payments, new refunds, new authorizations, and view
receipts. This will be available to merchants who are enabled with online payments.

Version 1.0 | 01-MAR-2023 12
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Users who do not have online payments or e-commerce enabled will see refund, reversal, and view
receipts only.

e Payments Portal i: Payment Gateway - Work - Microsoft Edge = [m} X

(D aboutblank

Receipt
& Print = E-mail Recelpt
Completion
Merchant Name .
Transacfion Date: Wed, May 11, 2022 02:25:09 AM
Merchant Address: -
Card Type: VISA DEBIT
Card Mumber. 475129*++*=2547
Amount: GBEP 26.00
Auth Code:
Transacfion Ref
Transacfien Type: DEEIT
Card Read Method: OCR, Key Entered
Transaciion Status DOME
Approval

Merchant ID: i

VAT No.: N

r

# HOME  PAYMENT GATEWAY  ONLINE PAYMENTS  VIRTUALTERMINAL TOKEN MY SERVICES

Payment Gateway Transactions

Date First 6 of Cardl:l Last 4of Cardl:l Card Type Receipt Language English » |  Transaction Status |gelect v
= Pagel of1

Payment Gateway Transactions
Actions TransactionStatus Location LocationlD TransDate ShiftDate Currency Amount [
| Refund  w @ | Transaction e 02/26/22 01:21:29 | 0wz | [ | 40150 | v
T © Transaction 337018 0272422 O 40-32 2z 58P 20000 v
New Pay
New Auth @ Transaction 33708 02/24/22 00:12:24 0wz 68P 20.00
New Refund @
View Receipt Transaction 08 02/24/22 00:09:30 0wz -1 13.00
Refund W [~} Transaction 337018 02/24/22 D0:08:20 2z 58P 800
@ Transaction 337018 02/24/22 00:07:57 2r2IE2 = 16.00
@ Transaction 337018 02/24/22 00:07:14 T ste] GBP 7800

The EMV Terminal page supports filtering at the top by Terminal ID. This shows all terminal details and
information for deployed hardware in the merchant locations.

Version 1.0 | 01-MAR-2023 13
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‘planet Welcome melissa @

# HOME  PAYMENTGATEWAY ONLINEPAYMENTS VIRTUALTERMINAL TOKEN MY SERVICES GDPR @ CORPORATESITE @ USERGUIDES LOGOUT

Payment Gateway EMV Terminals Location o

Instance Terminal D THS Terminal ID

lesvfeor]x.s) Pagel  |of1 100 per page ¥ View1-53 0f 53

Paymant Gateway EMV Terminals. o

CustomerlD Location LocationlD LocationCountry ~ MACAddress SerialNumber L Las L

57098 | United Kingom 20002 sk e AosWoridine | YomaniXR
57098 | United Kingom s7masn2 Ao Woridine | YomaniXR
352756 | United Kingdom 07-08 00759 2019-2-0803-08:08 ooossen AosWordine | Yoxmo
35279 | nited Kingdom 2018-08-03 095727 2018-08-27 015408 sszra0 AosWordine | Yoxmo
35279 united ingdom 2010505 0zices 200-06-0100:45:39 ooazser AosWordine | Yoo
s | Unied Kingdom 2o TS pram 202z 0151 s 5701800 Pax Faxaszo
S0 | Unied Kingdom 2001 0u 50062 20wz 20720224 02:0004 S5m0l Pax Faxaszo
308 United Kingdom 2020-11-0413:50:35 2021-09-07 02:01:42 2022-02-24 02:01:04 F0e02 PAX PAX A920
=08 United Kingdom 2020-11-04 12.38:57 2021-09-07 02:04:41 2022-02-24 02:01:04 0803 PAX PAX AS20
08| Unied Kingdom 2090104 153708 nn-0e 0102002 2022-02-24,02:08:05 e ox Paxaso
S8 | Unied Kingdom o sETe 221000 0r02 07202735025 570105 ox Paxasz0
08| Unied Kingdom P DG 2070083622 ooosizss ox Paxasz0
Sons | Unied Kingdom e 20710502 3147 ooosaars AosWordine | Yoxmo
Sots | Unied Kingdom 00878089825 2020-05-1 1248 ooos00s0 AosWordine | Yoxmo
S0t | Unied Kingdom 202000 2005:57:05 202009857 003008 Ao Wordine | Yoxmo
7015 | Unied Kingdom 1000751055506 2020-05-0501:5827 oo0so0s2 Ao Wordine | Yoo

2.2 Completions

This will allow the user to view a real-time page showing all transactions uploaded from the payment
gateway server. There is no delay between the actual transaction posting and the transaction rendered
visible online.

Shown below are the Completion results for “Today” filter. Users can choose any date to search by.
Apply the first six or the last four card digits, a specific date, or card type to find the transaction.

The completions tab allows merchants to verify and confirm if a payment has gone through online and
settled towards Planet transaction host.

The ability to export data into reports is available on the left side at the top in PDF, CSV, and MS Excel
formats for each report screen.

‘planet Welcome mellssa @

# HOME  PAYMENTGATEWAY ~ONLINEPAYMENTS ~VIRTUALTERMINAL TOKEN My SERVICES GOPR & CORPORATESITE @ USERGUIDES @ LOGOUT
Payment Gateway Completions Location &
Date[Today  v| First6ofCard, Last 4 of Card Card Type| <Any> ~| ReceiptLanguage [English | [ | inciude Reversed [] Show Advanced Search Fieids () Adwnce
lesv]eor] Page[l  |of4  »» =i 0perpage v View 1-100 of 367
Payment Gateway Completions (]
Location LocationlD TransRef TransDate ShiftDate Currency Amount  LocalCurrenc LocalAmount CardType CardNumber ExpOate UserTransRef UserReft UserDatal AuthCode Terminalld
s wumasee wum | e S0z oee 025 e i LHRSCFO001 | WKS #LHRSCFO0O1IST w70
s wrm s wum | e wion|  eee 300 e ; WS #LHRSCFO00316S LHRSCFO00S
s wumwsis wum | e ssa  eee 350 x d WS #LHRSCFO00316S LHRSCFO00S
s ) owum | e noo|  cee oo e ! WS #LRSCRO003IGS LiRsCro0E
s o2z 20904 wum | e 250 e 250 ax d WIS #LRSCRO0031GS LiRsCron0s
s o2z wum | e 250 e 250 e i WIS #LRSCRO003/GS LiRsCron0s
s om0 wum | e zm| e =0 ax 4 WIS #LRSCRO003/GS LiRsCron0s
wo o207 owum | e ms0|  cee 50 e i WIS HLHRSCRO003I6S Lisero0z
wo o2z 200 owum | e s cee as0 w 3 WIS #LHRSCFO003I6S Lisero0z
e 22202018 wuzm | e s o 250 ax \ WKS#LHRSCRO00316S LHRSCFO00E
e 220220 wuz | e o208 P a5 w r LHRSCFDO03 | WKS#LHRSCFO003IGS w7003

2.3 Floor Limit

This section shows offline transactions which have been declined at your parking facility. To view this
section, select the Floor Limit tab under Payment Gateway. Search by date by selecting either Today or
Custom from the date drop-down menu, choose the desired range, and click the Search button. The date
searched by is the Payment Gateway Upload Date.

Version 1.0 | 01-MAR-2023 14
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& HOME  PAYMENT GATEWAY ~ONUINEPAYMENTS  VIRTUAL TERMINAL MY SERVICES

Payment Gateway Floor Limit

Date Today v | FirstBofCard

Paymant Gatewsy Floor Limit Transactions

actioes

Last 401 Card Card Type <Any> v| RecelptLanguage Engish v | [ETTET) [ snow advanced Search Fields

Payments Portal User Guide

‘Weicome Andrew @ SeaContainerl_ondon

GOPR @ CORPORATESITE  © USER LS

Location a

| roeaposs |

@) sy ) Advwces

No records to view

Page 1 ofl oopwpege v
L]

Lacationtd TransOate Snffate  Curency  Amount CardType Cardumber Explate  LserTransfet Userfat

If multiple locations are enabled on your login, you can select a specific one from the drop-down menu
on the right, or this can be left on Select, which returns results from all locations.

The results show two date fields, Shift Date and Transaction Date. Shift Date is the date the transaction
was accepted at the parking equipment. Transaction Date is the date our systems last re-attempted to

authorize the transaction.

2.4 Create a New Refund or Payment

If the functionality is enabled, you can create a new refund or payment from an existing transaction
without having access to the entire card data.

Payment Gateway Transactions

Date| Yesterday v | FirstGof Card

L
csv]
Payment Gateway Transactions
Actions TransactionStatu
| Refund W |@ Transaction
= .
Saill @ Transaction
- New Pay -
MNew Auth @ Transaction

" New Refund
View Receipt L_J) Transaction

From the transaction page, choose one of the following from the drop-down menu:

= New Pay — Create a new transaction based on existing transactions. Once New Pay is selected from the
drop-down menu, click the green check mark.

= New Refund - Create a new refund from a particular transaction. Once New Refund is selected from the

drop-down menu, click the green check mark.

Once completed, the page shows the credit card number and expiration date already entered.

Version 1.0 | 01-MAR-2023
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Card Ne. 42424255%%%%4242

Expiration Date (MMYY)  [13 |f 12 |

Security Code What's this?

Amount 10_(][]' UshD [V]
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User Data (1) and User Data (2) can be used to enter comments used subsequently for auditing
purposes.

Reference Data
User Data (1)

User Data (2)

Version 1.0 | 01-MAR-2023 16
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3. Online Payments

3.1 Overview

Once logged in to the Portal, select the Online Payments tab. You can search for transactions using
the date drop-down and choose a period using the calendars.

3.2 Transactions

In the Online Payments tab, e-commerce merchant users will find reporting for e-commerce
transactions, including both those made online and those initiated utilizing the Pay by Link product.

# HOME  PAYMENT GATEWAY ONLINEPAYMENTS  VIRTUALTERMINAL TOKEN MY SERVICES

TRANSACTIONS

PAY BY LINK / /
‘planet that payment moment (
\

The Transactions shows transactions that have been processed for payment. It also allows the issue
of a full or partial refund from a previously processed transaction without having access to card data.

Actions can be found on the online payments transactions view, such as reversals, refunds, new

payments (sales), preauthorization, captures, and view the receipt for users who are allowed these
permissions.

Online Payments Transactions
Actions

Refund v |
Refund v O
Refund v (v ]
Refund v|©

To refund a transaction, use the search option at the top of the transaction screen and search by the
last four numbers of the credit card and the authorization date. Choose Refund from the drop-down menu
under Actions and click the tick.

If the Refund follows the Online process, the following window is displayed, where the amount to refund
must be entered. Click Yes to submit the refund for processing.

Version 1.0 | 01-MAR-2023 17
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Confirm

You have chosen to 'Refund"

Transaction for CAD 119.98

Card 519493*****+7863,

Click 'Yes' to confirm.

Yes No

If the refund follows the Offline process, the following window is displayed. Enter the amount to refund
and click Yes to submit the refund for processing.

Confirm x
You have chosen to 'Refund:
Transaction for CAD| 119.98
Card 519493******7863,
User Data (1):
User Data {2]:_

Click "Yes' to confirm.

Yes No

User Data (1) and User Data (2) can be used to enter comments used subsequently for auditing

purposes.

3.3 Refunds

Refunds allow you to see all the refunds made, whether invoiced or not. To access Refunds, you must
have the appropriate permission.

Welcome Andrew @ SeaContainerLondon

soeqpead

.
planet
# HOME  PAYMENTGATEWAY ~ONLINEPAYMENTS  VIRTUALTERMINAL MY SERVICES GDPR @ CORPORATESITE @ USERGL
Payment Gateway Refunds Location a
Date| Today | First6ofCard| Last 4 of Card | | card Type| <any> ~ | ReceiptLanguage | English v | D Show Advanced Search Fields @} Slmplrl::jl Advanced
Page/l  |of1 [100 perpage v | No records to view
Payment Gateway Refunds (-]
Location LocationiD TransRef TransDate ShiftDate ~ Currency  Amount CardType CardNumber ExpDate  UserTransRef  UserRef  UserDatal  AuthCode

3.4 Pay By Link

Pay By Link allows merchants to set up payments and provide a secure URL link to their customers
to execute payments. When the customers click the link, they are redirected, via a browser, to a secure
payment page to complete the payment. The merchant can provide the link to the customer through

email, text message SMS, among other methods.

Version 1.0 | 01-MAR-2023 18
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i The user must have permission to add or edit a Pay By Link.

Pay By Link lists all Pay By Links associated with the CustomerlID login. The list can be filtered using

the column headers.

.plonet Welcome Andrew @ SeaContainerLondon :‘?
# HOME  PAYMENT GATEWAY  ONLIMEPAYMENTS  VIRTUALTERMINAL MY SERVICES @ CORPORATESITE @ USERGL |-
Pay By Link
csi]
Online Payments
Actions eMerchantiD PayByLinkiD Status CurrencylD Amount Template RequesterRefNo Userdata? User
ol ]~ [ [~ J . | [ J [ | [ J ol
Edit CCB27371-324E-4A26-B922-225TATEI4TSF  Single Complete caP 446,04
Edit E9128838-66FD-40DE-B5EA-FROSOET24CEC Single Active caP 120
Edit ASTIOF3D-TT58-4693-ALEC-TASBATISI4FE  Single Active caP 1500 _ r
Edit ATACBOAE-SBD0-48F B-9674-CFEEADSIDSOC | Single Complete GBP 36 —~
Edit 6B740790-F771-4022-BF57-TADADCSFOZ96  Single Complete GEP 6

Select the desired Pay By Link from the list to check the details. Click the correspondent Edit button

available on the left side of each entry. The details are populated at the bottom of the screen.

After selecting a Pay By Link in the list, the details are populated in the fields at the bottom of the

screen.

Pay By Link Detail

PayByLinkID:

URL:

|

eMerchant:

Type: Single
Status: Active
Currency:
Amount:

Service Action: Authorise

Language:

RequesterReferenceNo:

User Data

User Data 2:

User Data 3:

User Data 4:

User Data 5:

Option Flags:

Template:

Expiry Date:

Active:

m CANCEL

< <<«

Pay By Link Optional Configuration

Name Value
Post URL Success \uwuu send data in case of success
Post URL Fail \uRLm send data in case of failure

[URL to redirect in case of payment approved

Redirect Approved

Redirect Declined \umm redirect in case of payment declined

Redirect Error ‘URL(D redirect in case of error

Merchant email ‘Pedro. lanetf com

Merchant Script Data 1 ‘

Merchant Script Data 2

Merchant Script Data 3

Merchant Script Data 4

Merchant Script Data 5

Merchant Script Data 6

Merchant Script Data 8

Merchant Script Data 9

Merchant Script Data 10

\
\
\
\
\
Merchant Script Data 7 ‘
\
\
[
Merchant Script Data 11 ‘

DCC Allowed O
Property Management Data

PMS Notification Type:

Documentation for this section can be found by clicking here and selecting "Pay By Link Management User Guide" from the list.

3.4.1 Add Pay By Link

To add a new Pay By Link, click the ADD button at the bottom of the screen. This page allows users
to enter all necessary data to create a new Pay By Link.

Version 1.0 | 01-MAR-2023
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It is also possible to view Pay By Link details if they are connected to Online transactions. To filter out
the rows containing only Pay By Links, tick the Show Advanced Search Field checkbox and PaybyLink.
The resulting rows will have a new action, View PaybyLink. Selecting this action shows the PaybyLink
detail (read-only).

'p|°net Welcoma Andrew @SeaContainerl ondon E

# HOME  PAYMENT GATEWAY  ONLINE PAYMENTS  VIRTUAL TERMINAL MY SERVICES GDPR & CORPORATESITE @ USERGUIDES & LOGOUT

PayByLink Transactions Location @

Date|Custom... % | Last 4 of Card Status| <Any> | CardType|<Any> | Recelpt Language | English v m [ Show Advanced Search Fields @) e ) amncoa

Start: (17 Aug 2021 End:|17 Aug 2021

-JM Page|l of1 100 per page: View1-3of3

Online Payments Transactians (-]
Actions. Status eMerchantiD LocationiD Currency Amaount TransDate CardType Card CardExpiry UsarRef UserDatal UserData? AuthCode

Refund v B  Comresbmim | ; o | e 500 AT RS rE——_ s ws | [ [ weien

Rehund v e Capture Submitted — TR =1 o191 /TN 04:48: 38 HASTERCARD - L — 4223

HewPay W i Capture Submitted T 25605 4 6000 /171 23:57:03 HASTERCARD FEnn e [ AT

3.4.2 Pay By Link detail fields
= PaybyLinkID — This is the unique identifier used to process payments on 3C systems.
= URL - The merchant needs to provide this URL to their customer to facilitate payment.
= eMerchant — This is the eMerchant account used by 3C iPage to process the payment.

= Type — A PaybyLink can be of type Single (only one payment is allowed) or Multiple (allows the customer
to perform multiple payments with the same PaybyLinkID.

= Status — Indicates the current status of the Pay By Link. Active allows payment processing; Complete
indicates a successful payment for Type Single.

= Currency — The currency to perform the transaction.
=  Amount — The Amount of the transaction.

= Language - The template language presented to the customer, if supported by the portal.

ServiceAction
= The PBL page service action to be performed.

= 3DS, 3DSPay Perform a Three D Secure payment where possible. 3DSAuthorise Perform a Three D Secure
authorization where possible. Pay Perform a payment.

= Authorise Perform an authorization.

= CreateToken Validate card data only and return a token
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® . . . " .
1 Available service actions are dependent on your account configuration.

3.4.3

RequesterRefNo — The merchant’s unique payment reference is available on payments reporting.
UserData — These fields can provide additional merchant reference data.

Template — This identifies which template is used to process the payment. The default value should be
used; available templates depend on your account configuration.

OptionFlags — Reserved for future use; your integration manager will let you know if this field is required.
Username — The user that created/modified the Pay By Link.

Active — Ensure that the box is checked for Active. Otherwise, the recurring payment will not be active, and
the transactions will not be created.

Pay By Link optional detail fields

These fields are optional and are dependent on your account configuration. These values can default
as part of the template.

post_url_success, post_url_fail The URL Planet invokes success/failure; this is a Host to Host message the
customer browser is not involved.

redirect_approved, redirect_declined, redirect_error The URL Planet redirects the customer’s browser to.

merchant_script_data[n] These values can be used to customize what is displayed to the customer. Values
entered here in conjunction with the template configuration transform the payment page displayed to the
customer.

= Use an easily identifiable RequesterRefNo to allow you to keep track of your Pay by Links.

= User Data (1-5) are reference fields. For example, User Data (1) can be used for a facility or other
reference parameter. Data entered in these fields will be included in each transaction and are
essential for data mining. This must also be kept consistent for all entries.

= If you only expect one payment, always select Type Single; the status can always be set back to
active to allow future payments.
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4. Virtual Terminal

4.1 Overview

The Virtual Terminal tab drop-down menu displays reporting for transactions initiated via the Virtual
Terminal.

‘planet

# HOME  PAYMENT GATEWAY  OMNLIME PAYMENTS  VIHTUAL TERMINAL MY SERVICES

TRANSACTIONS
AUTHORIZE
PAY

REFUND

SETTLE

The Virtual Terminal is a web-driven application that allows users to process card transactions without
requiring a physical terminal. Users can enter card details directly on the screen to process
authorizations, and sales, issue refunds, and settle (complete) transactions using a valid authorization
code obtained separately. Minimal card details are required, and reference data can be optionally
entered to note specifics about the payment for accounting purposes.

4.2 Transactions

Transactions tab allows you to see the history of all Virtual Terminal transactions processed. There are
three actions you can also initiate from this menu:

‘planet

# HOME  PAYMENT GATEWAY ON
Virtual Terminal Transactions

Date|last100 | LastéofCard

o
Pay Transactions
Actlons
Hew Pay el
Hew Fay

Hew Pay

e | e lealen

<€) ¢

Hew Pay

= New Pay — Create a new transaction based on existing transactions. Once you have selected New Pay
from the drop-down, click the green check mark to complete the transaction.

= New Refund — Create a full or partial refund from a particular transaction. After you select New Refund and
click the green check mark, it initiates the refund and takes you to a payment screen. By default, the total
transaction amount is populated; for partial repayment, enter the new amount and click Submit.
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= View Receipt — Select View Receipt from the drop-down to view the original receipt issued in a transaction.
Select View Receipt via the drop-down, and click the green check mark to see the receipt. From this view,
you can print the receipt or highlight the receipt and CTRL-C/CTRL-V {copy & paste} into another
document.

Transactions can be sorted by clicking on the desired column heading. For instance, clicking on the
Card Type column header sorts all transactions by card type. By default, all transactions are sorted by
Transaction Date.

The Search menu at the top right of the Transactions page allows you to search your historical
transactions by Date, Card Number, or Status.

Virtual Terminal supports wild cards, which is helpful if you don’t have the whole card number. For example,
i if you have the last four digits of the card and would like to search by them, simply put %xxxx, where you
replace the x’s with the actual numbers.

4.1 Authorize

Authorize can be used when you need to hold an amount available for capture later on an account
without actually charging the cardholder.

‘planet [rm—— g

4 HOME  PAYMENTGATEWAY ~ONLINEPAYMENTS  VIRTUALTERMINAL TOKEN ~ MYSERVICES GDPR @ CORPORATESITE @ USERGUIDES @ LOGOUT

Authorize Location [<SELECT>. ~|

Credit Card Reference Data

uuuuuu | Expiration Date (MM/YY) 1] User Data (1) User Data (2)

R,

Once you have completed the Authorization, you can capture the amount in the Transactions menu.
Locate your previous authorized request, and select Capture from the drop-down menu. Click the green
checkbox to initiate the capture request up to the initial authorized amount.

Refund function allows you to refund a cardholder.

4.2 Pay

Pay allows you to create a charge. If the request is authorized, it is automatically captured at the end
of the business day.

There are three mandatory fields to process a credit card transaction, the full Card No., Expiration
Date, and Amount. It is strongly recommended to complete at least the Security Code and zip code.
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‘planet Walcoma Andrew @ SeaContainerLondon Py
2
g

A HOME  PAYMENTGATEWAY  ONLINEPAYMENTS  VIRTUAL TERMINAL MY SERVICES GOPR & CORPORATESITE @ USERGUIDES o LOGOUT [l

Pay Location [<SELECT> v]

Credit Card Reference Data

cart — sarbaa —

Expiration Date MYy [ i | User Data (2) ]

sartbaetm) [ | |

Issue No. ]

Security Code [ | whatsthis?

Bt —

Reference Data fields, User Data (1) & User Data (2), are reference fields for your transactions. These
fields are populated by you, and an example of how to use these fields would be to insert a customer or
business name in User Data (1) and a transaction note in User Data (2).

Once you have filled in the data, click, Submit to initiate the transaction. A window is displayed once
the transaction is completed.

Transaction Result

Authorization Approved
Authorisation Code: 201508

Capture Queued

OK Last 100 Transactions  View Receipt

4.3 Settle

Settle feature allows you to complete a transaction using a valid Authorization Code.

‘planet Welcome Andrew @ SeaContainerLondon E

+# HOME  PAYMENTGATEWAY  ONLINE PAYMENTS  VIRTUAL TERMINAL MY SERVICES GDPR & CORPORATESITE @ USERGUIDES e+ LOGOUT

Settle Location [<SELECT> v]
Credit Card Authorization Code

CardNo. 1 AutherizstionCode [ ]

Expiration Date (MM [ ||

Start Date (MM/YY) ] Reference Data

fsue o C Userta ) 1

S [ = User Data (2) |

RETURN TO TRANSACTION LIST

Enter the required fields, including the Authorization Code, and click Submit.
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5. Token

The Token tab drop-down menu offers a list of tokens stored for the merchant to view and select from
(Tokens). The Create Token feature allows users to create new tokens for customers instead of storing
sensitive card data.

f HOME ~ PAYMENT GATEWAY  ONLINE PAYMENTS  VIRTUALTERMINAL  TOKEW MY SERVICES

TOKENS

CREATE TOKEN
‘planet that payment moment

Users can take actions from the list of tokens, including retrieving, searching, and managing the token

data, initiating new payments, new authorizations, and refunds to customers. Refer to Chapter 3, Virtual
Terminal, for more information.
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6. My Services

6.1 My Reports

Under the My Services tab, users can view a reporting module, My Reports, for more detailed daily
transaction summary reporting by product. This allows users to generate various reports which can be
viewed for an individual location or for all locations associated with the Customer ID that can be exported
to excel, PDF, or CSV.

‘planet

# HOME  PAYMENT GATEWAY  ONLINEPAYMENTS  VIRTUAL TERMINAL MY SERVICES

MY REPORTS
You are now logged in

MY INVOICES

MASTER ACCOUNT
.2.0.0.59 Release highlights:

My Reports supports three custom date stamps to search and generate a report:
1) Invoice Date = the date when funds are sent to the acquirer, typically transaction date +1
2) Shift Date = business date stamp of the merchant (24-hour business day)

3) Transaction Date = actual transaction timestamp date itself

6.1.1 Report types

Users can generate reports by revenue center with customized hierarchies. There are many reports
with different options available. Reports are configured against your login based on the account type and
services. The following table contains a list of the most common reports and a brief description of their
purpose.

Table 1 My Reports Options
Report Description

Daily Summary & Detail Provides a daily summary of transactions processed, broken down by location, card type,
and currency. It also includes a separate page showing each transaction per location.

Daily DCC Summary & Same as the "Daily Summary & Detail" but also provides a summary breakdown by card
Detail entry mode, DCC capability, and currency selected.

Daily POS Terminal Provides a daily summary of transactions processed, broken down by Terminals, card
Summary and Detail type, and currency. It also includes a separate page showing each transaction per

Terminal and Location.

Credit Card Search Provides a list of all credit card transactions matching the given search criteria.
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Report

Monthly Summary

Daily Detail Export (CSV)
Daily Fee Summary
Daily InvRun Summary

Refund Transaction Search

Weekly Payment Summary

Refund/Debit Credit Card
Search

Daily Summary Export (CSV)

Payments Portal User Guide

Description

Provides a summary for a given month of transactions processed, broken down by per
day, location, card type, and currency. It also provides a monthly total for the period by
card type.

Provides a list of all transactions for a given date which can be easily exported to CSV
format.

Provides a daily summary of transactions processed, broken down by location and including
various fees such as Merchant handling fees, SIX Payment Services handling fees, and VAT.

Provides a daily summary of transactions processed, broken down by location, InvRun
number, card type, and currency.

Provides a list of all refund transactions matching the given search criteria.

Provides a list of payment amounts by location, which were deposited, along with the
corresponding shift date they relate to.

Provides a list of all refunded transactions and the corresponding debit, matching the search
criteria.

Provides a summary of transactions processed, broken down by customer, location, card
type, and currency for a given date, on a single line, which can be easily exported to CSV
format.

The Management tab offers a daily summary report for Card Present and Card Not Present

Transactions altogether.

My Reports

Management  Card Present  Card Mot Present  Utility
Dally Summary & Detall
Dally POSTerminal Summary & Detall
Card Type Summary
Monthly Summary

If separate reports are preferred, those can be downloaded from each corresponding tab channel for
Card Present or Card Not Present.
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# HOME  PAYMENT GATEWAY  OMLINE PAYMENTS  VIRTUAL TERMINAL MY SERVICES
My Reports
Management Card Present  Card NotPresent  Utility
Dally Summary & Detall
Daily DCC Summary & Detail

Dally POSTerminal Summary & Detall

Card Type Summary
Monthly Summary
My Reports
Management CardPresent  Card Mot Present Litility
Dally Summary & Detall
Dally DCC Summary & Detall

Dally POSTerminal Summary & Detall
Card Type Summary
Monthly Summary

If users are looking for a specific credit card transaction history, the Utility tab supports a credit card
search function with the first four or last six digits of the credit card number or by entering the authorization
code.

My Reports
Management  Card Present  Card MotPresent  Utility
Credit Card Search
Refund Transaction Search

After clicking on any of the reports, the screen below is displayed.

‘planet

# HOME  PAYMENT GATEWAY  OMLINEPAYMENTS  VIRTUAL TERMINAL MY SERVICES

My Reports / Management / Daily Summary & Detail
Management CardPresent  Card NotPresent  Utility

Customer e v |
Location [[aLL] v
OQuery InvoiceDate v Date

coo”

Select the Location by Invoice date, shift date, or Transaction date and by a specific date or a user-
defined period. Below is an extract report output.
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Transaction Summary

Location, TrarsactionDate 5. CC 2ED CAD cF THiC B GEr D WD FLN R
Grouped By C:
Dtshing NeTrans & Amourt NoTrns | Amount | NoTmns | Amoumt | MoTrans | Ameum | NeTrans | Amoumt | MeTrans | Amoun | Motranz | Amoum | NoTrans | Amoumt | MeTrars | Amaumt | Netrans | Amoumt | NeTmne | £
AEEEEET Vs 0 [ [ 000 [ [ 0 0.00) [ [ [ 100.00 0 0.0, [ [T 0 000 0
gtoial (Per 0 [ 0 200 [ [ o 0.00) 0 [ 1 100.00 0 00 0 a0 o [ o
TransactonDate)|
E2021-08-02 vs 0| 000} 0 0.00 0| 0.00 0| 0.00] o 0.00| 1 150.00| 0| 0.00} 0 000 0| 0.00} 0|
Subtotal (Per 0| 000} 0 0.00 0| 0.00 0| 0.00] o 0.00| 1 150.00| 0| 0.00} 0 000 0| 0.00} 0|
TransactionDate)|
EERE Vs 0 [ 0 000 0 [ 0 0.00) [ 0.0 z 21500 0 0.0 0 000 g [ 0
Subtotal (Per 0| 000} 0 0.00 0| 0.00 0| 0.00] o 0.00| 2 215.00| 0| 0.00} 0 000 0| 0.00} 0|
TransactonDate)|
20210604 Vs 0 0.0 0 000 0 om 0 0.0 o 0.00) 2 165.00 o 0.0, 0 000 0 000) 0
0 00 0 000 0 om 9 0.0 o 00 B 165.00 o 00 0 000 0 000 9
TransactonDate)|
E12021-0805 Vs 0 .00 0 0.00 0 00| o 000 0 000 B 220.00] 0 .00 0 000 0 000 o
0 00 0 000 0 om 9 0.0 o 00 B 2000 o 00 0 000 0 000 9
TransactonDate)|
B2021088 VS 0 000 0 000 0 o 0 0.00) 0 0.0 B 42000 0 0.0 0 000 0 000 0
St (Far 0 [ 0 000 0 om 0 0] a 000 B 42000 o 70 0 000 5 000 0
TransactionDate)|

6.2 My Invoices

This chapter highlights how to view invoices. Once logged in to the Portal, select the My Invoices tab
under My Services.

‘planet

# HOME  PAYMENT GATEWAY OMLINEPAYMENTS  VIRTUAL TERMIMAL MY SERVICES

MY REPORTS
MY INVOICES

MASTER ACCOUNT
From here, you can search for invoices by using the Location and Year drop-down.

My Invoices shows invoices for our services, which have been generated. Invoices can be viewed for
an individual location or all locations associated with your Customer ID if you have more than one location.
Start by selecting a location from the Location drop-down menu.

‘planet

# HOME PAYMENTGATEWAY  ONLINE PAYMENTS  VIRTUAL TERMINAL MY SERVICES

My Invoices

Location  [Please select a Location... ~]

Year

Invaices [-]
Customer Name Imvolca No Total Amount Pertod Currency

To view invoices you will need Adobe PDF reader “ [

Search for all available invoices by leaving the Year option as [ALL] or select the “browse more...”
option to get a list of all available years for which invoices are available.
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Year [raLL] | VIEW INVOICES
[ALL]
12019 |
Invoices: | 3020 1 ‘
2021 I Imvolce Mo Total Amount Pertad Currency
To view invoices you will need Adobe POF reader [

Click the View Invoices button to generate a list of available invoices that match the criteria.

6.2.1 My Invoices highlights

My Invoices

Location [630210: TEST LOCATION 1 ;VI

Invoices - ]
Customer Name Invoice No Total Amount Pericd Currency
Test Company T 20426 £35.85 201201 EUR
Test Company T 021343 633.57 201202 EUR.
Test Company T 22176 E7E.40 201203 EUR
Test Company T 023114 1,202.27 201204 | EUR.
Test Company T o23s79 1,260.17 201205 EUR
Test Company T 024782 1,412.89 201206 EUR
Test Company T o2ses0 1,485.20 201207 EUR
Test Company T 027131 1,028.56 201208 EUR
Test Company T 27220 1,112.78 201209 EUR
Test Company T 028535 1,197.72 201210 EUR
Test Company T o2e132 B36.35 201211 EUR
Test Company T 030134 664.55 201212 | EUR.

You can view or download invoices from the list of invoices displayed by clicking on the Invoice No
field for the corresponding invoice. Your web browser may prompt you to open or save the file. If you wish
to view the invoice once, you can choose open; if you want to save it on your computer, you should select
the save option.

« Ifyou are having trouble viewing the invoices, ensure you have the latest version of the Adobe PDF reader,
which can be downloaded from http://www.adobe.com.
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6.3 Master Account

This chapter’s purpose is to give the Master User assistance to create a Basic User with View Only
access or/and an Advanced User with Read and Write access in the Portal. Read and Write access will
allow users to execute refunds and authorization reversals.

6.3.1 Overview

The Master Account page offers merchants user management within the portal, including assigning
and editing user permissions. Master Account allows the user to add, edit and delete other users assigned
to any Customer ID associated with the login.

Once logged in to the portal, select Master Account in the My Services tab menu.

i It is recommended to use at least Internet Explorer 8 or higher version to view this page.

‘planet

#A HOME  PAYMENT GATEWAY  ONLINE PAYMENTS  VIRTUAL TERMINAL MY SERVICES
My Reports / Management / Daily Summary & Detail MY REPORTS
Management Card Present Card Not Present Utility MY INVOICES
Customer [E - MASTER ACCOUNT
Location [ [ALL] |
Query | TransactionDate hd | Date | LastMonth w |

cor

By default, when you load the Master Account section, a grid shows all users currently assigned to
the Customer ID, including all child Customer IDs you are logged in with.

Once Planet has created a hierarchy, admins can be assigned to specific sub-accounts (child
customer IDs). Each merchant location is attached to its customer ID (child customer ID).

‘planet

# HOME PAYMENT GATEWAY  OMLINE PAYMENTS  VIRTUAL TERMINAL MY SERVICES

Master Account
Logins [-]
Actlons Username CustomeriD Password Expiry Setup Date Locked Locked Date Active Master Account
* = R | s 1L J*C 1
Edit Delete Clone ki FEH-IR PONE-0-07 TE57:27 false tnse false
Edit Delete Clone L 20Z1-T-08 208-02-07 160402 false trse false
Edit Delete Clane - ~ e 202010 210712 0B:-E2-48 false trse false
Edit Delte Clane 2019-05-08 2019-02-07 WeE3:30 false tnse falze

6.3.1.1 Master User

A Master User can create new users, edit user details, delete users, and refine actions and specific
permissions for each user. The Master User account functionality allows Master Users to manage their
team of users and prevents extra Setup costs. Planet can supply one or more Master User accounts.
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« The Master User cannot create, add, edit, or delete any other Master User. This action is performed by
1 Planet

6.3.2 Create Basic User — “View Only” access

The Basic User has the most limited role. The Basic User View, Only rights setup, allows the user to
access predefined permissions.

1) In the Master Account menu, click ADD new user.
o Unique Username
o Contact name — full name of the actual user
o Email — mandatory, used to request a new password or reset password

Master Account displays options in the configuration section that allows you to set the permissions
and actions for each user on the corresponding areas of the Portal.

General Payment Gateway Online Payments Virtual Terminal My Services

Usarnamea: PasswordExpiry: |2021-11-02

ContactMame: |~  ~ © SetupDate: |2019-02-07 13:57:27
Email: - ) TelMo: |”
LastBadPasswordDate: LockedDate:

BadPasswordCount: |0 Duplicate Notification: B

Locked: [ | Active:

CustomerlD: R v

Payment Gateway: Online Payments: Virtual Terminal: iBatch: [ | iRecur: [ | Token: [ | MyServices:

oo [ covce | o scoomm ocmis
Documentation for this section can be found by clicking here and selecting "Master Account Management Basic User Guide™ or "Master Account Management Extended User Guide” from the list.

2) Assign the user to the required account access level.

Select from the CustomerID the existing account to which you want to link the user. Set the account
to Active for new users or as Locked if not required anymore.

o Active — This determines whether the account is online and allowed to be used. The user cannot log
in to the Portal if this box is inactive.

o Locked — This indicates whether an account has been locked out. This might be due to several

incorrect login attempts by the user, or they have not logged in within a specific time frame, and
therefore the account becomes locked as a security precaution.

o After three failed passcode attempts, the password is locked for 20 minutes. The option to reset the
password via E-mail is available on the Portal login page.
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3) Set required permissions for a Basic User View Only.

View Only users shall only have access to Permissions Authorization, Transactions, and Completions.
Do not attribute any of the Actions.

General Payment Gateway Online Payments Virtual Terminal My Services

Authorisations: Transactions: Duplicate: r Reversal: j FloorLimit: j
Completion:

Reverse: Refund: Release: ResetAuthorise: | |

w0 czanoene s

Documentation for this section can be found by clicking here and selecting "Master Account Management Basic User Guide™ or "Master Account Management Extended User Guide” from the list.

4) Permissions

o Authorizations — This will allow the user to view a page showing all real-time authorization from their
Planetintegra server.

o Transactions — This will enable the user to view a page showing all transactions uploaded from their
Planetintegra server and reached our invoicing system.

o Completion — This will allow the user to view a page showing all transactions uploaded from their
Planetintegra server in real-time.

o Duplicate - Reversal - Floor Limit depends on the product type and acquiring bank set-up. Consult
your Planet support before using these options.

6.3.3 Create Advanced User — “Read and Write” access

1) Click the Payment Gateway menu bar to set up permissions.

General Payment Gateway Online Payments Virtual Terminal My Services

Authorisations: Transactions: Duplicate: r Reversal: j FloorLimit: j
Completion:

Reverse: Refund: Release: ResetAuthorise: r

Do e

Documentation for this section can be found by clicking here and selecting "Master Account Management Basic User Guide™ or "Master Account Management Extended User Guide” from the list.

2) Click Authorization, Transactions, and Completions as standard Permissions.
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General Payment Gateway Online Payments Wirtual Terminal My Services
Authorisations: T jons: Duplicate: | | : ] Floorlimit: [ |
Completion:

Action

Reverse: Refund: Release: ResetAuthorise: | |

oo

Documentation for this section can be found by clicking here and selecting "Master Account Management Basic User Guide™ or "Master Account Management Extended User Guide” from the list.

o Authorizations — This allows the user the view a page showing all real-time authorization from their
Planet server.

o Transactions — This allows the user to view a page showing all transactions uploaded from their Planet
server and reached our invoicing system.

o Completion — This allows the user to view a real-time page showing all transactions uploaded from
their Planet server.
3) Go to Actions in the menu bar below and click Reverse and Refund to set up standard Actions.

o Reverse — This allows the user to reverse an authorization on the authorizations page, which the
payment processor has not yet captured.

o Refund — This allows the user to refund a transaction on the transactions page.

« Not all acquiring banks support these online actions. If your Master Account has any actions granted, it is
supported for your set-up.

General Online Payments Virtual Terminal My Services

Authorisations: Transactions: Duplicate: r Reversal: j FloorLimit: _|
Completion:

Reverse: Refund: Release: ResetAuthorise: | |

w0 oo

Documentation for this section can be found by clicking here and selecting "Master Account Management Basic User Guide™ or "Master Account Management Extended User Guide” from the list.

6.3.4 Online Payments (website reservations)

i This product is only enabled if purchased from Planet.

1) Click Online Payments to set up permissions in the Portal menu.
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General  Payment Gateway Virtual Terminal My Sarvices

Transactions: Duplicates: Online Payments:
AuthoriseReverse: CompleteReferral: CapturaQueue: Refund: CaptureReverse Manage Onlina Payment:
Authorise: | | Pay: [ | CreateToken: [ | 3DSPay: 3DSAuthorise: PMS Notification: | |

Coroe [ cuee ] resow sccomres

Documentation for this section can be found by clicking here and sclecting "Master Account Management Basic User Guide” or "Master Account Management Extended User Guide” from the list.

2) Click Transactions as standard Permissions.

o Transactions — This allows users to view a page of all real-time transactions using their Web2Pay
system. Go to Actions in the menu bar below and click AuthoriseReverse to set up standard Actions.

o AuthoriseReverse — This allows the user to reverse an authorization in the Authorize Approved status
on the transactions page.

General Payment Gateway Virtual Terminal My Services

Transactions: Dupli 2 Online Pay :

Authori 3 G Referral: CaptureQueue: Refund: CaptureReverse: Manage Online Payment:

Authorise: j Pay j CreateToken: I_ 3DSPay: 3DSAuthorise: PMS Notification: I_

D O

Documentation for this section can be found by clicking here and selecting "Master Account Management Basic User Guide™ or "Master Account Management Extended User Guide" from the list

6.3.5 Edit user account settings

Within the grid, you can see brief information about each user, including the Customer ID the account
is assigned to and whether the account is Locked, Active, or a Master Account. Under actions, you can
find Edit and Delete options.

i Delete option deletes the user account, which cannot be undone from the Master Account screen.

o Edit — loads the user details into the configuration section of the page, allowing you to make changes
as required. Edit function also allows the user to Edit the password. When you are done making your
changes, click the Update button for the changes to take effect.

o Clone - allows you to create a new user with the same permissions and settings as the user you clicked
clone. A username, email address, and customer ID must be provided.
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Master Account
Logins -]
Actlons Username Customeri Password Explry Setup Date Locked Locked Date Active Master Account
* ! o ] = [ 5 - ] "

Edit Delete Clone 22 TOH-02-07 V5727 falze e false

Edit Delete Hone |c L |- 202HI-E 2018-02-07 15: DA:012 false e fakse

Edit Delst= Clone |- 2021-10-10 210712 0648 false tre false

Edit Delete Cops ¢ - H 2019-05-08 2018-02-07 K B5:39 false true false

Edit Delete Clone HIN-0F-Z5 010671 08: 5320 false trae false
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