Merchant Reporting Portal
Quick Reference Guide

Merrco Merchant Reporting Portal provides access to electronic transaction
data elements, enabling you to research transaction authorizations,
batch captures and fund deposits.
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Account Setup

You will receive two email notifications (from do-not-reply@tsysacquiring.com) to the email address listed on
your application, or alternate email provided. One email will contain your username, the other will contain your
password.

NOTE: If you have not received your notification emails, check your spam/junk email folder. Escalate any issues to
support@merrco.com.

Click on the link within the email and enter your temporary password. At this point, you will be prompted to:

1. Review and accept the Terms of Use.

2. Setup a new password.

3. Enter a personal assurance message (this message will appear every time you log in to ensure you are on
the correct website).

4. Select security questions and create corresponding answers, which provides a second level of security
(please note that security answers are case-sensitive).

5. You will then be asked to authenticate your login with a one-time code sent to your email.

A verification code was sent to pam’ ‘@merrco.ca. Check your email and enter the code
below. If you haven’t received the email, click the Send again button.

ired to verify your identity. The verification code will be sent to

*Verification code |

Send me the code

Logging In

Once you have created your account (above), you will be required to:
1. Click on eConnections MReports.
2. Enter your username.
3. Enter your password, if you recognize your personal assurance message.
4. Validate your identity with a one-time security code sent to you upon login request (this will be required
every time you log in).

Login Issues

Forgot Password: If you forget your password, click “Forgot Password.” The system confirms your identity by
asking security questions and will allow you to reset your password yourself. You cannot reset your own
password if your account is locked.

Locked Account: After three (3) unsuccessful login attempts, the system will lock your account. Please contact
support@merrco.com for a password reset.
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Logging Off

It is recommended that you log off when you are done using the portal. As a security measure, you will be
automatically logged off after a period of inactivity. To log off:

1. Click “Close Window" to return to the Current Merchant overview page.

2. Click “Log Off" from the Current Merchant overview page, on the top right corner.

Changing Your Security Questions

If needed, you can change your security questions. The procedure resets all four (4) security questions that
initially established. If you want to have less than four, you will need to re-select the questions you want and
provide the answers. To do so:
1. Click “Profile Menu” on the Current Merchant overview page, and then select “Change Security
Questions.”
2. Enter your password once prompted, only if you recognize the personal assurance message that
appears.
3. Select “New Security Questions” from the list and provide answer in the text fields (please note that
answers are case-sensitive).
4. Click “Submit.”

Navigating mReports

To better understand your navigation options, here’s a look at what key functions provide:
e Default view provides the Current Merchant overview
e Reports offers a list of available reports
e Help gives you access to online troubleshooting
e Profile allows you to change your password and security questions

Report Listing

Report name Description ‘

Processing Snapshot Provides processing data for a set time period (i.e., the current day, the month
to date and up to 12 months of merchant history).

Chargeback Displays the chargeback adjustments over a specified date range, displaying
Adjustments chargeback activity performed during the lifecycle of the chargeback.

NOTE: The dates of chargeback financial adjustments in the chargeback
adjustments report will not be identical to the dates of the chargeback
information on the adjustments report. This is because the actual
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chargeback adjustment information does not post to the chargeback
adjustment report until afterthe financial adjustments have been made.

TIP: You can use the MerLink response tool to respond to and track any
disputes using only the case number, amount and your email address
(https://merlinkresponse.com).

Clearing & Settlement
Summary

Allows you to view the clearing and settlement summary within a set date
range.

NOTE: Only Pp\\posted transactions will show on the merchant statement.

Clearing & Settlement
Detail

Displays the clearing and settlement details over a specified date range.

NOTE: Posted transactions will show on the merchant statement, whereas
non-posted transactions will not.

Deposit Summary

Displays the deposit summary over a specified date range. You can filter the
report using any of the following fields:

e Deposit Date

e Reference Number

e Deposit Amount

Deposit Detail

Allows you to view the deposit details over a specified date range. You
can filter the report using any of the following fields:

e Deposit Date

e ACH Table

e Reference Number

e Deposit Amount
ACH Tran Destination
DDA Number

Rejects

Displays the rejects over a specified date range.

Retrieval Requests

Allows you to view a summary of daily retrievals over a specified date range.

Settlement Summary

Displays a daily summary of deposits broken out by card type and
transaction type. This can help you verify transactions and amounts that
have settled within a specific time frame.

NOTE: Posted transactions will show on the merchant statement, whereas
non-posted transactions will not.

Statement Summary

Allows you to view a statement summary over a specified date range.

TIP: For additional information on any of these reports go to Reports > Available Reports > Merchant Links.
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Authorization Transaction Search

Open the Reports menu, click on “Authorization Log.”

Help, | Profile ,, | LogOff

Merrco Merchant

CBOS Last Logon: 09/15/2021
Theme: Portfolio ent (Risk)

1099.K eStatement .

Legal Address Name: -
DBAName:i Secondary Owner: ATTN:
DBA City, State, Country:\ . Address: -
DBA Postal Code: /. City, State, Country:
Postal Code:
DBA Phone/Ext: - Physical Address Name: - Statement Address Name: ,  Dait eyt
5 3 Chargeback Adjustments

DBA Fax: ATTN: ATTN: s
o Addre - - - ~a Address: . -~ Deposit Summary
City, State, Country:\ _ City, State, Country:' Retrieval Requests

Postal Code: ' Postal Code: S Settlement Summary

Merchant E.mail Address:
Morchant Web Address: Statement Summary

ast Processed Batch:
Last Processed Deposit:

Batch Number Status Count Amount _
00009 = 2

Date
0373172021
Date

1099-K Merchant Copy: E - Electronic

1099-K Generation: Y_

Tems of Use | Privacy Policy | ConfactUs | Help

From here:

In the Authorization Log Summary report, you are able to select up to a maximum of seven (7) days of
transaction data using the Startand End Date fields.

The Authorization Summary shows a breakdown of approved and declined authorizations by card type.
The Transaction Summary shows a detailed listing of individual authorization transactions.

To view further details of each transaction, click the underlined “Customer Account Number” of the
transaction.

This report can be further filtered by specific transaction details by clicking on “Show Filter Options” at the
top left of the page.

Reports can be downloaded in PDF, Excel or CSV formats by clicking on the “Download” button at the top

right the screen. It looks like this: .

Authorization Log Summary

Start Date: | 09/08/2021
BIN: S Merchant ID: S
Mon Sep 13, 2021 19:53:58 EDT End Date: | 09/13/2021 - 3
Show Filter Options
Authonzation Su a
P Ty Approved Declined Total R
Count Total Count Total Count Total DA
Visa 7 507 .83 o 0.00 7 507.83 0.00%
d 2 11496 o 0.00 2 11496 0.00%
Sub Total 9 622.79 o 0.00 9 622.79 0.00%
Grand Total 9 622.79 o 0.00 9 622.79 0.00%
Transaction Su
Store  Term Consumer Account PAR Date Time POS Cond  Card Type Code
5483 VO 09/08/2021 14:32:45 59 wvi 00 4749 .
5483 . Voo 18:55.07 59 vi 00 7999
5483 VO 09/08/2021 12:31:12 59 Vi 00 23.91
5483 . VO 19:32:00 59 Vi 00 87.99
5483 5001 09/09/2021 14:22.00 59 MC 00 63.99
- 5483 t VO 09/10/2021 0320:49 Vi 00 12498
5483 5001¢ 09/11/2021 11:39:14 59 MC 00 5097
- Vo 09/11/2021 15:43:40 wvi 00 43 49
5483 VO 09/11/2021 09:23.45 59 Vi 00 9998
.- ‘ Vo 09/13/2021 12:13:59 59 vi 00 4549
- 5483 s vo 09/13/2021 08:14:50 59 wvi 00 5199
NOTE: Use the same steps to query individual authorized transactions.
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Settlement Transaction Report

Click on “Settlement Summary” in the Reports menu, and then:

e Inthe Settlement Summary Report, you are able to select up to a maximum of seven (7) days of
transaction data using the Startand £nd Date fields.

e The Posted Payment Type Summary shows the summary of settled sales and returns by card type.

e To view the details of individual transactions, click on the underlined total of each transaction.

e This report can be further filtered by specific transaction details by clicking on “Show Filter Options.”

e Reports can be downloaded in PDF, Excel or CSV format by clicking on the download button, at the
top right corner of the page.

Settlement Summary Close Window

Bani: R 1D:
Mon Sep 13, 2021 14:44:24 EDT End Date: [09/122021 _ |i8iw

Posted Payment Type Summary

Sales Retumns Totals =
FaynentvRe Count Total Count Total Count Total -
Settied -

Visa 5 46236 0 0.00 5 46236

Visa Debit Card 8 41880 0 0.00 8 41880

MasterCard Debit Card 3 17597 0 0.00 3 17597

MasterCard 2 18297 0 0.00 2 18297

Sub Total 18 124010 0 0.00 18 124010

Grand Total 138 1.240.10 o 0.00 18 124010

Sales Returns Totals -
Payment Type Count Total Count Total Count Total v

There is no data available for this time period

Settled Batch Detail

Click on “Batch Summary” in the Reports menu, and then:

e Onthe Batch Summary page, you are able to select up to a maximum of seven (7) days of transaction
data using the Startand £nd Date fields.

e The Payment Type Summary shows the amounts of purchases and credits by card type.

e The Batch Summary shows the list of settled batches by date.

e Click on the batch ID to view the transaction details making up the batch.

e Reports can be downloaded in PDF, Excel or CSV format by clicking on the download button, at the top
right corner of the page.
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Batch Summary

--—— - -
BIN: # Merchant ID: s
Mon Sep 13, 2021 15:08:33 EDT

Close Windous

Start Date: (09092021 _|[8lw "~
End Date: (09132021 [&v |2

Payment Type Summary

= Credits Prepaid Load Tips/Cashback Total
L Count Amount Count Amount Count Amount Count Amount Count Amount
Visa 5 436.43 0 0.00 0 0.00 0 0.00 5 436.43
MasterCard 2 114 96 0 0.00 0 0.00 0 0.00 2 114.96
Sub Total 7 551. 0 0.00 0 0.00 0 0.00 7 551.39
Grand Total 7 551.39 0 0.00 0 0.00 0 0.00 7 551.39

Batch Summai

Batch ID Store Term Serial No Status Date Begin End CDC Sys Count Response Amount
00150 - - Verified 09/11/2021 17:41:21 17:41:22 3 GB 194.44 .
001 - - - Verified 09/10/2021 17:56:15 17:56:16 2 GB 21297
001 - - Verified 09/09/2021 17:54:46 17:54:47 2 GB 143.98

NOTE: Use the same steps to query individual settled transactions.

View My Statement

Click on “Statement Summary” in the Reports menu, and then:
e The Statement Summary will show you a summary of monthly merchant statements.
e Toview and download the statements, click on either the download button or the underlined date for
each statement.

Statement Summary

O e i Start Date: 08/15/2020

Wed Sep 15, 2021 11:03:30 EDT End Date: 2
Date DDA Account # # Sales $ Sales # Credits $ Credits $ Discount $ Fees $ Tota =

August 2021

& 05512021 Jowmn 0 0.00 0 000 50.00 5000 100.00

July 2021

X o7s0r2021 - 0 0.00 0 0.00 50.00 50.00 100.00

June 2021

& 06302021 s 0 0.00 0 0.00 50.00 50.00 100.00

May 2021

& 05312021 e 0 0.00 0 0.00 50.00 50.00 100.00

April 2021

Generating a Report

See the Report Listing section for a description of what information each report produces. To generate a report:
1. Hover over Reports, revealing a menu of available report links.
2. Click on the desired report.
3. Select the date range for the report.
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4. Click the “Refresh” icon to update the report data.
5. Close the window to close the report window.

Viewing More Information in a Report

An underlined value allows you to click for more details.

Tue Mar 3, 2020 15:46:10 EST

Date Batch Chargeback
Count Amount Count Amount
02/26/2020 133 253 1 (-605.74)
02/27/2020 143 0 0.00
02/28/2020 600 goy g 0 0.00
03/02/2020 1.478 368.214.42 0 0.00

Filtering Report Data

If the “Show Filter Options” link is visible, you can filter the report data using specific field values as the filtering
criteria.

Click “Show Filter Options” to enter criteria for one or more fields, and then click “Submit.”

NOTE: The more filters you assign, the narrower the results will be. Clicking “Reset” will cancel any existing filters.

Printing Reports

To print a report:
1. Onthe report page, click the “Options” icon. It looks like this: [ v
2. Select “Print Friendly Data.” A printer-friendly version of the report appears in a new window.
3. Press Ctrl+P to open the Printwindow and select a printer.

Downloading Reports

A report can be downloaded in two formats:
1. CSV: Data in the report is sorted in rows, with column values separated by commas (Comma Separated
Values); can be used in a variety of software that can import CSV data.
2. Excel: Data in the report is saved using an Excel format (.XLS), which requires Microsoft Excel to edit.

To download a report:
1. On the report page, click the “Options” icon.
2. Choose the download format required.
3. Browse to the location to save the file.
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A sample statement looks like this:

Page 1aof 1
Proceasing Manth: 08-21 5830
MERRCD
Assockation Murmber: -
Merchant Murnber: W
Routing Murnber:
Deposit Account Number: o —
- o — Arnouint Deducted:
5 100.00
-
- -
Minimum Dscount Fee ks S50.00
Plan Summary
Plan Numbar of Amount of  Number of Amourd of et Average E¥sc O Drscount
Code Sales Salax Credits Crevits Lnl=x Ticket [l b1 Due
VS oo it [1] .0a 0a 1] 3.8800 oo
vD oo 00 [L1] .0a J0a i) 3.8000 oo
vB oo i 1] .0a J0a Lili] 3.8000 0o
VL oo i 0a .0a J0a i) 3.8000 .oo
MC oo i 0a .0a J0a i) 3.8000 .oo
A [n] oo 00 aa .0a J0a i) 3.8000 .00
ME oo 00 aa .0a J0a .00 3.8000 .00
ML on 00 aa .0a J0a i1 3.8000 .00
DE oo i 00 .0a A0a oo 3.8000 oo
el o A0 0a i) 0o i 00
Fees
Counf Ammvaunt Rats % Azde Per Bbem Descripiion Fams Paid Tofal
m 25.00000 Gateway Monthly Fes 00 2500
o 25.00000 Monthly Maintenanos Fes 00 2500
Total Other Feses: 50.00
Tolal Fees Duea: 50.00
Minimum Discount Due 50,00
Fees Duse 50.00
Amount Deducted 10000

Should you have any additional reporting questions, please reach out to support@merrco.com.
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