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Information about this Manual
This manual contains guidelines on how to use the eNETS Report and Administrative functions. This
Manual helps to provide merchant personnel with an understanding of the eNETS Report and

Administrative functions.

If you have any questions about this Manual, please give us your comments at

eNETSMerchantSupport@nets.com.sg

January 2006 1 eNETSREPORTS & ADMINISTRATION USER G UIDE
Verdson 1, Revison 0
CONHDENTAL



eNETS Pte Lid (Wholly owned by NETS)

Table of Contents

1 INEFOAUCTION .ot
11 OVEIVIEW .ttt

1.2 Merchant Support Helpdesk.......cocooviviieeinens

2 AccessControl by System Administrator.........ccceeveeneee
21 AccessControl Management......c.ccceceeeieeennen.

2.2 Role Management. ...

221 Create ROIE ..o

222 Housekeeping Roles.....ccccoveiceiivieeniee,

2.3 User Management ...cooeeeeeiie e

23.1 Create USer ..o

232 LISt USETIS ..t

3 Getting ArOUNd ...oooiiieeeee e s
3.1 URL. oot

3.2 What'sneeded forlogin......ccoceveiiiiicccenneenne,

3.3 Login Forthe RArst time .....ccccoeceeeieerie e

3.4 Navigation afterlogin.......ccccocvoeeveiniciiiin e

35 Changing Password........cccocevviiienieeiinnienee s

4 FeCific FUNCHIONS. ..ot
4.1 Merchant Profile Management........ccccceveenenee.

41.1 Update Profile......cccoooveieeciee e

4.1.2 View Profile ...

4.2 Public Key Management.......ccccceeevienieenennennne,

42.1 Request Public Key Upload .........cceeeenenne

42.2 Upload Public Key ...ccccovvvvviininiiiiecienen

4.2.3 View Public Key.....ccooovviviiieiiiieneens

5 Virtual Terminal TransactionS.......ccovvvieeieiinicisinenns
51 Credit Card Sale Transaction........ccccevveveieneninnns

5.2 Credit Card Authorization Transaction

5.3 Credit Card Capture Transaction ........c.ccceeeueee.

53.1 Multiple-full Captures........ccooceevviiieniennnnnns

5.3.2 Partial Capture ....ccccoveeciiveeseeie e

6 EINVOICE i e

6.1 Non-Master Merchant elnvoice .........ccccceeeenee.
January 2006 i

eNETSREPORTS & ADMINISTRATION USER G UIDE
Verdson 1, Revison 0
CONHDENTAL



eNETS Pte Lid (Wholly owned by NETS)

7 T o X o £ T RO 34
7.1 Reportsfor ALLENETSPaYMENT SEIVICES ..ottt sttt st sees 34

7.1.1 TransactionSfor All PAYMENT TYP @S i iieeeie e ee et eeeee e sneee e st e e nneeeeneeeeneeeens 34

7.1.2 SAIESTOr All PaYM ENT TY P €Sttt iee e ee et ettt e et e e st e e s e e e s e e enseeesneeesneeennneeennes 35

7.2 Reports ecific to Credit Card TraNSACTIONS. ...cccuuii e e s e s 37

7.2.1 Credit Card AUuthorization REPOI ..o e 37

72.2 Transaction Report With Credit Card NUMDEIS.....ccoii i 38

7.3 Reports Specific to Direct Debit TranNSACHIONS.....ccui i e 39

731 Direct Debit TranSaCtioN TrACKET ....c.eciiiie e 39

7.3.2 MONThIY SUMMATY REP O ..ttt e e st e e st e e e te e e e e e snbeeesnaeeenneeesneeas 42

January 2006 v eNETSREPORTS & ADM INISTRATION USER G UIDE

Verdson 1, Revison 0
CONHDENTAL



eNETS Pte Lid (Wholly owned by NETS)

1 Introduction
1.1 Overview
The eNETSReport and Administration isan internet-based portal that allows merchantsto monitor
and manage their online transactions. To use this facility, a merchant profile is needed. The
profile isa record of the merchant’s details and permitted functionalities (e.g. ability to perform
authorization, view selected reportsetc).
1.2 Merchant Support Helpdesk
For problemsorqueriesin using the system, please contact:
eNETSMerchant Support at
63740-688 / 63740-675/ 63740-531/ 63740-517
Operating Hours:
9:00 am —6:00 pm Monday — Fidays
OR
eMail : eNETSMerchantSupport@nets.com.sg
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2

Access Control by System Administrator

Note to Reader

This Section should be read by the System Administrator (SA) of the company. If you are NOTthe SA of

the company, please proceed to Section 3 and onwards.

The SA accountisthe top-level account and isthe only account created by NETSforeach company. It

is advisable that this account isused ONLY for administrative purpose i.e. do not use this account for

other transaction or reporn functions. The SA account is the only account that is not removable and

consequently provides the only access should other accounts be locked. It should therefore be the

ownership of a Manager/Supervisor of the company.

2.1

Access Control Management

In each organization, eNETSshall assigh a “Group Name” to the organization e.g “Ocean Group”,
“Astoria Horist” etc. Against each of this Group, the relevant functions will be assigned. e.g.

“Ocean Group” hasbeen granted the functions“Merchant Reports’, “Merchant Admin” etc.

Foreach organization, eNETSwill only create one account, and thisaccount istypically assigned
to the SA of the company. Thereafter, the SA will be responsble for creating the “Roles”, and
Users. By Roles, the SA can define what functionscan be accessed by usersunder this Role. For
example, the FAnance department isin charge of biling and the operations deparntment takes
care of fulfillment. The SA can create two roles. FHnance and Operations. Against the Fnance
Role, the SA can assgn the ability to view elnvoices and Transaction Reports. Likewise, for the
Operation Role, the SA can assign the ability to view Transaction Reports, and even the function

to authorize a credit card payment.

The diagram in FHgure 2.1 illustratesthe relation between Group, Rolesand Users.
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Group is defined by eNETS
Roles are created by the Correspondingly, eNETS will

company’s SA. Roles such as Group X assign the allowed Functions
“FAnance” can be created under thisGroup.
and Functions such asviewing
of elnvoice and Transaction
Report assigned. In this case,
any User tied to the Role Role A Role B Role C
“Fnance” have accessto the
functions assgned under this \ \
Rnle
= .
g 95 & 4 A

FHgure 2.1 - Relationship between Group, Role and Users

2.2 Role Management

2.2.1 Create Role

In each organization, the role of each person or supporting unit may be different. Under

eNETS the SA can assign the relevant functions, reportsto each departments.

For example, the Fnance department is in charge of biling and the operations
department takes care of fulfllment. The SA can create two roles. FHnance and
Operations. Against the Fnance Role, the SA can assign the ability to view elnvoices and
Transaction Reports. Likewise, for the Operation Role, the SA can assign the ability to view

Transaction Reports, and even the function to authorize a credit card payment.

Fnally, undereach Role, you can assign one or more Users.

Foran SA to create a Role:

- Login to the eNETS Administration & Report Portal (refer to Section 3) for detailson
Login).

- Please ensure that you are assgned the function “Access Control’. Fom this
function, you willbe able to manage the rolesof your userswithin yourcompany.

- To create a “Role”, from FHgure 2.2, navigate asfollows:

AccessControl > Role Management > Create Role
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FHgure 2.2 - Page showing navigation menu with Create Role highlighted

- Enter the name for the new role in the page that follows (Fgure 2.3). As a
guideline, the name of a “Role” could describe the main/primary responsbility of
a group of personnel in your company. For example, you can create the role
“Hnance”, and subsequently assign the functions such as accessing of salient

transaction reportsforaccountsreconciliation.

Enterthe Role Name here.

Tip: Role Name could reflect
‘ the department'sname

FHgure 2.3 —Assigning a Name to a Role to be created underyourorganization

January 2006 Page 4 eNETSREPORTS & ADMINISTRATION USER G UIDE
Verson 1, Revison 0
CONHDENTAL



Click the “Submit” button to save the functionsagainst thisrole.

To assgn the function against
a role, check on the
appropriate box.

FHgure 2.4 - Create Role Page afterrole name input and function allocation

To assign the functionsagainst the Role, check the appropriate boxes. (Hgure 2.4)
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2.2.2 Housekeeping Roles

Thisfunction will give the SA a holistic view of the various Rolesin the organization, and the

functions assgned against each role. FHom here, you will be able to housekeep the

accounts.

- After login, accessthisfunctional page, asshown in Hgure 2.5, via the navigation
menu in the following order:

AccessControl > Role Management > List Roles

Fgure 2.5 -"AccessControl” with ability to list Rolesassigned to an organization

T

Search Tips

1. * (asterisk) Meansyou want to list ALL the Roles.

2. To get a more precise list, enter a close guess of the name.
For example, enter “FIN” means you want to list any Roles that
hasthe letters“FIN”

FHgure 2.6 —Search fora particular Role
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FHgure 2.7 —Resultspresented aftera search

- Fom the results page (Hgure 2.7), there are two actions which the SA may

undertake:
i) Edit the functionsassigned to a Role.
ii) Delete the Role.

2.2.2.1 Hditing an existing Role

- Fom Hgure 2.7, click on the icon under the “Edit” column of the
corresponding Role.

- The following page displayed will show the list of functionsassigned against
the Role.

- To add a new function against this Role, check against the box (as
illustrated in Fgure 2.4.

- Smilarly, to remove a particular function against the Role, click on the
“checked box”. You should notice that the “check” against the boxwould
disappear. This would indicate that the function is no longer available

against thisRole.

2.2.2.2 Deleting an existing Role
- Fom FHgure 2.7, click on the icon under the “Delete” column of the

corresponding Role.
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- You willsee a pop-up box, asking foryour confirmation (Fgure 2.8).

- When a Role is deleted, this means that any Users who were tied to this
Role, will NO longer be able to perform the functions. Forexample if Userl,
User2, User3 are all tied to the Role “Fnance” (which has the functions of
View Invoices and Transaction Reports), and “FHnance” is deleted, all of
these three userswill NOTbe able to view Invoicesand Transaction Reports.

- Once a Role is deleted, the system will not be able to “roll-back” the

settings.

Fgure 2.8 —Deleting a Role

2.3 User Management

2.3.1 Create User

Afterthe SA hascreated the Role, specific userscan be assigned to the Rolescreated.

To create a User (against a Role):

- After login, accessthisfunctional page, asshown in FHgure 2.9, via the navigation
menu in the following order:

AccessControl > User Management > Create User
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Fgure 2.9 - Navigation menu with option to Create User

- To set-up a User account (Hgure 2.10), the SA must provide the following

information:

i) Name of User,

ii) eMail Address,

iii) UserlD,

iv) Password. Rulesforsetting the password:

8 —20 charactersin length.
Must be alphanumeric i.e. combination of numbersand alphabets.
Cannot be the same asthe UserlD.
- Once the User account has been set-up, the SA may eMail the UserlD and
Password to the relevant User. SA should advise the user that upon the first login,

the userwillbe prompted by the system to change the password.
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Enter the information of the User.
Once the set-up iscompleted, the SA

‘ isrequired to eMail orinform the User

of the assigned UserlD and Password.

FHgure 2.10 - Create a new User

2.3.2 List Users

Thisfunction will give the SA a holistic view of the various Usersin the organization, and the

functions assigned against each role. It isadvisable that the SA reviews the list of Users

accessing the system at least once a year. Thiswill help the SA housekeep the list of Users

who should have the rightsto accessthe system.

To view the list of Usersthat are currently able to accessthe system

- Afterlogin, accessthisfunctional page, asshown in Hgure 2.11, via the navigation
menu in the following order:

AccessControl > User Management > List User

Fgure 2.11 - Navigation menu to view list of Users
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Search Tips:
1. * (asterik) Meansyou want to list ALL the Users.
2. To geta more precise list, enter a close guessof the name.

Forexample, enter “Tan” meansyou want to list any Rolesthat
hasthe letters“Tan”

FHgure 2.12 - List of Usersto the system currently

2321

From the results page (Fgure 2.12), the status of the User accounts are indicated.

The possble statusare:

- Active: Accounts that are able to access the eNETS Administration and
Report System.

- Hrst time login, Password change needed: These accounts reflect those
where the user hasyet to login, and upon first login, they willbe prompted
to change their password. It also indicates the status for users whose
password hasbeen reset, but have yet to login to change.

The other tasks that the SA is able to perform against each User account here

includes:
i) Editing of the User'saccount
ii) Deleting the Usersaccount from further use of the system.

iii) Changing of Password.

iv) Unlocking of the User'saccount

Editing of a User'saccount

- Fom the results page (FHgure 2.12), click on the icon under the “Edit”
column of the corresponding Usersaccount.

- At the following page (FHgure 2.13), only two set of information can be
edited:
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- Name of the User
- eMail Address.

Information such asthe UserlID cannot be amended.

FHgure 2.13 - Edit User'sinformation

2.3.2.2 Delete a User'saccount

Fom the results page (FHgure 2.12), click on the icon under the “Delete”
column of the corresponding User'saccount.

You will see a pop-up box, asking for your confirmation on the deletion of
the User'saccount.

When an account is deleted, this means that the selected user will NO
longerbe able to perform the functions.

Once a User account isdeleted, the system will not be able to “roll-back”

the settings.

2.3.2.3 Change Password for a User'saccount

Fom the results page (Fgure 2.12), click on the icon under the “Change
Password” column of the corresponding User'saccount.

In the following screen (Hgure 2.14), you will be required to enter the new
password of the User.

Important password rulesto note:
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i) 8 —20 charactersin length.
i) Must be alphanumeric i.e. combination of numbersand alphabets.

iii) Cannot be the same asthe UserlID.

FHgure 2.14 - Change User Password

2.3.2.4 Unlocking of a User'saccount

A User's account will be locked if there was three consecutive failed logins. In

such a case, the Usermay request forthe SA to assist in “unlocking” the account.

In most cases, users are unable to login due to the fact that they may have
forgotten their password. In this case, after unlocking, the SA may select to
change the password of the affected account. The steps for changing a

password forthe useriscovered in Section 2.2.2.3.

To unlock a user'saccount,

- Fom the results page (Fgure 2.12), click on the icon under the “Unlock”
column of the corresponding User'saccount.

- Once the account hasbeen unlocked, the confirmation page shown in Hgure

2.15isdisplayed.
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Fgure 2.15 - Confirmation page afterunlocking a useraccount
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3 Getting Around

3.1 URL

The eNETSAdministration and Report System isaccessble from:
http://admin.enets.sg

3.2 What'sneeded forlogin

To accessany of the functionsin the system, a User must have:

- Login ID

- Password

The Login ID and Password may be obtained from your company’s System Administrator (SA).
Please note the Login ID and Password are both case sensitive.

If you are unable to recall your Password, please inform your SA who will be able to reset your

password.

In the event that you enter your Password incorrectly, you will be locked out from the system

automatically after three consecutive failed attempts. In this case, please request for your

company’'sSA to reset youraccount.

Both the Login ID and

l Password are case senstive.

If you have 3 consecutive
failed logins, your account will
automatically be locked.

Fgure 3.1 —Login Page to eNETSAdministration & Report portal
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3.3 Login For the Frsttime

When you login for the first time, you will be required to change your password (Hgure 3.2). After
you have changed your password, you will be required to login again, this time, using the

password that you have specified.

FHgure 3.2 —Change password afterfirst login

3.4 Navigation afterlogin

The navigational menu islocated on the left-hand side of the page.

FHgure 3.3 —Functionsassighed to each userisdisplayed on the left
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Each usermay see a different set of optionson the left menu. Thisisdue to the functionsassigned

to each user.

3.5 Changing Password
Users can voluntarily change their password by accessing the “Change Password” option on the
left of the navigation menu. Also, they may be forced to change password upon login under the
following conditions:
- Password isnot changed fora configurable of time (e.g. default after 90 days)
- Login for the first time
Some rulesto the password that can be used:
i) 8 —20 charactersin length.
ii) Must be alphanumeric i.e. combination of numbersand alphabets.
iii) Cannot be the same asthe Login ID.
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4.1

4.2

Specific Functions

Merchant Profile Management

41.1

4.1.2

Update Profile

This function allows you to update your company’s information including the salient
contact people or mailing address. To update your company’s information, the
navigation menu isasfollows:

Merchant Admin > Merchant Profile > Update Profile

View Profile

This function allows you to view the details of your company’s profile. To view the
company’sprofile, accessthisfunctional page, the navigation menu isasfollows:

Merchant Admin > Merchant Profile > View Profile

Public Key Management

4.2.1

Request Public Key Upload

All transactionsmade between your webstore and eNETS system are digitally signed with
a digital certificate. Any payment request originating from your webstore will be signed
using the private key accepted to the eNETS sysem. When the payment request is
received at eNETS system, it will be verified with the public key that you have uploaded
with the eNETS system. It isrecommended that this function isassigned to a person with

technical background.
Thisfunction allowsyou to upload the public key that isused to sign your transaction.
- Before you can upload a public key, you would have to submit a request. To

request fora public key upload, the navigation menu isasfollows:

Merchant Admin > Public Key Upload > Request Public Key Upload
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Fgure 4.1 - Navigation menu with Request Public Key Upload highlighted

- In the page that follows, click on the “Submit” button to trigger an eMalil
containing the password to be sent to the specified company’seMail address (this

isset to the Main Contact'seMail address). Referto Fgure 4.2 for an illustration.

FHgure 4.2 - Request for Public Key Upload
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- Another page willbe shown with the successful message asin FHgure 4.2.

Fgure 4.3 - Successful request for Public Key Upload

4.2.2 Upload Public Key

Afteryou have requested to upload the public key (asdepicted in Section 4.2.1), you are
ready to upload your public key.

- To do this, access the functional page via the navigation menu in the following
order:
Merchant Admin > Public Key Upload > Request Public Key Upload

- In this page as shown in FHgure 4.4, enter the password that wasreceived in the

eMail.
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For verification purpose, you

will be required to enter the
4 Password sent by the eNETS
system to your company’s
Main Contact’'seMail address.

Password entered here iscase
sensitive.

FHgure 4.4 - Enterthe received password to verify that you have sent a request to upload
the certificate

- In the following page (Fgure 4.5) you will be required to specify the path of your

public key. Use the “Browse” function to search for the location of your key.

Fgure 4.5 - Yecify the location of the key forupload

4.2.3 View Public Key

Afteruploading a key, you are able to view the keysby accessing thisfunction.
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- Accessthisfunctional page via the navigation menu in the following order:

Merchant Admin > Public Key > View Public Key

FHgure 4.5 - Menu option to view the public key

- The page that follows will display the public key uploaded by your company. In

addition, it also givesthe validity period of the keys.

Fgure 4.6 -Information on public key uploaded by yourcompany
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5 Virtual Terminal Transactions

5.1 Credit Card Sale Transaction

Thisfacility allowsyou to perform a credit card sale transaction.

- To perform a credit card Sale transaction, from FHgure 5.1, navigate asfollows:

Transaction > Sales/ Authorization > Perform Sales/ Authorization

Fgure 5.1 —Virtual terminal option to perform credit card Sales/ Authorization

- To processthe Sales, enterallinformation needed forsale transaction asin Fgure 5.2,
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FHgure 5.2 —Salestransaction page

The Merchant Transaction
Reference Number MUST be
unique.

Ensure that if you are
performing a sales, the option
under “Transaction Type”
MUSTbe setto “Sale”.

For better fraud
management, CVvVv/CVC2
may be required. These are
the additional 3-4 digits found
on the back of the credit
card.

Following a submission, the eNETS system will reply with the status of the transaction.

FHgure 5.3 givesan example of a successful salestransaction.

Fgure 5.3 —Successful transaction confirmation from eNETSsystem
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52 Credit Card Authorization Transaction

The difference between an “Authorization” and “Sale” is that in the former, the funds are
eammarked from the cardholder'scredit limit, but at the end of the day, such transactionsare not
sent for settlement i.e. authorization does NOTlead to actual biling to the cardholder. Sectors

that use the “authorization” function widely are hotels, car rentals.

- To perform an authorization, from FHgure 5.1, navigate asfollows:
Transaction > Sales/ Authorization > Perform Sales/ Authorization

- Enter allinformation needed for the authorization asin Fgure 5.4

The Merchant Transaction
Reference Number MUST be
unique.

Ensure that if you are
performing an authorization,

<_ the option under “Transaction

Type” MUSTbe set to “Auth”.

For better fraud
management, CVvVv/CVC2
may be required. These are
the additional 3-4 digits found
on the back of the credit
card.

FHgure 5.4 — Authorization Transaction Page

- Following a submission, the eNETS system will reply with the status of the transaction.
Fgure 5.3 givesan example of a successful authorization transaction.
- Please refer to Section 6.2 on how to retrieve reports on “Authorized Credit Card

Transactions’.
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5.3 Credit Card Capture Transaction

This facility allows you to perform capture of a credit card authorization transaction previousy
performed. By executing a capture, the transaction will be sent to the bank for settlement at the

end of the day, and the cardholderwill be billed accordingly forthe transaction.

- To perform an authorization, from FHgure 5.5, navigate asfollows:

Transaction > Capture > Perform Capture

Fgure 5.5 -Menu option to perform a Capture

- Thereafter you can define the criteria in retrieving the relevant authorized transaction.
You can retrieve by:
i) Fecific transaction period
ii) Merchant Reference Number
iii) Approval Code
Fgure 5.6 gives an example, where the search isdone by using a specified transaction
period.
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Fgure 5.6 —Define criteria to retrieve list of authorized transactions

Fgure 5.7 —Result list of authorization transactionsretrieved
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- Thereafter you can perform a capture. The system allows you perform a full or partial

capture. You can also submit multiple captures.

5.3.1 Multiple-full Captures

FHgure 5.8 showsan example of multiple-full capturesperformed. To do this, check

on the boxunder“FRull Capture” against the relevant authorized transactions.

Fgure 5.8 —lllustration of multiple-full capture transactions

FHgure 5.9 showsthe confirmation page returned by the eNETSsystem.

After you have captured the transactions successfully, these transactions will be
reflected in the “Credit Card SalesReport”.
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FHgure 5.9 —Successful page for Multiple Capture

5.3.2 Partial Capture

- To perform a partial capture, click on the “Merchant Reference No.” .

Fgure 5.9 — Performing a single capture
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Rulesforpartial capture:

1. You can capture a lower amount, from the
original authorized amount.

2. Youmay perform only ONE partial capture.

FHgure 5.10 — Sngle partial capture

A new page will be displayed with a successful message saying that capture has

been done successfully.

FHgure 5.11 —Result Page for Sngle Capture
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6 elnvoice

6.1 Non-Master Merchant elnvoice

- Thisfunction isto let you view the elnvoice.
- To view thiselnvoice, navigate asfollows:

Merchant Reports> Invoice > View Invoice

Fgure 6.1- Selection Criteria Page
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Overview of fees payable to
eNETS for processng of
transaction. Bankswould settle
with Non-master merchant on
a daily bass on sales
proceeds.

FHgure 6.2- Invoice (Section 1)
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FHgure 6.2- Invoice (Section 2)
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7 Reports

The Report function provides you with the ability to generate reports of a specified period. The

report can be viewed in 3 formats:

i) HTML
i) PDF
i) csv

7.1 Reportsfor ALLeNETSPayment Services

7.1.1 Transactionsfor All Payment Types

- Thisreport gives you a list of transactions that have been “settled” or “unsettled”
by eNETSfor a defined period.
- To view thisreport, navigate asfollows:

Merchant Reports> Transaction Reports> Transactionsfor All Payment Types

You have a set of filtersto select from
to streamline the resultspresented in a
report. For example, you can select
to view transaction in a specified
period, and “Settled”.

Use the “Advanced Option” to
generate a more gpecific list of
transactions.

If you are using more than one
payment service from eNETS use the
option “Product” to search for
transactions againt a  ecific
product (e.g. credit card, direct debit,
virtual account).

FHgure 7.1 - Page to define criteria of repont
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All the filter criteria defined in Fgure
6.1 is repeated in this section of the
report.

4

List of transaction information will be
displayed in this table. In  this
example, there is ONLY one record
that met the filter criteria, and the
transaction was settled by eNETS
based on the date indicated in
“Settled Date”.

44—

Summary table at the end of each
report presents the total transaction
count and value.

FHgure 7.2 —Transactionsfor All Payment TypesReport

7.1.2 Salesfor All Payment Types

- Thisreport givesyou a consolidated monthly salesof the current year.

- For example, if you viewed this report on 15-June, the repornt will give you the

consolidated salesfrom January to May of the current year.

- To view thisreport, navigate asfollows:

Merchant Reports> Transaction Reports> Salesfor All Payment Types
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You may select to view the Sales
through ALL products (i.e. credit card,
direct debit, virtual account) or a

@——| specific product.

You may also fiter by the Sales
currency.

FHgure 7.3 —Define criteria forthe report

FHgure 7.4 —Yearto date Salesprocessed through eNETSpayment services
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7.2 Reports Specific to Credit Card Transactions

7.2.1 Credit Card Authorization Report

- Thisreport shows the transactions that have been authorized but have yet to be
captured i.e. committed for Sales.
- To view the list of transactionsthat have been authorized, navigate asfollows:

Merchant Reports> Transaction Reports> Credit Card Authorization

FHgure 7.5 - Define criteria of the Authorization report

Important Note:

If a transaction hasbeen captured i.e.
no longer the status of “Authorized”, it
willNOThbe reflected in thisreport. This
report is ONLY for transactions that still
carry the statusof “Authorized”.

FHgure 7.6 —Credit Card Authorization Report

January 2006 Page 37 eNETSREPORTS & ADMINISTRATION USER G UIDE
Verson 1, Revison 0

CONHDENTAL



7.2.2 Transaction Report With Credit Card Numbers

- Thisreport is akin to “Transactions for All Payment Types’ report with the exception
that this report is only reflects credit card transactions, and you can view the

masked credit card number.
- To view thisreport, navigate asfollows:

Merchant Admins Reports> Transaction Reports> Transaction with Credit Card No.

FHgure 7.7 - Define criteria

FHgure 7.8 —Transaction Report with (masked) Credit Card Numbers
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7.3 Reports Specific to Direct Debit Transactions

7.3.1 Direct Debit Transaction Tracker

- Thisfunction allowsyou view direct debit transactions.
- To view thisreport, navigate asfollows:

Merchant Reports> Direct Debit Transaction Reports> Transaction Tracker

Fgure 7.9- Selection Criteria Page for Direct Debit transactions
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Fgure 7.10- Direct Debit Transaction Report

January 2006 Page 40 eNETSREPORTS & ADMINISTRATION USER G UIDE
Verson 1, Revison 0
CONHDENTAL



Fgure 7.11 — Direct Debit Transaction Tracker — List Archives
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Fgure 7.12 —Direct Debit Transaction Tracker — List Archives-View Archive Details

7.3.2 Monthly Summary Report

- This function allows you view the consolidated count and value of direct debit
transactionsin a specified month.
- To view thisreport, navigate asfollows:

Merchant Reports> Direct Debit Transaction Reports> Merchant Monthly Report
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FHgure 7.13- Slection Criteria Page for Direct Debit Monthly Reports
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Fgure 7.14- Direct Debit Monthly Report
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