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COPYRIGHT 

The informa tion c onta ined  in this manual is p roprieta ry and  c onfidentia l to eNETS Pte Ltd  (“ eNETS” ).  This 

materia l may not be dup lic a ted , pub lished or d isc losed , in whole or pa rt, without the written permission 

of eNETS. 

 

 

CHANGE HISTORY 

Period ic a lly, revisions to this Manua l will be made as we inc orpora te enhanc ements/ c hanges.  With 

eac h revision, we will list the c hanges under “ Desc rip tion”  below and  the da te and  version of the Manua l 

sha ll appea r in the footer of eac h page. 

 

Version No. Revision No. Desc rip tion Approval 

Da te 

1 0 Initia l re lease January 2006 
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Information about this Manual 

This manual c onta ins guidelines on how to use the eNETS Report and  Administra tive func tions.  This 

Manua l helps to p rovide merchant personnel with an understand ing of the eNETS Report and 

Administra tive func tions.   

 

If you have any questions about this Manua l, p lease g ive us your c omments a t 

eNETSMerc hantSupport@nets.c om.sg 
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1 Introduc tion 

1.1 Overview 

The eNETS Report and  Administra tion is an internet-based  porta l tha t a llows merc hants to monitor 

and  manage their online transac tions.  To use this fac ility, a  merc hant p rofile is needed .  The 

p rofile is a  rec ord of the merc hant’ s deta ils and  permitted func tiona lities (e .g . ab ility to perform 

authoriza tion, view selec ted  reports e tc ).    

 

1.2 Merc hant Support Helpdesk 

For p rob lems or queries in using the system, p lease c ontac t: 

eNETS Merc hant Support a t 

63740-688 /  63740-675 /  63740-531 /  63740-517 

Opera ting Hours: 

9:00 am – 6:00 pm Monday – Fridays 

OR 

eMail    : eNETSMerc hantSupport@nets.c om.sg 
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2 Ac c ess Control by System Administrator 

Note to Reader 

This Sec tion should be read by the System Administrator (SA) of the c ompany.  If you are NOT the SA of 

the c ompany, please proc eed to Sec tion 3 and onwards.   

 

The SA ac c ount is the top-level ac c ount and  is the only ac c ount c rea ted by NETS for eac h c ompany.  It 

is advisab le tha t this ac c ount is used  ONLY for administra tive purpose i.e. do not use this ac c ount for 

o ther transac tion or report func tions.  The SA ac c ount is the only ac c ount tha t is not removable and  

c onsequently p rovides the only ac c ess should  other ac c ounts be loc ked .  It should  therefore be the 

ownership  of a  Manager/ Supervisor of the c ompany. 

 

2.1 Ac c ess Control Management 

In eac h organiza tion, eNETS sha ll assign a  “ Group Name”  to the organiza tion e.g  “ Oc ean Group ” , 

“ Astoria  Florist”  e tc .   Against eac h of this Group , the relevant func tions will be assigned .  e.g . 

“ Ocean Group”  has been granted  the func tions “ Merc hant Reports” , “ Merc hant Admin”  etc . 

 

For eac h organiza tion, eNETS will only c rea te one ac c ount, and  this ac c ount is typ ic a lly assigned  

to the SA of the c ompany.  Therea fter, the SA will be responsib le for c rea ting the “ Roles” , and  

Users.  By Roles, the SA c an define what func tions c an be ac c essed by users under this Role.  For 

example, the Financ e department is in c harge of b illing and  the opera tions depa rtment takes 

c a re of fulfillment.  The SA c an c rea te two roles:  Financ e and  Opera tions.  Aga inst the Financ e 

Role, the SA c an assign the ab ility to view eInvoic es and  Transac tion Reports.  Likewise, for the 

Opera tion Role, the SA c an assign the ab ility to view Transac tion Reports, and even the func tion 

to authorize a  c red it c a rd payment.  

 

The d iagram in Figure 2.1 illustra tes the rela tion between Group , Roles and Users. 
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Figure 2.1 -  Rela tionship  between Group, Role and  Users 

2.2 Role Management 

2.2.1 Create Role 

In eac h organiza tion, the role  of eac h person or supporting unit may be d ifferent.  Under 

eNETS, the SA c an assign the relevant func tions, reports to eac h depa rtments. 

 

For example, the Financ e depa rtment is in c ha rge of b illing and the opera tions 

depa rtment takes c are of fulfillment.  The SA c an c rea te two roles:  Finance and  

Opera tions.  Aga inst the Financ e Role, the SA c an assign the ab ility to view eInvoic es and  

Transac tion Reports.  Likewise, for the Opera tion Role, the SA c an assign the ab ility to view 

Transac tion Reports, and  even the func tion to  authorize a c red it c a rd  payment.     

 

Fina lly, under eac h Role, you c an assign one or more Users.  

 

For an SA to c rea te a  Role: 

- Login to the eNETS Administra tion & Report Porta l (re fer to Sec tion 3) for deta ils on 

Login). 

- Please ensure tha t you a re assigned the func tion “ Ac c ess Control” .  From this 

func tion, you will be ab le  to manage the roles of your users within your c ompany.   

- To c rea te a  “ Role” , from Figure 2.2, naviga te as fo llows: 

Ac c ess Control > Role Management > Create Role 

Group  X 

Role A Role B Role C 

Group  is d efined by eNETS.  
Correspond ing ly, eNETS will 
assign the a llowed  Func tions 
under this Group . 

Roles a re c rea ted  by the 
c ompany’s SA.  Roles suc h as 
“ Fina nc e”  ca n be c rea ted 
a nd  Func tions suc h as viewing 
of e Invoice and  Transac tion 
Rep ort assigned .  In this ca se, 
a ny User tied  to  the Role 
“ Fina nc e”  have acc ess to the 
func tions a ssigned  under this 
Role. 
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Figure 2.2 -  Page showing navigation menu with Crea te Role highlighted 

 

- Enter the name for the new role in the page tha t fo llows (Figure 2.3).  As a  

guideline, the name of a  “ Role”  could  desc ribe the ma in/ p rima ry responsib ility of 

a  group  of personnel in your c ompany.  For example, you c an c rea te the role 

“ Financ e” , and  subsequently assign the func tions suc h as acc essing of sa lient 

transac tion reports for ac c ounts rec onc ilia tion. 

 

 

Figure 2.3 – Assigning a  Name to a  Role to be c reated  under your organiza tion 

Enter the Role Name here.   
Tip :  Role Name c ould  reflec t 
the department’s name 
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- To assign the func tions aga inst the Role, c hec k the app rop ria te  boxes. (Figure 2.4) 

- Clic k the “ Submit”  button to save the func tions aga inst this role . 

 

Figure 2.4 - Crea te Role Page a fter role name input and  func tion a lloc a tion 

 

To assign the func tion against 
a  role, c hec k on the 
a ppropria te  box. 
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2.2.2 Housekeeping Roles 

This func tion will g ive the SA a  holistic  view of the various Roles in the organiza tion, and the 

func tions assigned  aga inst eac h role .  From here, you will be ab le to housekeep  the 

ac c ounts. 

- After login, ac c ess this func tiona l page, as shown in Figure 2.5, via  the naviga tion 

menu in the following order: 

Ac c ess Control > Role Management > List Roles 

 

Figure 2.5 – “ Ac c ess Control”  with ab ility to list Roles assigned  to an organization 

 

 

Figure 2.6 – Search for a  pa rtic ula r Role 

Searc h Tips: 
1.   * (asterisk) Means you want to list ALL the Roles. 
2.   To get a  more p rec ise list, enter a  c lose guess of the name.  
For examp le, enter “ FIN”  means you wa nt to list any Roles tha t 
ha s the letters “ FIN”   
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Figure 2.7 – Results p resented after a  sea rc h 

 

- From the results page (Figure 2.7), there a re two ac tions whic h the SA may 

undertake: 

i) Ed it the func tions assigned to a  Role. 

ii) Delete the Role. 

 

2.2.2.1 Editing an existing Role 

- From Figure 2.7, c lic k on the ic on under the “ Edit”  c olumn of the 

c orrespond ing Role. 

- The following  page d isp layed  will show the list of func tions assigned aga inst 

the Role. 

- To add  a  new func tion aga inst this Role, c hec k against the box (as 

illustra ted in Figure 2.4. 

- Simila rly, to remove a pa rtic ula r func tion aga inst the Role, c lic k on the 

“ c hec ked  box” .  You should  notic e tha t the “ c hec k”  aga inst the box would  

d isappear.  This would  ind ica te tha t the func tion is no longer ava ilab le 

against this Role. 

 

2.2.2.2 Deleting an existing Role 

- From Figure 2.7, c lic k on the ic on under the “ Delete”  c olumn of the 

c orrespond ing Role. 
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- You will see a  pop-up box, asking for your c onfirmation (Figure 2.8). 

- When a  Role is dele ted , this means tha t any Users who were tied to this 

Role, will NO longer be ab le to perform the func tions.  For example if User1, 

User2, User3 a re a ll tied  to the Role “ Financ e”  (whic h has the func tions of 

View Invoic es and Transac tion Reports), and “ Financ e”  is dele ted , a ll of 

these three users will NOT be ab le to view Invoic es and Transac tion Reports.  

- Onc e a Role is dele ted , the system will not be ab le to “ roll-bac k”  the 

settings. 

 

Figure 2.8 – Deleting a Role 

 

2.3 User Management 

2.3.1 Create User 

After the SA has c rea ted  the Role, spec ific  users c an be assigned to the Roles c rea ted . 

To c rea te a  User (aga inst a  Role): 

- After login, ac c ess this func tiona l page, as shown in Figure 2.9, via  the naviga tion 

menu in the following order: 

Ac c ess Control > User Management > Crea te User 
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Figure 2.9 - Naviga tion menu with op tion to Crea te User 

 

- To set-up  a  User ac c ount (Figure 2.10), the SA must p rovide the following  

informa tion:   

i) Name of User,  

ii) eMa il Address,  

iii) UserID,  

iv) Password .   Rules for setting the password : 

8 – 20 c harac ters in length. 

Must be alphanumeric  i.e. c ombination of numbers and alphabets. 

Cannot be the same as the UserID. 

- Onc e the User ac c ount has been set-up , the SA may eMa il the UserID and  

Password  to the relevant User.  SA should advise the user tha t upon the first login, 

the user will be p romp ted  by the system to c hange the password . 
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Figure 2.10 - Create a  new User 

2.3.2 List Users 

This func tion will g ive the SA a  holistic  view of the va rious Users in the organiza tion, and the 

func tions assigned aga inst each role.  It is advisab le tha t the SA reviews the list of Users 

ac c essing  the system a t least onc e a  year.  This will help  the SA housekeep  the list of Users 

who should  have the rights to ac c ess the system. 

To view the list of Users tha t a re c urrently ab le to ac cess the system   

- After log in, ac c ess this func tiona l page, as shown in Figure 2.11, via  the naviga tion 

menu in the following order: 

Ac c ess Control > User Management > List User 

 

Figure 2.11 - Naviga tion menu to view list of Users 

Enter the informa tion of the User.  
Once the set-up  is c omp leted , the SA 
is req uired  to  eMail or inform the User 
of the assigned  UserID a nd  Password . 
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Figure 2.12 - List of Users to the system c urrently 

 

- From the results page (Figure 2.12), the sta tus of the User ac c ounts a re ind ic a ted .  

The possib le sta tus a re: 

- Ac tive:  Ac c ounts tha t a re ab le to ac c ess the eNETS Administra tion and  

Report System. 

- First time login, Password  c hange needed :  These ac c ounts reflec t those 

where the user has yet to log in, and upon first log in, they will be p rompted  

to change their password .  It a lso ind ic a tes the sta tus for users whose 

password  has been reset, but have yet to log in to c hange. 

- The other tasks tha t the SA is ab le to perform aga inst eac h User ac count here 

inc ludes: 

i) Ed iting of the User’ s ac c ount 

ii) Deleting the User’ s ac count from further use of the system. 

iii) Changing of Password . 

iv) Unloc king of the User’ s ac c ount 

 

2.3.2.1 Editing of a User’s ac count 

- From the results page (Figure 2.12), c lic k on the ic on under the “ Ed it”  

c olumn of the c orresponding User’ s ac c ount. 

- At the following page (Figure 2.13), only two set of information c an be 

ed ited : 

Sea rc h Tips: 
1.   * (asterisk) Mea ns you want to list ALL the Users. 
2.   To get a  more p rec ise list, enter a  c lose guess of the name.  
For example, enter “ Tan”  means you wa nt to  list any Roles tha t 
has the letters “ Ta n”   
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- Name of the User 

- eMa il Address. 

- Informa tion suc h as the UserID c annot be amended . 

 

 

Figure 2.13 - Edit User’ s information  

 

2.3.2.2 Delete a User’s ac c ount 

- From the results page (Figure 2.12), c lic k on the ic on under the “ Delete”  

c olumn of the c orresponding User’ s ac c ount. 

- You will see a  pop-up  box, asking for your c onfirmation on the dele tion of 

the User’ s ac c ount. 

- When an ac c ount is deleted , this means tha t the selec ted user will NO 

longer be ab le to perform the func tions.   

- Onc e a User ac c ount is dele ted , the system will not be ab le to “ roll-bac k”  

the settings. 

 

2.3.2.3 Change Password for a User’s ac c ount  

- From the results page (Figure 2.12), c lic k on the icon under the “ Change 

Password”  c olumn of the c orrespond ing User’ s ac c ount. 

- In the following sc reen (Figure 2.14), you will be required to enter the new 

password  of the User. 

- Important password rules to note: 
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i) 8 – 20 c harac ters in length. 

ii) Must be alphanumeric  i.e. c ombination of numbers and alphabets. 

iii) Cannot be the same as the UserID. 

 

 

Figure 2.14 - Change User Password  

 

2.3.2.4 Unloc king of a User’s acc ount  

A User’ s ac c ount will be loc ked  if there was three c onsec utive failed logins.  In 

suc h a c ase, the User may request for the SA to assist in “ unloc king”  the ac c ount.   

In most c ases, users a re unab le to login due to the fac t tha t they may have 

forgotten their password .  In this c ase, a fter unloc king , the SA may selec t to  

c hange the password of the affec ted ac c ount.  The steps for c hanging a  

password  for the user is c overed  in Sec tion 2.2.2.3. 

 

To unloc k a  user’ s ac c ount, 

- From the results page (Figure 2.12), c lic k on the ic on under the “ Unloc k”  

c olumn of the c orresponding User’ s ac c ount. 

- Onc e the ac c ount has been unloc ked , the c onfirma tion page shown in Figure 

2.15 is d isp layed . 
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Figure 2.15 – Confirmation page after unloc king a  user ac c ount 
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3 Getting Around 

3.1 URL 

The eNETS Administra tion and Report System is ac c essib le from: 

http:/ / admin.enets.sg   

 

3.2 What’s needed for login 

To ac c ess any of the func tions in the system, a  User must have: 

- Login ID 

- Password  

The Login ID and  Password  may be ob ta ined from your c ompany’s System Administra tor (SA).  

Please note the Login ID and  Password  a re both c ase sensitive. 

If you a re unab le to rec a ll your Password , p lease inform your SA who will be ab le to reset your 

password .   

 

In the event tha t you enter your Password  inc orrec tly, you will be loc ked  out from the system 

automa tic a lly a fter three c onsecutive failed attempts.  In this c ase, p lease request for your 

c ompany’ s SA to reset your ac c ount. 

 

 

Figure 3.1 – Login Page to eNETS Administra tion & Report porta l 

 

Both the Login ID and 
Password  a re c ase sensitive.   
 
If you have 3 c onsec utive 
fa iled  logins, your ac c ount will 
automatic a lly be loc ked . 
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3.3 Login For the First time 

When you log in for the first time, you will be required  to c hange your password  (Figure 3.2).  After 

you have c hanged  your password , you will be required  to  log in aga in, this time, using  the 

password  tha t you have spec ified . 

 

  

Figure 3.2 – Change password  a fter first log in  

3.4 Navigation after login 

The naviga tional menu is loc a ted  on the left-hand side of the page.   

 

 

Figure 3.3 – Func tions assigned  to eac h user is d isp layed  on the left 
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Eac h user may see a  d ifferent set of op tions on the left menu.  This is due to the func tions assigned  

to eac h user.   

  

3.5 Changing Password 

Users c an volunta rily c hange their password by ac c essing the “ Change Password”  op tion on the 

left of the naviga tion menu.  Also, they may be forc ed  to  c hange password  upon login under the 

following c onditions: 

- Password  is not changed  for a  c onfigurab le of time (e .g . default a fter 90 days) 

- Login for the first time 

 

Some rules to the password tha t c an be used : 

i) 8 – 20 cha rac ters in leng th. 

ii) Must be a lphanumeric  i.e. c ombina tion of numbers and  a lphabets. 

iii) Cannot be the same as the Login ID. 
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4 Spec ific  Func tions 

4.1 Merc hant Profile Management 

4.1.1 Update Profile 

This func tion a llows you to upda te your c ompany’s information inc lud ing the sa lient 

c ontac t peop le or ma iling add ress.  To upda te your c ompany’ s informa tion, the 

naviga tion menu is as follows: 

Merc hant Admin > Merc hant Profile > Update Profile 

4.1.2 View Profile 

This func tion a llows you to view the deta ils of your c ompany’s p rofile.  To view the 

c ompany’ s p rofile , ac c ess this func tiona l page, the naviga tion menu is as follows: 

Merc hant Admin > Merc hant Profile > View Profile 

 

4.2 Public  Key Management 

4.2.1 Request Public  Key Upload 

All transac tions made between your webstore and eNETS system are d igita lly signed  with 

a  d igita l c ertific a te.  Any payment request orig ina ting from your webstore will be signed  

using the p riva te key ac c ep ted  to the eNETS system.  When the payment request is 

received  a t eNETS system, it will be verified with the pub lic  key tha t you have up loaded  

with the eNETS system.  It is rec ommended tha t this func tion is assigned  to a  person with 

tec hnic a l bac kground . 

 

This func tion a llows you to up load  the pub lic  key tha t is used  to sign your transac tion. 

 

- Before you c an up load  a  pub lic  key, you would  have to submit a  request.  To 

request for a  pub lic  key up load , the naviga tion menu is as follows: 

Merc hant Admin > Public  Key Up load  > Request Public  Key Up load   
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Figure 4.1  - Naviga tion menu with Request Pub lic  Key Up load  highlighted 

 

- In the page tha t fo llows, c lic k on the “ Submit”  button to trigger an eMa il 

c onta ining the password  to be sent to  the spec ified  c ompany’s eMail add ress (this 

is set to the Ma in Contac t’ s eMa il address).  Refer to Figure 4.2 for an illustra tion. 

 

 

Figure 4.2  - Request for Pub lic  Key Up load  
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- Another page will be shown with the suc c essful message as in Figure 4.2. 

 

Figure 4.3  - Suc c essful request for Pub lic  Key Upload 

 

4.2.2 Upload Public  Key 

After you have requested  to up load the public  key (as dep ic ted in Sec tion 4.2.1), you a re 

ready to up load  your pub lic  key.   

 

- To do this, ac c ess the func tional page via  the naviga tion menu in the following 

order: 

Merc hant Admin > Public  Key Up load  > Request Public  Key Up load  

- In this page as shown in Figure 4.4, enter the password tha t was rec eived  in the 

eMa il.  
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Figure 4.4  - Enter the rec eived  password to verify that you have sent a  request to up load  

the c ertifica te 

 

- In the following page (Figure 4.5) you will be required  to spec ify the pa th of your 

pub lic  key.  Use the “ Browse”  func tion to sea rc h for the loc a tion of your key.  

 

 

Figure 4.5  - Spec ify the loc ation of the key for up load 

 

4.2.3 View Public  Key 

After up load ing a  key, you a re ab le to view the keys by ac c essing this func tion. 

For verific a tion purpose, you 
will be required  to enter the 
Password  sent b y the eNETS 
system to  your c ompany’s 
Ma in Contac t’s eMa il ad dress. 
 
Password  entered here is c ase 
sensitive. 
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- Ac c ess this func tional page via  the naviga tion menu in the following order: 

Merc hant Admin > Public  Key > View Public  Key 

 

 

Figure 4.5 - Menu option to view the pub lic  key 

 

- The page tha t fo llows will d isp lay the public  key up loaded  by your c ompany.  In 

addition, it a lso g ives the va lid ity period  of the keys.  

 

Figure 4.6 –Information on pub lic  key up loaded by your company 
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5 Virtual Termina l Transac tions   

5.1 Credit Card Sale Transac tion 

 This fac ility a llows you to perform a  c red it c a rd  sa le transac tion.  

 

- To perform a  c red it c a rd  Sa le transac tion, from Figure 5.1, naviga te as follows: 

Transac tion > Sa les/ Authoriza tion > Perform Sa les/ Authoriza tion 

 

Figure 5.1 – Virtua l termina l op tion to perform c red it ca rd Sa les/ Authoriza tion 

 

- To p roc ess the Sales, enter a ll informa tion needed for sa le transac tion as in Figure 5.2. 
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 Figure 5.2 – Sa les transac tion page 

 

- Following a  submission, the eNETS system will rep ly with the sta tus of the transac tion.  

Figure 5.3 g ives an example of a  succ essful sa les transac tion. 

 

Figure 5.3 – Suc c essful transac tion c onfirmation from eNETS system 

 

The Merc ha nt Transac tion 
Referenc e Number MUST be 
unique. 
 
Ensure tha t if you a re 
performing a  sa les, the op tion 
under “ Transac tion Type”  
MUST be set to  “ Sa le” . 
 
For better fraud  
management, CVV/ CVC2 
may be  req uired .  These a re 
the ad ditiona l 3-4 d igits found  
on the b ack of the c red it 
c a rd .   
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5.2 Credit Card Authoriza tion Transac tion 

The d ifferenc e between an “ Authoriza tion”  and  “ Sa le”  is tha t in the former, the funds a re 

ea rmarked  from the c ardholder’ s c red it lim it, but a t the end  of the day, suc h transac tions a re not 

sent for settlement i.e . authoriza tion does NOT lead to ac tua l b illing to the c a rdholder.  Sec tors 

tha t use the “ authoriza tion”  func tion widely a re hotels, ca r renta ls. 

 

- To perform an authoriza tion, from Figure 5.1, naviga te as follows: 

Transac tion > Sa les/ Authoriza tion > Perform Sa les/ Authoriza tion 

- Enter a ll informa tion needed for the authoriza tion as in Figure 5.4 

 

Figure 5.4 – Authorization Transac tion Page 

 

- Following a  submission, the eNETS system will rep ly with the sta tus of the transac tion.  

Figure 5.3 g ives an example of a  succ essful authoriza tion transac tion. 

- Please refer to Sec tion 6.2 on how to re trieve reports on “ Authorized  Credit Ca rd  

Transac tions” . 

 

 

The Merc hant Tra nsac tion 
Referenc e Number MUST b e 
uniq ue. 
 
Ensure tha t if you a re 
performing  an a uthoriza tion, 
the op tion under “ Transac tion 
Typ e”  MUST be set to “ Auth” . 
 
For b etter fraud  
ma nagement, CVV/ CVC2 
ma y be  required .  These a re 
the additiona l 3-4 d igits found  
on the bac k of the c red it 
c a rd . 
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5.3 Credit Card Capture Transac tion 

 This fac ility a llows you to  perform c ap ture of a  c red it c a rd authoriza tion transac tion p reviously 

performed .  By exec uting a  c ap ture, the transac tion will be sent to the bank for settlement a t the 

end  of the day, and  the c ardholder will be b illed  ac cord ing ly for the transac tion.   

 

- To perform an authoriza tion, from Figure 5.5, naviga te as follows: 

Transac tion > Capture > Perform Capture 

 

Figure 5.5 – Menu op tion to perform a  Capture 

 

- Therea fter you c an define the c riteria  in re trieving the relevant authorized  transac tion.  

You c an re trieve by: 

i) Spec ific  transac tion period 

ii) Merc hant Referenc e Number 

iii) App rova l Code 

Figure 5.6 gives an example, where the search is done by using a spec ified transac tion 

period . 
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Figure 5.6 – Define c riteria  to retrieve list of authorized  transac tions 

 

 

Figure 5.7 –Result list of authoriza tion transac tions retrieved 
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- Therea fter you c an perform a  c ap ture.  The system a llows you perform a  full or pa rtia l 

c ap ture.  You c an a lso submit multip le c ap tures. 

5.3.1 Multip le-full Captures 

- Figure 5.8 shows an example of multip le-full c ap tures performed.  To do this, c hec k 

on the box under “ Full Cap ture”  aga inst the relevant authorized  transac tions.  

 

Figure 5.8 – Illustra tion of multip le-full cap ture transac tions  

 

- Figure 5.9 shows the c onfirmation page re turned by the eNETS system. 

- After you have c ap tured  the transac tions suc c essfully, these transac tions will be 

reflec ted in the “ Credit Ca rd  Sa les Report” .   
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Figure 5.9 – Suc c essful page for Multip le Capture 

5.3.2 Partia l Capture 

- To perform a  partia l c ap ture, c lic k on the “ Merc hant Referenc e No.”  . 

 

Figure 5.9 – Performing a sing le c ap ture 
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Figure 5.10 – Sing le partia l c apture 

 

- A new page will be d isp layed  with a  suc c essful message saying tha t c ap ture has 

been done suc c essfully. 

 

 

Figure 5.11 – Result Page for Sing le Capture 

Rules for pa rtia l ca p ture: 
1.   You c a n c ap ture a  lower amount, from the 
origina l authorized  amount. 
2.   You may perform only ONE  pa rtia l cap ture. 
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6 eInvoic e 

6.1 Non-Master Merc hant eInvoic e 

- This func tion is to le t you view the eInvoic e. 

- To view this eInvoic e, naviga te as follows: 

Merc hant Reports > Invoic e > View Invoic e 

 

Figure 6.1- Selec tion Criteria  Page 
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Figure 6.2- Invoic e (Sec tion 1) 

Overview of fees pa yable to 
eNETS for p rocessing  of 
transac tion.  Banks would  settle 
with Non-master merc hant on 
a  da ily basis on sa les 
p roc eeds.  



 
 

 

 

Ja nuary 2006 Page 33 eNETS REPORTS & ADMINISTRATION USER GUIDE 

  Version 1, Revision 0 

  CONFIDENTIAL 

  

 

 

Figure 6.2- Invoic e (Sec tion 2) 
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7 Reports  

The Report func tion p rovides you with the ab ility to genera te reports of a  spec ified period .  The 

report c an be viewed in 3 forma ts: 

i) HTML 

ii)    PDF 

iii)   CSV 

 

7.1 Reports for ALL eNETS Payment Servic es 

7.1.1 Transac tions for All Payment Types 

- This report g ives you a list o f transac tions tha t have been “ settled ”  or “ unsettled”  

by eNETS for a  defined  period .   

- To view this report, naviga te as follows: 

Merc hant Reports > Transac tion Reports > Transac tions for All Payment Types 

 

Figure 7.1  - Page to define c riteria  of report 

 

 

 

 

You have a set o f filters to selec t from 
to  streamline the results p resented  in a  
report.  For examp le, you c an selec t 
to  view transac tion in a  spec ified 
period , and  “ Settled ” . 
 
Use the “ Advanc ed  Op tion”  to  
genera te  a  more spec ific  list of 
tra nsac tions. 
 
If you a re using more than one 
payment service from eNETS, use the 
op tion “ Produc t”  to  sea rc h for 
tra nsac tions against a  sp ec ific  
p roduc t (e.g . c red it c a rd , d irec t debit, 
virtua l ac count). 
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Figure 7.2 – Transac tions for All Payment Types Report 

 

7.1.2 Sales for All Payment Types 

- This report g ives you a c onsolida ted  monthly sa les of the c urrent year.   

- For example, if you viewed this report on 15-June, the report will g ive you the 

c onsolida ted sa les from January to May of the c urrent yea r.   

- To view this report, naviga te as follows: 

Merc hant Reports > Transac tion Reports > Sales for All Payment Types 

All the filter c riteria  d efined  in Figure 
6.1 is repea ted  in this sec tion of the 
report. 

List of transac tion information will be 
d isp layed  in this ta b le.  In this 
example, there is ONLY one rec ord 
tha t met the filter c riteria , and  the 
tra nsac tion was settled  b y eNETS 
based  on the d a te ind ic ated  in 
“ Settled  Da te” . 

Summary tab le a t the end  of eac h 
report p resents the tota l transa c tion 
c ount and  va lue. 
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Figure 7.3 – Define c riteria  for the report 

 

 

Figure 7.4 – Yea r to da te Sales p rocessed  through eNETS payment servic es 

 

You may selec t to  view the Sa les 
throug h ALL p roduc ts (i.e. c red it c a rd , 
d irec t deb it, virtua l ac c ount) or a  
spec ific  p roduc t. 
 
You may a lso filte r by the Sa les 
c urrenc y. 
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7.2 Reports Spec ific  to Credit Card Transac tions 

7.2.1 Credit Card Authoriza tion Report 

- This report shows the transac tions tha t have been authorized  but have yet to  be 

c ap tured i.e. c ommitted  for Sa les.   

- To view the list of transac tions tha t have been authorized , naviga te as follows: 

Merc hant Reports > Transac tion Reports > Credit Ca rd  Authorization 

 

Figure 7.5 -  Define c riteria  of the Authorization report 

 

Figure 7.6 – Cred it Card  Authorization Report 

Important Note: 
If a  transac tion has been cap tured  i.e . 
no longer the sta tus o f “ Authorized ” , it 
will NOT be re flec ted  in this report.  This 
rep ort is ONLY for tra nsac tions tha t still 
c a rry the sta tus of “ Authorized ” . 
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7.2.2 Transac tion Report With Credit Card Numbers 

- This report is akin to “ Transac tions for All Payment Types”  report with the exc ep tion 

tha t this report is only reflec ts c red it c a rd  transac tions, and you c an view the 

masked  c red it c a rd  number. 

- To view this report, naviga te as follows: 

Merc hant Admins Reports > Transac tion Reports > Transac tion with Cred it Ca rd  No. 

 

Figure 7.7 - Define c riteria   

 

 

Figure 7.8 – Transac tion Report with (masked ) Cred it Card Numbers 
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7.3 Reports Spec ific  to Direc t Debit Transac tions 

7.3.1 Direc t Debit Transac tion Trac ker 

- This func tion a llows you view d irec t deb it transac tions. 

- To view this report, naviga te as follows: 

Merc hant Reports > Direc t Debit Transac tion Reports > Transac tion Trac ker 

 

Figure 7.9- Selec tion Criteria  Page for Direc t Deb it transac tions 
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Figure 7.10- Direc t Deb it Transac tion Report 
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Figure 7.11 – Direc t Deb it Transac tion Trac ker – List Arc hives 
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Figure 7.12 – Direc t Debit Transac tion Trac ker – List Archives-View Arc hive Deta ils 

 

7.3.2 Monthly Summary Report 

- This func tion a llows you view the c onsolida ted c ount and  va lue of d irec t deb it 

transac tions in a  spec ified  month. 

- To view this report, naviga te as follows: 

Merc hant Reports > Direc t Debit Transac tion Reports > Merc hant Monthly Report 
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Figure 7.13- Selec tion Criteria  Page for Direc t Deb it Monthly Reports 
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Figure 7.14- Direc t Debit Monthly Report 

 


