ClientLine User’s Guide

Table of Contents

Module Name

(@Y1 QT ST TSTRP 6
BeNn€efitS Of USING THIS GUITE ...c.veiiiiiciecie ettt st e et e st et e e e s e e et e aeseesseeneenee e e neenaennennn 7
NAVIGALING the GUITE........ccveiieceiceieece et se e e e st e saesaeese e e e e e s eeneeseesaeeseeneenaeneeeenrenrenns 7
Technical REQUITEMENTSFEALUIES........cciiiie ettt sttt st se b et st et e s bebe et nene 9
SYSLEM REGUITEIMENES ...ttt sttt sttt sttt bt be st et b e b et b e s b et b e s b et et s b et e b s b et e b e s be e ebe st et ebesbenenbentene 9
S S ot U ) = | =S 9
BT Ol MBI PTOCESS. ...ttt t et b e h e bttt e st e s b e bt eheeheeaeeaeeeE e b e eheeheeh e e aeemeeaeebeseesbesheeneenseneabeseesbens 11
L0 Y L= ST UUUPPR 11
How to Find Your Business Checking ACCOUNE NUIMDES ..........oiiiiriiieiiese et s 16
[IeToTo [T aTo l N o VA IoTo o1 s To 1L 11 | SO USSRPURRN 17
[T o 1 oo [N 1 o USRS 17
L0l To 0 o= RS STV o o TR URSSPURR 19
T e 0| L 1= I S 20
NAVIGALING The SYSLEIM....c.ee et e st et e st e s be s aeeseese e e e teseeseeseesneeseeneensensensensennens 21
T o 1o 0 | SRS 22
s ) O T TSRO STRTSTRPN 23
OVEIVIBIW ...ttt ettt sttt b et bt st s bt st e st bt £ e st e bt E e s e bt Eem e e bt Eea e e Rt AR e n e e Rt b e n e e Rt e b e e e st b et e st e b et enenbe b enenbentene 23
Lesson 1: Update USer TNFOrMELTION.........o.iiiiiiiieiieeee sttt se et e b b s ae s i e e e e e st e nbesbesne 24
LeSSON 2: REQUESE EIDS ... ettt ettt ettt e he e s bt e b e e b e e et et e e ae e ehe e bt e b e eabesaeesheesbeenreeneeanas 26
(O gF= o1 = g B B =TS o] o To = | o BT PURUSSPURRN 28
L0 Y 1= RSP 28
Lesson 1: RePOrting DASNDOAI .......c..oiuiriiiiiiiieieeee ettt sttt b e bt se e b e e sbesbeeaeeae e e eneeseesbesbesaea 29
Lesson 2: DispuLES DASHIIOAIT ........ccuiiiiei ettt et e b b et e e e e neesrenae 31
O T o1 = S| RSSO 34
L@ Y T PSSRSO 34
LesSON 1: Credit TFANSACHIONS......coiiieiitireeecriesee sttt sttt sttt b e et b e s e e b e st e neebe s b e s e e be st eneebeneenes 35
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08

Filename Page 3 of 152



ClientLine User’'s Guide

LeSSON 2 DEDIt TFANSACHIONS .......evreeireereeerier ettt r s et nner e nn s 38
LeSSON 3. FUE! TFANSACHIONS. ......cueivireireeteeisier ettt es e r et r s et ren e 42
LeSSON 4 PNONE TIANSACHIONS......cvireuieereeiresr ettt r s n et rer e r et nner e r s 45
Lesson 5: Terminal TraNSACHIONS........cuiireeieriereeeeiere ettt b et e bt s et b e bt ne e bt r e e bt ne e e st e s 48
LeSSON 6: TraNSACHON SUMITIAIY ......ceueetitertesteeteeeeseeseaeeseestesaesaeeseseeseeseesseseesbeebesseasee e enbeseeseesbesaesaesnsansessensesbesaeas 50
Card TYPE SUMIMIBIY ..c.veuetiiteietestese ettt sttt s s et sb e bt b e se e bt sbeseeb e sbeseeh e s R e se e b e e b e neeb e eheneeb e abeseeb e e R e neebenbeneebenreneenenrennas 51
BAICN SUMMIBIY ...ttt sttt b e bt bt heeh e e e e s e e eEeebe s beeheeh e e aeemeeee e beebeebeebeemeene et enbeseeseeneis 53
LessoN 7: MONENTY SAIES HISIOMY ...ttt sttt b ettt ee b e b e e bt eae e e e e e st e nbesbesnea 55
LesSON 8: RGECIEA TIANSACHIONS .....cc.veeiieiteiteeieeeeee ettt st sae st e e se et e besbesbe s st eae e e e nbeseesbesbesaeeaeeneenseseenbesbesaeas 57
L@ g0 1= gl B ¥ Vo 11 o RSSO 59
OVEIVIBIN ...ttt et e e n e E a0 Rt e E s A0 Rt Ae SR 2R A0 R e Ao SRR A e R e e e R e R e e R et s e e R e bt s e e r et nenr e s e nenr e e neeras 59
LESSON 1: BANK DEPOSITS. ... .ecueieeeeieeeieriitesestesteseeseese e teseestestesseesesseesaeseessessessessesseeseeseenseseeseessessensesneensessensessessens 61
SUMMEAIY TOBIS ...ttt e R bt e et e R b e Rt e Rer e e n et ren e r s 62
(0= 1 (=0 [ I - SR 64
LeSSON 2: All ACHIVITY SUMITIAIY ....eeeeeieeeiesieste st seeseesee e see s e st sseese e e es e seessessessessesseeseeeenseseeseessessessesssensessensessessens 67
LeSSON 3: WATNHEID FUNGS.......c.ceuiitiiciiiee ettt bbbt n e e 70
Lesson 4: Monthly Fee and Service Charge HiStOrY ..ottt st 72
LeSSON 5: MONENTY SEALEIMENT ........eiieeieiie ettt et b e s b b ae e e et e s eesbesbeebeeae e e eneeseeneesbesaea 74
ChapLer 4-RaAtE ANAIYSIS ....eiieiiiite ittt sttt ettt et e beeaeeae e e e aeeseeebesbeeaeeb e e aeaaeese e besbesheebeeaeeneeneenbeseesbennas 76
OVEIVIBIW ...ttt ettt b et h et b e b8t Rt £ e e e R R e e R 8 e R e e R e R e s oA £ AR e s e H e R e R e R AR e e e st e b et e st e b e b e st e b e s et nb e r e 76
Lesson 1: QUalifiCation ANGIYSIS ......cui ittt sttt se bbb bt et ese e besbesbesbeeaeeae e e eneeaeenbesbesnea 77
Lesson 2: QUAlifiCatioN EXPENSE.......cueriiriereierte st eeesee e teste s e sresseee e e seestestesressesseeseessenteseesaessesseesesnsensessensessessens 79
[0 o g el =T 1 7= oSSR SRS T 81
L@ g =T o] 1= G T DT o U =SS 83
OVEIVIBIW ...ttt et e e E e e Rt s R s A0 R A0 SRR £ A0 R Ao SR e R A e R s e e R e R e e R et s e e R e et e e E et neer e s e nenr et neeras 83
LIS S o g T I O P T T = Vo 1TSS 84
LESSON 2: REIMTEVAIS. .....ceeeceeet ettt bttt b et b e s bt et b e et b e et e bt e e e bt e e n e n s 86
LesSoN 3: Chargehack ANBIYSIS........cuiiuirieie ittt sttt ettt e b b et e ae e e e beseesbesbesaesae e e eneeseenbesbesaeas 88
LeSSON 4: RELFTEVAl ANBIYSIS. ... .eiuiiieieitiie ettt sttt h et e st et e b e s be e b e s st e st e e e beseesbesbesaeeae e e eneeseenbesbesaeas 92
(O g o] = g ST == o o TSP 94
OVEIVIBIW ...ttt ettt ettt b et b e b E et R 8 e e R R e e e h A8 e e e R R e s oA e AR e s e R e E e e e R e AR e s e s e b e e e st e b e b e st e b e b e st nb e r e 94
[0S o I O [0 S == T o o TR TP TP PRSPPI 95
TraNSACHIONS SEAICH ...ttt r et r et enr e e n e enas 97
AULNOITZALTIONS SEAICK ...ttt et r et rer e neer e es 99
Chargehatks SEAICH ......ccieii it resae e e s e e e e et e s re e e e neene e e e eenrenrenren 101
RELMEVAIS SEAICN. ...ttt R et e Rt e Rt e R n et n s 103
(IS0 g T @ 11 1 YA = T ] o = S 105
Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:

Page 4 of 152 Filename



ClientLine User’s Guide

ACCOUNE SUMIMIIY .....euveeeeeseeesteeseeeseeseesseesseesseesseesseeseesseesseessessseensssnesssesssessseenseensessesssesssessseesseensesnseseessennsesnes 106
2o = o0 SRS 110
Lesson 3: Location Profil@ DELAIS .......ccoviiiiiiere ettt ettt re e 114
Lesson 4: Card 1Ssuer [AeNtifiCaLION. .........ooi i e e e e e b 118
[ISSS o R = TH (o = oo 1] 0o PSSR 120
(O gT= o1 < g o L oTo ] =TSRRI 122
L@ Y L= PRSP 122
LeSSON 1: SChEAUIEA REPOIS ...ttt ettt st b e s bt bt st e et e b e sbesbeebeeaeeae e e eneeseeseenee e 123
LESSON 2: VIBW REPOITS. ...ttt sttt sttt ettt ae et h e et eae et e eese e beebeeheehe e aeen e e e e besbesbeebeeaeeae e e aneeseesbeseene 126
(IS0 TR U0 oL (= = oo (S 128
(S S L S DTC L (N = oo ST 130
L@ g o] 1= g ] o oL 130
L@ Y= = RSP RSI 131
(IS T I o T o 0 =T 1 o L= S 132
o (ol AN = TV o S 133
L0l L= L= £ 0 o J PR URUPPRRN 136
(DS L= (=Y € ol B o J USSP 138
LESSON 2: GIOUD REPDOITS ...tttk e e st ae e bt e bt et e ea b e sh e e sheesbeesbeebeeaeesaeesaeesbeebeanbesnsennnesanans 139
(O gF= o1 = g T T O o LU 142
L@ Y L= USSR 142
(0SS oo T T 1 A 0= T o OSSP 143
L] Q@ o L= oo o P 144
L] O o S o] Y/ 148
Frequently Asked QUESLIONS (FAQS) ..oiuiiieieerieseseseeeereeesee s e s e saees e eessesaesaestesseeseeeensessessessessessesseensessessessenes 150
USEN BESE PraCliCES ....cuiitiieiiitirieietesee ettt bbbt bt st b et s s b et st b e e s s b et e st e b et et st et et s be e 152
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08

Filename Page 5 of 152



ClientLine User’'s Guide

Overview

We understand that processing electronic transactions is an integral part of your business, we
also recognize that running your business is the most important part of your day. As a result we
have designed the ClientLine® Product to help you quickly and effectively manage your
electronic transactions. ClientLine will provide you with the data you need to manage your
business TODAY and help expand your business TOMORROW. It provides accurate and
reliable information when you need it.

This guide is designed to show you how to find and use the data within ClientLine thus releasing
the true value of the product.

Here is a sample of the information available within ClientLine:

A web-based tool that gives you 24/7 access to your electronic payment information.
Access to recently processed transactions, charges and bank deposits.

Information available to download into MS Excel®, PDF, MS Word® and CSV files.
6 months of detailed transaction information.

13 months of summary information including trending reports to help you identify
opportunities that may reduce processing expenses.

o Research tools to help identify both internal and external fraud, resolve chargebacks,
and answer your customer’s inquiries.

Using this quide and the data available you will obtain the following value from ClientLine:

¢ Reconcile submitted transactions with what was paid on a daily basis or the frequency of
your choice.

e Clearly understand processing expenses.
Understand how your business is performing overall. See sales trends over time.

¢ Identify opportunities at the point of sale to potentially reduce processing expenses.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Benefits of Using This Guide

This guide is designed to introduce you to the functionality available within the ClientLine®
product. After reading this guide you will be able to access the payment processing information
you need to help you manage your business and make better business decisions. You will be
able to perform the following functions:

Review transaction history.

Analyze your processing expenses.

View chargeback and retrieval requests.

Perform research queries and generate reports.

Generate a summary of all processing activity, including deposits and fees, for a
timeframe of your choice.

e Use ClientLine to help answer customer inquiries involving electronic transactions. For
example: Research to determine if a refund was issued to a customer’s credit card
account.

Navigating the Guide

To make this guide as user friendly as possible it is designed based on the user experience.
The first chapter of this guide is focused on guiding you through the enrollment process. Each
chapter thereafter is dedicated to each selection on the ClientLine toolbar.

Each chapter contains a lesson for each of the submenu options. For example: Chapter 5 is
Disputes. There are 4 lessons within Disputes:

Chargebacks
Retrievals
Chargeback Analysis
Retrieval Analysis

PonE

Below is a screen shot of the ClientLine toolbar.

Dashboard | Sales

Reporting Dashboard

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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Each lesson contains the following sections. You will see the following lesson sections and

icons within each chapter of the User's Guide.

Sections |
Overview:

Descriptions
Gives a brief summary of what will be
described in the lesson.

How Do | View:

Provides the Steps and Actions needed to
access the specific screen or report.

Quick Definitions:

Provides information and definitions on what
is displayed.

Helpful Hints:

Concise tips on what conclusions can be
made from information provided.

Additionally we have the following items in the back of the user guide:

e FAQ’s
e User Best Practices
o Appendix A - Description of Reports

Rev: 08/01/08
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Technical Requirements/Features

System Requirements

To access ClientLine® the only required hardware is an internet capable PC that meets the
requirements in the table below. In addition to the PC the user will need a user id and password
that will be obtained through the enroliment process at the website www.myclientline.net. The
following table displays the minimum hardware/software requirements and recommendations to
access the system.

Hardware/Software Requirements

Operating System Microsoft Windows 98 or higher

Web Browser Netscape 8.1 and Internet Explorer (6.0 or
higher)

User Sign On Valid User ID and Password

Security Features

We understand that data security is of the utmost importance to you and your customers. To
ensure the data within the product is not compromised, ClientLine was developed with various
levels of security. ClientLine contains the below security features:

1. Secure enrollment process

e A merchant must validate their merchant number, DDA number and Tax ID to
successfully complete enrollment in the product.

e Every enrollment request is reviewed for authenticity prior to issuing a user id and
password.

e Multi-factor authentication layer ensures that persons entering site have a valid
“security cookie” or “token” and valid user id and password combination. Users will
be required to download a new cookie every 8 months.

e Upon each login, users are required to enter a valid user id and password.

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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2. Stringent Password Rules

Must be 8 characters long.

Must have at least 1 alpha (A-Z) characters.

Cannot repeat the same character side by side.

Must include at least 1 numeric (0-9) character.

Cannot be a month of the year.

Cannot duplicate your last 6 passwords.

Cannot change your password more than once in a 24 — hour period.
Must be changed every 60 days. You will be prompted to change your
password when it expires.

e After 5 unsuccessful logins, your password will be suspended and you will
be required to have your password reinstated by a Technical Support
Representative by calling 1-800-285-3978.

76& Helpful Hints:

e Every user must have their own id. Do not share ids with fellow coworkers.
o Keep your user id and password confidential and in a safe place.
e Users will be automatically logged off after twelve minutes of inactivity.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Enrollment Process

Overview

A unique user id will be required to access product. Each user is required to obtain a unique
user id and password. For your convenience you may go directly to the website to obtain an id
and password. Access can be granted to a single location or to multiple locations (lead or

corporate).

To obtain access to the ClientLine® product please follow the enroliment steps below:

Steps Action
1 Enter http://www.myclientline.net into your web browser.
Result: The following screen will appear.
2 Select Enroll.

ClientLine® Online
Reporting Tool

Analyze payment processing with
an easy-to-use online reporting
tool, gaining greater insight to
quickly and effectively manage
your electronic transactions

Welcome

Merchant Login
Non-Merchant Log

« Dashboard view for a snapshot of essential ClientLine Demo

proceseing mformation, including racently
submitted and funded transactions and fees

+ Credit and debit card activity summaries for
selected time perlod

_ . Detailed reports for drilling down info specific
locations, ransaction types, adjustments
and mare

in

+ Standardized. Web-based reports that give
you access to payment processing
information

« Reporting that can be e-mailed or faxed
wherever you need

+ Digpute reporting 1o help you manage

chargeback and refrieval expenses

Developed by:
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3 Select Begin Enrollment.

Aefeirmns [45] hatprs fjvemen, ey chenicines, netjensol o = Bl

ClientLine” Online

Reporting Tool Anch/Te payment processing witl
BN eaEy-i0-UsE oning reporing
koo o Enroll
quickly and effectively markage
JOLE et R sscine Beghn Enraliment
Complets Enrollment
s i i Complete Migration Process

o v Crudt ared debit cord sciivily sumrmare for
B ]

Home

+ Dintadloe] sugarta fox drilling dowa o spaciic
ceabas Samaacion byen, edentrents
il e

+ Shandardiead, Web-Saned reports that gre
7 mocews o payTen procmeng
#harbee

» Reperiing thal can be o-maled =2 feesd
‘wheteee yu need

§ - Dinputs reporting o haip you mnage
chargehack as8 reliewl axpemaen

4 You will be prompted to enter the following:

Enroll

Please completely fill out the form below
MWerchant #* II—
Business Checking Account # I—
Tax D l—
First Mame* l—
Last Mame™ l—
Prore=[ o[ - gg:gfg‘zisec 9 '
Email* l—
Verify email’® l—
Secret Question:” [Please Select =l
Sacret Answier™ l—
T
Please enter the text a; it
appears in the image above ™
Feset
* required field
2008 First Data Corporation. Al Rights Reserved.

Merchant # (location or merchant number that you are requesting access

to)
Business Checking Account #(checking account we deposit your money
into)
Tax ID Number
First Name
Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Last Name

Zip

Phone

Email

Verify email
Select Language
Secret Question
Secret Answer
Security Text

Click Next.

User Agreement

Flease read and accept the User Agreement

responsible for accepting, processing, and filing any customer orders, and for handling any customer &
inguiries or complaints arising therefrom. You will use the highest standards in the industry in
responding to customer complaints. You are also responsible for the security of any customer credit
card numbers and related customer information You may access as a result of conducting electronic
commerce transactions through the SurePay Gateway. You will keep all such information confidential
and will uze the same degree of care and security as You use with Your confidential information.
Alliance and iMall are not responsible far the security of data residing on Your server, or a third party
server designated and used on Your behalf. Termination This Agreement may be terminated by either
party at any time, with or without cause. Upon the effective date of any such termination, all rights
granted to You will terminate, but provisions on "Restrictions," "Proprietary Rights " "Limitation of
Liahility," and "Indemnification” will survive. Breach In the event You breach any of the terms of this
Agreement, Our remedies include but are not limited to the immediate termination of this Agreement,
the revocation of any licenses and passwords granted hereunder, immediate closure of Your account
() with Us andfor any remedies available at law. Warranties Except as expressly set forth in this
Agreement, we make no representation or warranty relating to the SurePay Gateway and any other
services provided under or in connection with this Agreement. You agree that the SurePay Gateway
and related services are provided on an "as is" basis without any other warranties of any kind, either
express or implied, including but not limited to warranties of merchantahility or fitness far a particular
purpose. Withaut limiting the foregoing no warranty is made (a) that the SurePay Gateway, or any
component thereof, will be uninterrupted or error free, or (b) concerning the financial or business
results that may be obtained from Your use of the SurePay Gateway. ou warrant that you have the
authority to enter into this Agreement on behalf of the business you are representing. Yaou also warrant
that all of the information You have provided to Alliance on the Sign-up step is true and correct in all
material respects. Finally, You warrant that Your equipment and systems that interface with the
SurePay Gateway are year 2000 compliant, meaning they will not fail in any way as a result of the
change in century. You will indemnify and haold iMall and Alliance harmless for all losses either ar bath
may incur in the event You do not have the regquisite authority to enter into this Agreement or in the
event any information you provided during the Sign-up step is not true or carrect in a material way
Lirnitation of Liability Under no circumstances, including negligence, will Alliance, iMall, ar any of its or

& e e e e T e -

Result: The User Agreement will appear.

Read and accept the Terms and Conditions by placing a check mark in
the box provided.

Developed by:
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7 Click Next.

| Select Desired Applications

Fleaze selact the applications you wish o enrol in

I elDS Application
T ChiantLins Reporting

| Resat | Submif

0 XN Firrt Ota Compermdon. S0 Mighta Paamremd .

Result: A listing of products/applications will appear.

8 Select ClientLine Reporting and any other application needed.
Click Submit.

If you are requesting access to ClientLine® only, single location access, and the information
entered can be validated:

e You will be presented with a user id and temporary password.

e Access the website at www.myclientline.net. or click on the link provided in your
enrollment confirmation email.

e Enter your user id and temporary password.

e You will be prompted to change the temporary password. See Password Rules on page
10.

e After changing your password you will be prompted to enter your merchant number to
create your Authentication Cookie.

e After entering your merchant number you will automatically proceed to the Reporting
Dashboard.

If you are requesting access to multiple applications or ClientLine with multiple location access, the
request will be forwarded to an administrator for further verification:

o An email will be sent to you within 3-5 business days advising of the results of the
verification and advising of next steps.

¢ If your access has been approved you will receive an email that will contain a user id and a
link to complete the enrollment process.

e Access the website at www.myclientline.net and click on Enroll and Complete Enrollment
or click on the link provided in your enrollment confirmation email.

e Enter the user id provided in the email and the secret question and answer provided during
your initial enrollment process.

e You will be presented with a temporary password for your use.
Enter the user id and temporary password.
¢ You will be prompted to change the temporary password. See password rules on page 10.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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After changing your password you will be prompted to enter your merchant number to
create your Authentication Cookie.

After entering your merchant number you will automatically proceed to the Reporting
Dashboard.

* Helpful Hints:

If you fail to successfully login in after 5 consecutive times your account will be
suspended and your account will need to be reinstated. Please contact the Technical
Support Help Desk at 1-800-285-3978.

Do not share ID’s. They are specific to each individual assigned user.

You will be prompted to change your password every 60 days.

You will be prompted to download a new cookie every 8 months.

Password requirements will be displayed on the screen or you can view them on page
10 of this guide.

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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How to Find Your Business Checking Account
Number

The 2 diagrams below identify where you can find your Business Checking Account Number.

EXAMPLE #1

Mame 150
Address Daie
City, State Zip
I
Pay to the
order of
Daollars
$ 123456789 & ooo01234) ||1 150
AB AR cuting Nurrber Busiress Checlang Account Check Hurber
Humrb er
EXAMPLE #2
Name 150
Address Date
City, State Zip
$
P to e 1]
order of
Dollars
| |
|3 1234567s59) % 1o ||*|oooo1z234) ||
&
AB AT ating Nurrber Busiress Checlang Acoournt
T ar
Check Mawbex
Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Logging In/ Logging Out

Logging In

Steps | Action
1 Enter http://www.myclientline.net into your web browser.
Result: The ClientLine® homepage will appear.
ClientLine” Online
Reporting Tool Analyze payment processing with
an easy-to-use online reporting
tool; gaining greater insight to
quickly and efecively marage Welcome
FOU SSCLrE v eeCicon Merchant Login
Non-Merchant Login
+ Dashboard view for a snapshot of essential ClientLine Demo
processing information, including recently
submitted and funded transactions and fees
= Credit and debit card activity summaries for
selected time period
= Detailed reports for drilling down into specific
Iu::hns‘ transaction types, adjustments
ot 3
+ Standardized, Web-based reports that give f {
z:::ra::::m payment processing
= Reporting that can be e-mailed or faxed
wherever you need
= Dispute reporting to help you manage
chargeback and retrieval expenses
2 Select Merchant Login.
Result: The Merchant Login box will appear.
Merchant Login
User Id
[
F: ril
Forgatuserin. | GICLA®)
Haorne
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3 Enter your User ID and Password.
Click Submit.
Result: The following screen will appear.

Fortal Main Menu

Main Manu : Chamije Passwand : Sell.Care : Logoi

Lisermames

« Client-Line Repaorting
« ¢lDE System

1806 Firxl Diata Componon. 5 Fights Bararsd.

4 Select ClientLine Reporting from the Portal Main Menu.
If you are a single location user you will proceed directly to the Reporting Dashboard.

If you have access to multiple locations you will see the screen below. Your access will be set
automatically to your maximum level of access you have been granted.

To access a lower level of hierarchy — Enter the hierarchy or merchant number in the ID field
and select the appropriate level from the dropdown.

Otherwise, Click Submit to access the Reporting Dashboard at the set level.

Reporting Dashboard

Access: All Hierarchies for Lead Corporate

 — | S

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Forgot Password

Steps | Action

1

Click on Forgot Password.
Result: The following screen

will appear.

Forgot Password

Username: |

Feset | Subrmit I

1= 2006 First Data Corporation. Al Rights Reserved.

Enter your Username in the box provided.

Click Submit.
Result: The following screen

will appear.

Answer Secret Question

U=zemame:
Secret Question:
Secret Answer;"

@ 2304 Firnt

Please answar your secrel quashion an the farm bslos

Whiat is the nama of yaur first pet?

[
FiEset | Subimat Anewar

T regured Teld

Dta Comanmion, M Fighor Fareried

Enter the answer to your Secret Question.

Click Submit Answer.

Result: The following screen will appear.
Your new password and a link will be provided.

Password has been reset

Yaur Password

has been reset Successiily

WO e Passwond 15

Click hera to log

nto Secure Fortal Application

2200 Frnr Dana Coamacation . i Fights Fpineed.

Developed by:
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Forgot User ID

1 Click on Forgot User ID.
Result: The following screen will appear.

Forﬁc:-t User ID

Pleasa aner you emal eddrass thaet you entarad when anralling into the ChentLine portal.

Ermnail sddrace: |
s

05004 Firs Ot Corporation. A1 Righia Faaunved.

2 Enter your Email Address in the box provided.

3 Click Submit.
Result: The following screen will appear.

User ID has been Found

Your LserID has baeen sent e the email sdiress you provided
Flease check your Inbes: and lecate your Liser 1D

013904 Firrt Ota Copantion. A Fights Rarerasd.

4 Go to your email box to retrieve your User ID.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Navigating the System

The following information may be useful when using ClientLine®.

Any text displayed with a blue underline is a hyperlink to another page or screen.

Once a blue hyperlink has been drilled down on it will change to purple.

Credit amounts will be colored in red on all your online screens.

Use the horizontal and vertical scroll bars to view the entire screen or pages.

Use the BACK and FORWARD arrow icons on ClientLine or the ones on your browser to
access previous or next screens.

Use the Page Navigation buttons (FORWARD / PAGE BACK buttons) and Go To Page
dropdown selection on the bottom of screens to page forward on your online screens.
Use the Return to Dashboard button to return back to the Reporting Dashboard.

Use the Return to Menu button to return to the report selection screen.

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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Logging Out

Action
1 Click on the Log Out button on the toolbar to end your ClientLine® session.
Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Self- Care

Overview

The Self-Care section is where you go when you need to update your user information or
request access to other ClientLine applications.

The two options in Self-Care are:

1. Update User Information
2. Request Applications

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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Lesson 1: Update User Information

This option allows you to update your user information associated with your ClientLine id.

How Do | View:

Steps Action

1 Click Self-Care from the Portal Main Menu.

Portal Main Menu

—
Maim Menu ; Change Passwond | Self.Care ; Logoff

sermame

+ ClisntLine Reporting
« ClientLine Reparting Training Page

B I006 Fores Den Coporstion . Al Fagher Raenced .

2 Result: The Self-Care screen appears.
Self-Care

Main Menu : Logoff

Flease chocss from felewing options

SC

peat

o uset Information - U9 this cpbon to updata your wsar infeamat on
Appticathons - U5e this opbion 1o request access to ather applcabions

B I00€ Fures (s Caporstion. Al Fightr Nacereed.

Click Update User Information from the Self-Care screen.

3 Result: The User Information screen appears.

User Information

First Mame
Last Marme:

e[
Ermail I—
Verify amail |—
Fhone | - -
Secrat Cuestion: [ =

Secral AnEer |
Bespl | Submi

B 5006 Fus Dy Cospwathon. i Righas Reseresd

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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4 Update the fields below as needed.
e Zip
e Email
o Verify emalil
e Phone
e Secret Question
e Secret Answer
5 Click Submit.
6 Result: The following confirmation screen appears.
Account Information Updated
o Account Informeation was successhuly updated
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
Filename Page 25 of 152




ClientLine User’'s Guide

Lesson 2: Request elDS

This option allows you to add elDS access to your ClientlLine id.

How Do | View:

Steps Action

1 Click Self-Care from the Portal Main Menu.

Portal Main Menu

—
Maim Menu ; Change Passwond | Self.Care ; Logoff

sermame

+ ClisntLine Reporting
« ClientLine Reparting Training Page

B I006 Fores Den Coporstion . Al Fagher Raenced .

2 Result: The Self-Care screen appears.
Self-Care

Main Menu : Logoff

Flease chocss from felewing options

Request Applications - |

= Ise this opbon o updata your wsar infosmal on
5 Dis ophon 1o request access to other appicatons

B I00€ Fures (s Caporstion. Al Fightr Nacereed.

Click Request Applications from the Self-Care screen.

3 Result: The Request Applications screen appears.

Request Applications

Please select the application resourceds) you would like accassto

I DS Applicabon
I~ Request bew Location

Fesel | Submi |

B 3006 First Data Caporation. £ Bightn Rasarved.

Check the elDS Application box.
Click Submit.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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4 Result: The Verify Required Attributes screen appears.

‘u’eriﬁ Reaui red Attributes

EMail:

dip:

Last Name:
First Marme:
Merchant ID: |

Submat

Enter your Merchant ID in the box provided.
Click Submit.

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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Chapter 1-Dashboard

Overview

The Dashboards provide a “snapshot” of your processing information. They give the user
access to a variety of information in a single screen. This eliminates the need to view additional
reports or schedule reports for delivery.

The two Dashboards available in ClientLine® are:

3. Reporting
4. Disputes

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Lesson 1: Reporting Dashboard

The Reporting Dashboard provides a “snapshot” of your processing information, including
recently submitted transactions, adjustments, and bank deposits- all on 1 screen. You can drill
down to view details for each bank deposit. As a result of using this view, you are able to easily
reconcile your last 7 days of submitted sales. Also, an easy to read graph displays your sales
trends for the last seven days of submitted sales.

How Do | View:

Steps Action
1 Click Dashboard from the toolbar.

2 Select Reporting from the dropdown.
Result: The Reporting Dashboard screen appears.

Reporting Dashboard
Submitted Sales - USD Access: All Hierarchies for Lead Corporate  Submitted Card Type Summary For

Currency Trans 03/047/2008
Date
Code Amount sales Trend Currency
usD 02/29/2008 37,950 1,806,511.97 Code Amount
usD 03/01/2008 47,415 2,318,596.79  48.90 usD MC 7,581  365,235.85
uso 03/02/2008 87,527 4,742,483.58 54.18 usD VISA 15,981  759,640.30
usD 03/03/2008 61,876 3418,061.96 55.24 usD DSCWR 1,450 67,613.47
usD 0370472008 38,315 1,900,830.95 49,61 usD AMEX 2,591 136,905.19
usD IcB 4 206.54
2,895,492 usD ATM 10,708 571,229.60
1,896,995
946,459
D { E
229 a1 kg 3 k)

Bank Deposits

Currency 3rd Party Interchange | Service Chargeback

Code Date Heerls Adjustments e e Charges Charges Fees Reversals Deposit
UsD 03/01/2006 2,318,774.47  (208,646.77) 0.00 (29411.47) (328.43) [751.64) 131.17 2,079,767.33
uso 03/02/2008 4,742,483.58 (419,823.15) 89.63 (30,874.62) (405,500 (74.96]) 0.00 4,291,394.98
usD 03/03/2008 3,417,784.60  (341,903.41) 29,07 (61,345.28)  (778.51) (953,40} 0.00 3,012,903.07
uso 05/04/2006 1,901,011.65  (204,518.66) (0.18) [44,143.36)  (543.10) [(B05.23) (854 .40) 1,650,146.72
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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Quick Definitions:

A. Submitted Sales - Shows at a glance your gross daily sales volumes for the last seven
days. This includes all credit and debit card transactions. Drill down on the ‘Date’ to see the
Batch Number, Submit date, Transaction Count, Transaction Amount and Average Ticket
Amount.

B. Sales Trend - This is a graphical display of your gross daily sales volume. Easily identify
sales trends and peak sales days.

C. Submitted Card Type Summary - This section shows the count and amount breakdown by
card type of transactions processed for the previous day.

D. Bank Deposits - Shows what was transferred into your checking account for the last seven
days. Drill down on the ‘Date’ and you will be able to see the checking account information
related to the deposit.

E. Deposit - Amount deposited to your business checking account.

* Helpful Hints:

e The number in the Trans Amount column of the Submitted Sales table should be equal
to the amount closed on your terminal.

e The total of the items in the Card Type Summary section should be equal to the
Submitted Sales Trans Amount for the corresponding day.

e Amount located in Deposit column of the Bank Deposits table should be equal to the
amount deposited to your checking account.

o Drill down on the Date column in the Bank Deposits table to view the detail on deposits
and fees.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Lesson 2: Disputes Dashboard

The Disputes Dashboard provides an overview of Outstanding, Reversed, and recently Debited
Chargebacks. Merchants can quickly see the total number of Open, Fulfilled, and Expired
Retrievals, as well as the total number of Chargebacks that are Open, Closed, and Reversed.
Users can drill down into case detail directly from the dashboard to quickly research items
requiring a response.

How Do | View:

Steps | Action
1 Click Dashboard from the toolbar.

2 Select Disputes from the dropdown.
Result: The Disputes Dashboard screen appears.

3 Retrievals and Chargebacks (6 months)

Click on ‘Open’ hyperlink to view case list.

Disputes Dashboard

Lead Corporate -

Retrievals A -
{6manths) Open | Expired | Fulfilled | Total
Mumber of gy 37 756 845
Iterns
Percertage of o 4 §9%  100%
Totals
Chargebacks
{6months) Open | Closed | Reversed | Total
Mumberof 55 354 50 440

Items
Percentage of

2 4 2 5
Totals 8% 0% 11% 100%

4 Chargebacks Debited and Reversed

Click on ‘Status Date’ hyperlink to view case list.

Chargehacks Dwehited Chargehacks Reversed

Currency Status Chargeback Chargeback Currency Status Chargeback Chargeback
Code Dhatee Count At Coiliz Dzt Count At
usn OEADT BT I5],098 539 (W fan] DAMEL0aT 288 Ba,041.10
sEn RADT 1083 B2 45 LIED DTy ire 103,475,585
UED D271 Q0T F4 13,185 14 LD 0202007 34 12,573.37
UED (2 | 007 TES 102,288 55 UED D& G007 2% T.767.04
UED 12 22007 550 1441, P41 70 UsD DM 2007 165 6, 07754
UED (271 25007 5] A2, 58304 UsD 132007 450 124,648 57
0sh (1 arm0? ] 1447, 710,60 0D (& 07 37 56,0009 42
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5 Chargeback History (6 months) cont

Click on ‘Reason Code’ to view case list.

Chargeback History {6 Months)
Reversed to Issuer by Merchant

Resubmitted fReversed to Issuer
by Merchant

Debited to Merchant

I:ur;ency card Regsun Description Received from Issuer Services

Coce TEe || B | Count | Amount | Percent | Count | Amount | Percent
uso M o1 Requested transaction infarmation not received 1 74.99 0.09 0 0.00 0.00%
uso MC og Regquested/required authorization not obtained 3 347,14 0.40%: [1} 0.00 0.00%
usp M 1z Account nurmber not on file 9 788.07 0,925% 5 425,08 53.94%
usp M 34 Duplicate processing 4 382.56 0.44% 0 0.00 0.00%
uso M 37 Fraudulent transaction - no cardholder authorization =1 37,9958.40 44.16% 112 12,583.45 33.12%
uso MC 53 Cardholder dispute-defective/not as described 4 437.18 0.51% 0 0.00 0.00%
usp M 55 MNonreceipt of merchandise 4 397 .49 0,465 0 0.00 0.00%
usp M 60 Credit not processed 9 796,48 0.,93% 0 0.00 0.00%
uso M B2 Counterfeit transaction magnetic stripe pos fraud 1 214.18 0.25% 1 214.18 100.00%
uso MC 63 Cardholder does not recognize - potential fraud a 1,645 58 1.92% 0 0.00 0.00%
usD Total for MC 300 43,084.87 50.07% 118 13,222.71 30.69%
usp VISA 30 Services not provided or merchandise not received 9 1,780.20 2.07% 0 0.00 0.00%
uso WISA 53 Mot as described or defective merchandise 1 49,99 0.06% 0 0.00 0.00%
uso WISA &0 Reauested coov illeaible or invalid 4 929.28 1.08% 2 476.69 51,309 Y

S

Count | Amount \ Percent \ Count \ Amount | Percent |
o 0.00 0.00% 74.99 100.00%
o 0.00 0.00% 3 347.14 100.00%
a 0.00 0.00% <4 362.99 46.06%
1 12646 33.06% 3 256.10 66.94%
4 742,18 1.95% e 24,672.79 64.93%
3 307.19 T0.27% 1 129.99 29.73%
4 397 .49 100.00% a 0.00 0.00%
2 249,09 31.27% 7 547.39 68.73%
o 0.00 0.00% o 0.00 0.00%
4 889,47 53.96% £l 758.91 46.04%
18 2,711.86 5. 29% 164 27,150.30 63.02%
7 1,673.71 94, 36% z 100.49 5.64%
1 49,99 100.00% o 0.00 0.00%
o 0.00 0.00% 2 452,59 48.70%
a 0.00 0.00% 5 140.25 56.46%
o 0.00 0.00% 1 §9.97 100.00%
] 915,66 B5.95% 3 472.68 34.05%
o 0.00 0.00% 1 49.98 100.00%
a 0.00 0.00% 2 (354 .98) 100.00%
o 0.00 0.00% 9 930,50 100.00%
o 0.00 0.00% 109 19,361.29 95.41%

Quick Definitions:

A. Retrievals (6 months) - This gives the number of Retrievals (Media and Chargeback) and
the Percentage Totals for the categories Open, Expired, Fulfilled and Total. Click on the Open
hyperlink to see a listing of the retrievals that are still pending a response and have not Expired.

B. Chargebacks (6 months) - This gives the number of Chargebacks and the Percentage
Totals for the categories Open, Closed, Reversed, and Total. Click on the Open hyperlink to see
a listing of the Chargebacks that are still pending a response.

C. Chargebacks Debited - This rollup gives you the total count and amount of the last 7 days
of Chargebacks that were debited. Click on the Status Date hyperlink to see a listing of the
Chargebacks that were debited.

D. Chargebacks Reversed - This rollup gives you the total count and amount of the last 7 days
of Chargebacks that were reversed. Click on the Status Date hyperlink to see a listing of the
Chargebacks that were reversed.

E. Chargeback History (6 months) - The Chargeback Statistical report presents you with the
total counts, dollar amounts and percentages of all disputes which have been Received from
Issuer, Reversed to Issuer by Merchant Services, Resubmitted/Reversed to Issuer by
Merchant, and Debited to Merchant for the last 6 months. The report is broken down by card
type, reason code and also provides a grand total count and dollar amount.
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Received from Issuer - incoming Chargebacks received from the issuer

Reversed to Issuer by Merchant Services - Chargeback cases that were auto-represented
(automatically resolved) back to the issuer

Resubmitted/Reversed to Issuer by Merchant - Chargeback cases that were sent back to the
issuer based on information received from the merchant

Debited to Merchant = Received from Issuer-Reversed to Issuer by Merchant Services-
Resubmitted/Reversed to Issuer by Merchant

Important Note

e Itis essential to respond to your disputes by the due date. See below timeframes to
ensure you are responding within time:

Media Retrievals - 20 days
Chargeback Retrievals - 12 days
Chargeback Debits - 14 days

* Helpful Hints:

e Click on Open Retrievals to view retrieval requests that are still within time to respond to.
Monitor recent Debited Chargebacks to prepare reversal requests more timely.

e Track trends and easily identify possible training opportunities at the point of sale by
reviewing the Chargeback History.

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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Chapter 2-Sales

Overview

The Submitted Sales option from the toolbar offers a wide variety of reports to suit your needs of
investigating or researching transaction activity.

The eight submenu options* from Sales are:

Credit Transactions
Debit Transactions
Fuel Transactions
Phone Transactions
Terminal Transactions
Transaction Summary
Monthly Sales History
Rejected Transactions

NN E

* Based on your specific account set-up or configuration, all of these options may not be
available to you.
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Lesson 1: Credit Transactions

This research option displays all credit transaction activity for a location or a rollup of multiple
locations. The date range selected must be within the past 6 months.

How Do | View:

Steps | Action
1 Click Sales from the toolbar.
2 Select Credit Transactions from the dropdown.
3
Credit Transactions
Access: All Hierarchies for Lead Corporate
ID|:|D Corporate | || 5Y5P v
Date Range Frum| ‘ tul Required as mmjfddfyyyy
Date Type Subrmit Date =
Amount Rangel ||
Card # £ Invoice # fRef#| | Cardholder Number v
card Type ALL v
Sort By Date / Time A
Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range (Required)
Select Date Type (Submit Date or Transaction Date)
Enter Amount Range
Enter Cardholder Number / Reference Number
Select Corresponding Option(Cardholder Number or Reference Number)
Select Card Type (All, Visa®, MasterCard®, Diner's Club®, Discover®, American
Express®, JCB® or Other)
Select Sort By (Date/Time, Cardholder Number, Amount)
Click Submit
*Represents required fields. All other fields are optional based on the information you would like
to view.
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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4 Result: The Credit Transactions List Report appears.

Credit Transaction List

Lead Corpaorate - Submit Dates: 03022008 to 03/04/20C
Sorted by Date/Time
External A .
. Currency | Terminal Batch Submit | Card Cardholder Trans | Trans Trans Entry | Autl
Location ID I“IBrIl:—I;Iant Code 1D Number Date Type Number Amount [ Type Date Status | Mpde | Cod
uso ogooo 000000047800 03/04/2008 WISA (43.35) Refund 03/04/2008 Processed 01
Record 1 to 1 of 1
Page 1 of 1 Grand Total = (43.35)
GoTo Page |1 ¥ Goto Location b Return to Menu

5 Click on Cardholder Number hyperlink.
Result: The Credit Transaction Detail appears.

Credit Transaction Detail

Transaction Detail

Location 1D External Merchant ID
Card Type cardholder Number
Expiration Date Batch Number
Invoice f Trace ID Terminal ID

Submit Date Transaction Date
Authorization Date Transaction Time
Authorization Amount Transaction Amount

Currency Code

Authorization Transaction ID

Response

Authorization Code Transaction Status
Entry Mode Entry Description
Plan Code Reclass Code

Billback Reason

Address Verification
Service

C¥¥2 Result
Health Care Card

Partial Auth
Indicator

Reference Number View Card [ssuer Info Addendums

Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - 3 digit code identifying the currency the transaction was processed in
Terminal ID - id number of the terminal on which the transaction was processed

Batch Number - number of the batch in which the transaction was submitted

Submit Date - date the batch was submitted to Merchant Services

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand
Trans Amt - the amount of the sale or refund

Trans Type - numeric code that identifies the transaction as a sale, credit or cash advance
Trans Date - date the transaction occurred

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
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Status - indicates whether transaction was Processed, Cancelled, or Rejected

Entry Mode - code identifying how the cardholder account information was entered or captured
at the point of sale

Auth Code - code provided during the authorization process if an authorization approval was
received

Expiration Date - date the cardholder’s card expires

Invoice/ Trace ID - unique number assigned to the transaction by the merchant
Authorization Date - date the transaction was submitted for authorization approval
Authorization Amount - amount of the authorization request

Authorization Response - the issuer’s reply to an authorization request

Authorization Code - code provided during the authorization process

Plan Code - identifies the interchange level at which the transaction cleared

Billback Reason - identifies the reason a reclassification

Address Verification Service - code provided to merchant when the cardholder’s billing
address was validated as being correct before completion of a mail/telephone transaction
CVV2/CVC2 Result - indicator determining the card validation (through the magnetic swipe)
was captured at the time of sale

Reference Number - 23 digit Outgoing Acquirer reference number

Transaction Amount - amount of the sale or refund

Transaction Time - time at which the transaction occurred

Transaction ID - unique 15-digit number assigned to all original purchase transactions
Transaction Status - indicates whether a transaction is Active, Cancelled, or Rejected
Entry Description - description identifying how the cardholder information was entered at the
point of sale

Reclass Code - code that identifies why a transaction was reclassified

Important Note
e Based on your account set up you may not see all the columns above.
Helpful Hints:

e After your report has run, click on any of the column headings to sort the report
differently.

e Click the Green Arrow Back Button to make changes to your report criteria.
Enter the card number or reference number in the query criteria to easily research a
specific transaction.

e Click on Cardholder Number hyperlink to get additional detail on the transaction such as
expiration date, reference number and Address Verification Service (AVS) information.

o If you like Credit Transaction Detail Report -try using Scheduled Report HLO101.
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Lesson 2: Debit Transactions

This submenu option provides detail on the pin based debit activity for a location or a rollup of
multiple locations. The date range selected must be within the past 6 months.

How Do | View:

Steps | Action
1 Click Sales from the toolbar.

2 Select Debit Transactions from the dropdown.

Debit Transactions

Access: All Hierarchies for Lead Corporate

T — |

Date Range From |[13/02/2003 | ta (03042008 | Required as mm/dd/yyyy

Date Type Submit Date =

Amount Range| H |

Card # f Invoice # f Ref #|:| Cardholder Number %

Transaction Type A -

Sort By | Date / Time 4

specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range (Required)

Select Date Type (Submit Date or Transaction Date)

Select Amount Range

Enter Cardholder Number / Reference Number

Select Corresponding Option (Cardholder Number or Reference Number)

Select Transaction Type (All, Debit, EBT)

Select Sort By (Date/Time, Cardholder Number, Amount)

Enter ID and select corresponding level if you would like to search for transactions for a

Click Submit
* Represents required fields. All other fields are optional based on the information you would
like to view.
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4 Result: The Debit Transactions List Report appears.

Debit Transaction List
Lead Corporate -

Sorted by Date/Time

Submit Dates: 03/02/2008 to 03/04/

External B R

- === | Currency | Terminal Submit Card Cardholder Trans Trans Discount | Trans Entry | £
Location 1D Mer{—ga“t Code D Date Type Number Amount Date Amount | Fee Status de | C
UsD an1 oa/nz/zong (BYR 24.50 53‘!9 03/01/2008 0.00 0.0000 Processed 02 1E

usD ooz oaszieons SR 23.19 331!5 03/01/2008 0.00 00000 Processed 02 9%

usD ooz ossoz/zons BEEC 13.15 ij'e 03/01/2008 0.00 0.0000 Processed 02 73

uso 00z 03/02/2008  EBT 0,00 Fspur 03/01/2008 0.00 00000 Dedined 02

usD 00z 03/02/2008  EBT 1.01 Fspur 03/01/2008 0.00 00000 Processed 02 2%

usD 0z oafoz/zons IF 22.89 Sj}le 03/01/2008 0.00 00000 Processed 02 &L

usD 00z 03/02/2008  EBT 2,79 Fspur 03/01/2008 0.00 0.0000 Processed 02 71

UsD 001 03/02/2008 D?EE'?T 32.00 331!3 03/01/2008 0.00 0.0000 Processed 02 2%

usD o1 oaz/zons IF 243 Sj}le 03/01/2008 0.00 00000 Processed 02 7%

UsD on1 oa/nz/zong BYR 16.99 53‘!9 03/01/2008 0.00 0.0000 Processed 02 01
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5 Click on Cardholder Number hyperlink.
Result: The Debit Transaction Detail appears.

Debit Transaction Detail

Transaction Detail

Location 1D External Merchant ID
Card Type Card Number
Expiration Date Sic Code
Invoice f Trace ID Terminal ID
Submit Date Transaction Date
Transaction Time
Authorization Amount Transaction Amount
Tip Amount Transaction Fee
Discount Amount Currency Code
Authorization Response Transaction ID
Authorization Code Transaction Status
Entry Mode Entry Description
Network Plan Code

Address Yerification Service

Wiew Card [ssuer Info

Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location

Currency Code - 3 digit code identifying the currency the transaction was processed in
Terminal ID - id number of the terminal on which the transaction was processed

Batch Number - number of the batch in which the transaction was submitted

Submit Date - date the batch was submitted to Merchant Services

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand

Trans Amt - the amount of the sale or refund

Trans Type - numeric code that identifies the transaction as a sale, credit or cash advance
Trans Date - date the transaction occurred

Status - indicates whether transaction was Processed, Cancelled or Rejected

Entry Mode - code identifying how the cardholder account information was entered or captured
at the point of sale

Auth Code - code provided during the authorization process if an authorization approval was
received

Expiration Date - date the cardholder’s card expires

Invoice/ Trace ID - unique number assigned to the transaction by the merchant
Authorization Date - date the transaction was submitted for authorization approval
Authorization Amount - the amount of the authorization request

Authorization Response - the issuer’s reply to an authorization request

Network - identifies the name of the debit network through which the transaction took place
Billback Reason - identifies the reason for a reclassification

Address Verification Service - code provided to the merchant when the cardholder’s billing
address was validated as being correct before completion of a mail/telephone transaction
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CVV2/CVC2 Result - indicator determining the card validation (through the magnetic swipe)
was captured at the time of sale.

Reference Number - 23 digit Outgoing Acquirer reference number

Transaction Time - time at which the transaction occurred

Transaction ID - unique 15-digit number assigned to all original purchase transactions
Transaction Status - indicates whether a transaction is Active, Cancelled, or Rejected

Entry Description - description identifying how the cardholder information was entered at the
point of sale

Reclass Code - code that identifies why a transaction was reclassified

Important Note
e Based on your account set up you may not see all the columns above.
Helpful Hints:

e Click on any of the column headings to sort the report differently.
Enter the cardholder number or reference number in the query criteria to easily research
a specific transaction.

e Only terminals that are setup up accordingly will be reported.

e Click on Cardholder Number hyperlink to get additional detail on the transaction such as
expiration date, Address Verification Service (AVS) information and reference number.

¢ If you like Debit Transaction Detail Report - try using Scheduled Report HL0201.
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Lesson 3: Fuel Transactions

The Fuel Transactions option under the Submitted Sales menu allows the user to perform
various searches on Fuel card transactions. The date selected must be within the past 6

months.

How Do | View:

Action

Steps |
1

Click Sales from the toolbar.

Select Fuel Transactions from the dropdown.

Fuel Transactions

Access: All Hierarchies for Lead Corporate

o oo v

Date Range From [13/02/2008 | o [03104/2008 Required as mm/dd/yyyy

Date Type Submit Date v
Transaction Mode Al =

Sort By | Daollar Armount o

Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
Enter Fuel Card Number

*Select Date Range (Required)

Select Date Type (Submit Date, Transaction Date)

Select Transaction Mode (All, Manual, Voice, Electronic)

Select Sort By (Dollar Amount, Date/Time, Cardholder Number)

Click Submit

*Represents required fields. All other fields are optional based on the information
p q p
you would like to view.
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Result: The Fuel Transaction List appears.

Fuel Transaction List

Lead Corporate - Submit Dates: 03/02/2008 to 0304/
. i i i 1
Locationtp | | Eifermal | lnvoice [ Terminal | Submit | corgholderNumper | Tr2ms | Trams | met [ g | ER
ooz 03/04/2008 03/03/2008 135600 40.00 Processed  Elect
anz 03/02/2008 03/01/2008 145100 51.00 Processed Elect
Record 1 to 2 of 2
Page 1 of 1 Grand Total = 91.00

GoTaPage 1 ¥ 1] Go to Location

Click on Cardholder Number hyperlink.
Result: The Fuel Transaction Detail appears:

Fuel Transaction Detail

Transaction Detail

Location ID External Merchant ID
cCard Type WWER Cardholder Number
Settlement Date 03/04,/2008 Currency Code UsD
Transaction Code Transaction Date 03/03/2008
Transaction Amount 40.00 Transaction Time 1:56 PM
Authorization Code Transaction Status Processed
Response Cade Entry Mode Description E - Electronic
Sales Taxr 0.00 Dollars 40.00
¥ehicle Number Driver ID
Odometer
- Prodvct | Dolars | Gallons |
Regular 40,00
0.00
0.00
0.00
0.00
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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Quick Definitions:

Location ID - location where the transaction was processed

Currency Code - 3 digit code identifying the currency the transaction was processed in
Batch Number - number of the batch in which the transaction was submitted

Submit Date - date the batch was submitted to merchant services

Cardholder Number - the number identifying the cardholder, issuer and card brand
Transaction Date - date the transaction occurred

Transaction Amt - the amount of the sale or refund

Status - indicates whether transaction was Processed, Cancelled or Rejected

Entry Mode - code identifying how the cardholder account information was entered or captured
at the point of sale

Card Type - the brand associated with the card number

Authorization Date - date the transaction was submitted for authorization approval
Authorization Response - the issuer’s reply to an authorization request

Authorization Code - code provided during the authorization process

Sales Tax - amount of sales tax

Vehicle Number - license plate number of vehicle

Product - type of gasoline purchased

Reference Number - 23 digit Outgoing Acquirer reference number

Reject Reason - description of rejected item

Transaction Time - time at which the transaction occurred

Transaction Code - numeric code that identifies the transaction as a sale, credit, or cash
advance

Transaction Status - indicates whether a transaction is Active, Cancelled, or Rejected
Entry Mode Description - description identifying how the cardholder information was entered
at the point of sale

Dollars - purchase amount for fuel

Driver ID - id number entered at the point of sale

Qty of Measure - number of gallons purchased

Odometer - mileage of vehicle

Helpful Hints:

e Click on any of the column headings to sort the report differently.
Enter a fuel card number in the query criteria to easily research a specific transaction.

e Click on Cardholder Number hyperlink to get additional detail on the transaction such as
sales tax, reference number, quantity of fuel purchased.

¢ If you like Fuel Transactions Report - try using Scheduled Report HLO301.
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Lesson 4: Phone Transactions

The Phone Transactions option under the Submitted Sales menu allows the user to perform
various searches on Phone card transactions. The date selected must be within the past 6

months.

How Do | View:

Steps | Action
1 Click Sales from the toolbar.
2 Select Phone Transactions from the dropdown.
3
Phone Transactions
Access: Location
Date Range From |[03/02/2005 |tu ‘USEEMQEIEIE Required as mm/dd/yyyy
Date Type| Submit Date A
Sort By Date / Time L4
Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
*Select Date Range (Required)
Select Date Type (Submit Date, Transaction Date)
Select Sort By (Dollar Amount, Date/Time, Cardholder Number)
Click Submit
*Represents required fields. All other fields are optional based on the information
you would like to view.
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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4 Result: The Phone Transaction List appears.

Phone Transaction List

Location - Subhmit Date: 0302721
Sorted by Date/Time
| acation 1D | Merchant | CUrFENCY Terminal | Submit Card Cardholder Trans |Trans Trans Discount | Trans Ste
|7 1wm Code 1D Date Type Number Amount | Type Date Amount ee
PMET
uso 03/04/2008 PHONE 0,00 Sale  03/04/2008 0,00 (0.08007 Proc
Record 1 to 1 of 1 Grand Total = 0.00

Page 1 of 1

Go To Page |1 ¥

5 Click on Cardholder Number hyperlink.
Result: The Phone Transaction Detail appears:

Phone Transaction Detail

Transaction Detail

Location ID External Merchant ID

Card Type PNET PHONE Cardholder Number

Expiration Date o0s8/09 Sic Code

Invoice f Trace ID Terminal 1D

Submit Date 3/4/2008 Transaction Date 3/4f2008
Transaction Time 05:07 PM

Authorization Amount Transaction Amount

Tip Amount Transaction Fee

Discount Amount Currency Code uso

Authorization Response Transaction ID

Authorization Code Transaction Status Processed

Entry Mode Entry Description E - Electronic

Plan Code

Address Yerification Service

C¥C2 Result

Reference Number View Card Issuer Info
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand
Expiration Date - date the cardholder’s card expires

Sic Code - identifies the type of business the merchant does

Invoice/ Trace ID - unique number assigned to the transaction by the merchant

Terminal ID - id number of the terminal on which the transaction was processed

Submit Date - date the batch was submitted to Merchant Services

Trans Date - date the transaction occurred

Transaction Time - time at which the transaction occurred

Authorization Amount - amount of the authorization request

Trans Amt - the amount of the sale or refund

Tip Amount - amount of tip for the transaction

Trans Fee - amount charged for the transaction processing

Currency Code - 3 digit code identifying the currency the transaction was processed in
Authorization Response - the issuer’s reply to an authorization request

Transaction ID - unique 15-digit number assigned to all original purchase transactions
Auth Code - code provided during the authorization process if an authorization approval was
received

Transaction Status - indicates whether transaction was Processed, Cancelled, or Rejected
Entry Mode - code identifying how the cardholder account information was entered or captured
at the point of sale

Entry Description - description identifying how the cardholder information was entered at the
point of sale

Plan Code - identifies the interchange level at which the transaction cleared

Address Verification Service - code provided to merchant when the cardholder’s billing
address was validated as being correct before completion of a mail/telephone transaction
CVV2/CVC2 Result - indicator determining the card validation (through the magnetic swipe)
was captured at the time of sale

Reference Number - 23 digit Outgoing Acquirer reference number

Trans Type - numeric code that identifies the transaction as a sale, credit, or cash advance

Helpful Hints:

Click on any of the column headings to sort the report differently.

e Click on Cardholder Number hyperlink to get additional detail on the transaction such as
reference number and transaction time.

o If you like Phone Transactions List Report - try using Scheduled Report HL0O1101.
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Lesson 5: Terminal Transactions

The Terminal Transactions option under the Submitted Sales menu allows the user to perform
various searches on credit card transactions for a specific terminal. The date selected must be
within the past 6 months.

How Do | View:

Steps | Action

1 Click Sales from the toolbar.

2 Select Terminal Transactions from the dropdown.

Terminal Transactions

Access: All Hierarchies for Lead Corporate

= — B T

Submit Date Range From \DS;’DZQDDB |t|:| |DS!D4I’EDDB Required as mm/dd/yyyy

Terminalt _ [Required
Access limited to the Location level

Enter ID and select corresponding level if you would like to search for transactions
for a specific location or hierarchy level other than what you have been currently
viewing.

*Select Submit Date Range (Required)

*Enter Terminal ID (Required)

Click Submit

4 Result: The Terminal Transactions List Report appears.

Terminal Transaction List
Location - Submit Dates: 0302721
Sorted by Date/Time

Location ID | Merchant | EUFFENCY Terminal | Submit Card Cardholder Trans Trans Trans Discount | Trans Sta

= |7 w Code 1D Date TIy¥pe Number Amount| Type Date Amount Fee
usD 03/02/2008  WISA 6.42 Sale 03/01/2008 (0.33) (0.0100) Proce
usD 03/02/2008 DEr\:ﬁﬂes 0.00 Sale 03/01/2008 0,00 (0.0100) Reje
UsD 03/02/2008 EBT 4.64 Recharge 03/02/2008 0.00 {0.0100) Reje
usD 03/03/2008  WVISA 10.50 Sale 03/02/2008 (0,29} (0.0100) Proce
uzD 03/02/2008 EBT 0,00 Fspur  03/02/2008 0,00 {0,0100) Reje
uzD 03/02/2008 EBT 0,00  Baling  03/02/2008 0,00 (0,0100) Reje
uzD 03/02/2008 EBT 7.19 Recharge 03/02/2008 0.00 {0.0100) Reje
UsD 03/03/2008  WISA 5.53 Sale 03/02/2008 (0.22) (0.0100) Proce
usD 03/03/2008 VISA 29.67 Sale 03/02/2008 (0.56) (0,0100) Proce
uzD 03/03/2008 MC Z25.00 Sale 03/02/2008 (0.38) (0.0100) Proce
uzD 03/03/2008  VISA z0.00 Sale 03/02/2008 (0,34} (0.0100) Proce
UsD 03/03/2008 EBT 6.56  Fspur 0370372008 0.00 (0.0100) Reje
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location

Currency Code - 3 digit code identifying the currency the transaction was processed in
Terminal ID - id number of the terminal on which the transaction was processed

Batch Number - number of the batch in which the transaction was submitted

Submit Date - date the batch was submitted to merchant services

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand

Trans Amt - the amount of the sale or refund

Trans Type - numeric code that identifies the transaction as a sale, credit or cash advance
Trans Date - date the transaction occurred

Status - indicates whether transaction was Processed, Cancelled or Rejected

Entry Mode - code identifying how the cardholder account information was entered or captured
at the point of sale

Auth Code - code provided during the authorization process if an authorization approval was
received

Helpful Hints:

e Click on any of the column headings to sort the report differently.

e Use this report to aid in the investigation of possible internal employee fraud. By
providing a report of all transactions processed at a specific terminal you can review the
report for suspicious and/or unusual activity.

e Click on Cardholder Number hyperlink to get additional detail on the transaction such as
expiration date, reference number, and Address Verification Service (AVS) information.
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Lesson 6: Transaction Summary

The Transaction Summary option provides a summary of submitted transactions either by card
type or batch based on your reconciliation needs.

There are 2 separate transaction reports* to assist with your reconciliation needs.

1. Card Type Summary
2. Batch Summary

* Based on your specific account set-up or configuration, all of these options may not be
available to you.
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Card Type Summary

This report allows you to view your submitted sales by card type for a given day or date range.
View your Sales, Refunds, Rejects, and Net for all card types for the past 6 months.

How Do | View:

Steps | Action
1 Click Sales from the toolbar.
2 Select Transaction Summary from the dropdown.
3

Transaction Summary

Access: Location

Submit Date Range From [03/02/2008 |ta [03m4/2008 Required as mm/dd/yyyy
patchtumber |
Batch or Card Type Summary Card Type Summary %

Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Submit Date Range (Required)

Enter Batch Number

Select Card Type Summary

Click Submit
*Represents required fields. All other fields are optional based on the information you would
like to view.
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4 Result: The Card Type Summary Totals Report appears.

Card Type Summary Totals

uspD

Record 1 to 6 of 6
Page 1 of 1

DSCYR

0.00

Ga Ta Pane |1 %

0.00

0.00

0.00

0.00

Location - o3/
] Net Net : : Net Net

e | “Date’ | Trve | Count | Amount | Count | Amount | SUbmitted |submitted | REIE | SRR | processed | processed | 1Ml
usD 03/02/2008 VISA 76 2,405.33 0 0,00 TE 2,405.33 0 0.00 7 2,405.33

usD M 34 1,7z0.82 0 0.00 54 1,720.82 0 0.00 54 1,720.82

Subtaotal for Date 130 4,126.15 0 0.00 130 4,126.15 0 0.00 130 4,126.15

usD 03/03/2008 VISA 85 z,718.24 0 0,00 95 2,718.24 0 0.00 95 2,718.24

usD M 37 1,847.90 0 0.00 57 1,847.90 0 0.00 57 1,847.90

Subtaotal for Date 152 4,566.14 0 0.00 152 4,566.14 0 0.00 152 4,566.14

usD 03/04/2008 VISA 87 z,841.08 0 0,00 97 2,841.08 0 0.00 97 2,841.08

usD M 44 1,575.60 0 0.00 44 1,575.60 0 0.00 44 1,575.60

Subtaotal for Date 141 441666 0 0.00 141 4,416.68 0 0.00 141 4,416.66
Subtotal for Currency Code 423 13,108.95 ] 0.00 423 13,108.95 o 0.00 423 13,108.95 1
Page Totals

usp 423 13,108.95 ] 0.00 423 13,108.95 0 0.00 423 13,108.95

Grand Total

usp YISA 268 7,964.63 ] 0.00 268 7,964.63 0 0.00 268  7,964.63

usp MC 155 5,144.32 ] 0.00 155 5,144.32 0 0.00 155  5,144.32

Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Submit Date - date the transactions were submitted to merchant services

Card Type - the brand associated with the card number

Sales Count - total number of sales for submitted date
Sales Amount - the total dollar amount of the transactions for the submitted date
Refund Count - the total number of refunds/credits for the submitted date
Refund Amount - the total dollar amount of the refunds/credit for the submitted date
Net Submitted Count = Sales Count-Refund Count
Net Submitted Amount = Sales Amount-Refund Amount

Rejected Count - total number of transactions that rejected for the submitted date
Rejected Amount - total dollar amount of rejected transactions for the submitted date
Net Processed Count = Net Submitted Count-Rejected Count
Net Processed Amount = Net Submitted Amount-Rejected Amount

Helpful Hints:

Use this report daily to get your total sale counts and amounts by card type.
Click on the Card Type hyperlink to see the breakdown by location.
Click on Cardholder Number hyperlink to see detailed transaction information.

If you like Card Type Summary Totals Report - try using Scheduled Report HL0O602.
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Batch Summary

This report option is for merchants who close out their terminals and submit their transactions at
one time in a batch format. This report allows you to view your submitted batches for a given
day or date range. It displays your Total Count and Amount for your Sales, Refunds, Rejects,
and Net by batch number for the past 6 months.

How Do | View:

Steps | Action |
1 Click Sales from the toolbar.
2 Select Transaction Summary from the dropdown.
3

Transaction Summary

Access: Location

Submit Date Range From [13/02/2003 | to 0304/2008 Required as mm/dd/yyyy
Batch Number |
Batch or Card Type Summary| Batch Surmmary A

Enter ID and select corresponding level if you would like to search for batches for a

specific location or hierarchy level other than what you have been currently viewing.

*Enter Submit Date Range (Required)

Enter Batch Number if you want to view a specific batch or leave blank if you want to view all
batches for the selected date range.

Select Batch Summary

Click Submit

*Represents required fields. All other fields are optional based on the information you would
like to view.

4 Result: The Batch Summary Totals Report appears.

Batch Summary Totals

Location - 67393800362 03/02/2008 to 03/04

CUTEICY | Location 1o | SabMIt | atch | Sales | sales | efund | Refund | supmitted | submitted | SSJSCE| ROISCt | processed| proc
Count Amount Count Am

UsD 03/04/2008 141 4,416.66 a 0.00 141 4,416.66 a 0.00 141 4,

Subtotal for Currency Code 141 4,416.66 (1] 0.00 141 4,416.66 (1] 0.00 141 d,c

Page Totals

usoD 141 4,416.66 1} 0.00 141 4,416.66 1} 0.00 141 4,¢

Grand Total

usoD 423 13,108.95 1} 0.00 423 13,108.95 1} 0.00 423 13,1

Record 1 to 1 of 1

Page 1 of 1

Go Ta Page |1 ¥
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Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Submit Date - date the batch was submitted to Merchant Services

Batch Number - number of the batch in which the transaction was submitted

Sales Count - total number of sales for submitted date

Sales Amount - the total dollar amount of the transactions for the submitted date
Refund Count - the total number of refunds/credits for the submitted date

Refund Amount - the total dollar amount of the refunds/credit for the submitted date
Net Submitted Count = Sales Count - Refund Count

Net Submitted Amount = Sales Amount - Refund Amount

Rejected Count - total number of transactions that rejected for the submitted date
Rejected Amount - total dollar amount of rejected transactions for the submitted date
Net Processed Count = Net Submitted Count - Rejected Count

Net Processed Amount = Net Submitted Amount - Rejected Amount

Helpful Hints:

e Use this report daily to get your total Sale Counts and Amounts by batch.
Click on the Location ID hyperlink to see batch detail information such as cardholder
number and entry mode.

e If you like Batch Summary Totals Report — try using Scheduled Report HL0124.
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Lesson 7: Monthly Sales History

The Monthly Sales History selection from the Submitted Sales toolbar option displays credit and
debit card activity and performance by card type for up to 13 months.

How Do | View:

Steps | Action
1 Click Sales from the toolbar.

2 Select Monthly Sales History from the dropdown.

Monthly Sales History

Access: Location

Card Type| AL b

Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
Choose Card Type (All, MasterCard®, Visa®, Diner’s Club®, Discover®, American
Express®, JCB®, Debit, Check, EBT, Other).

Click Submit

4 Result: The Monthly Sales History Report appears.

Monthly Sales History
Location - July 2007 to August :

Reject Averal
Amount e — Ticke

uzD March 200& 22,565.23 0.00 0.o0 22,565.23 :
Grand Total For Currency {USD} 22,565.23 0.00 0.00 22,565.23 3

Currency Code Month Sales Amount Refund Amount

Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Month - month transactions were submitted

Sales Amount - total amount of sales for the location

Refund Amount - total amount of refunds (credits) for the location

Reject Amount - total amount of rejects for the location
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Net Amount - amount that equals Sales - Refunds - Rejects
Average Ticket - the average transaction amount for the location for the given time period

Helpful Hints:

e Click on the Month hyperlink to view location totals.
e Use report to analyze location performance.
¢ If you like Monthly Sales History Report - try using Scheduled Report HL600O0.
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Lesson 8: Rejected Transactions

The Rejected Transactions option provides a list of rejected cardholder transactions for a
specific date or date range. This option displays rejects for the past 6 months.

How Do | View:

Steps | Action
1 Click Sales from the toolbar.
2 Select Rejected Transactions from the dropdown.
3

Rejected Transactions

Access: All Hierarchies for Corporate

 — | B

Submit Date Range From |D3ID2EZDDB |t|:| \DB;’DIJQDDE Required as mm/dd/yyyy
otch Number|

Enter ID and select corresponding level if you would like to search for rejected transactions
for a specific location or hierarchy level other than what you have been currently viewing.
*Select Submit Date Range (Required)

Enter Batch Number

Enter Terminal 1D

Click Submit

4 Result: The Rejected Transaction List Report appears.

Rejected Transaction List

Corporate - Submit Dates: 03/02/2008 to 03/0
Sorted by Date/Time

External

- Currency | Terminal Batch Submit Card Cardholder Trans | Trans Trans Re
Location ID Mel'Ici[l)'lam: Code 1D Number Date Ty¥pe Number Amount | Type Date Status Desc
Cart
UsD 03/04/2008 AMEX (53.85) Refund 03/03/2008 Rejected 23
in
Record 1 to 1 of 1

Page 1 of 1 Total Amount = {(53.85)

Go To Page |1 ¥ Return to f
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - 3 digit code identifying the currency the transaction was processed in
Terminal ID - id number of the terminal on which the transaction was processed

Batch Number - number of the batch in which the transaction was submitted

Submit Date - date the transaction was submitted for processing

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand
Trans Amt - the amount of the sale or refund

Trans Type - numeric code that identifies the transaction as a sale, credit, or cash advance
Trans Date - date the transaction occurred

Status - indicates whether transaction was Processed, Cancelled or Rejected

Reject Description - description of reject reason

* Helpful Hints:

e Click on Cardholder Number hyperlink to get additional detail on the transaction such as
expiration date, reference number and Address Verification Service (AVS) information.
e Use this report to identify possible training opportunities at the point of sale.
If you like Rejected Transactions Report - try using Scheduled Report HL0O105.
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Chapter 3-Funding

Overview

The Funding option from the toolbar provides you with the reports you need to reconcile your
checking account.

The five submenu options* from Funding are:

Bank Deposits
All Activity Summary

WithHeld Funds
Monthly Fee and Service Charge History
Monthly Statement

arwpdpE

* Based on your specific account set-up or configuration, all of these options may not be
available to you.
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Lesson 1: Bank Deposits

The Bank Deposit option provides bank deposit information for all your locations. Use this
selection if you are trying to reconcile your monthly bank statement.

There are 2 separate bank deposit reports to assist with your reconciliation needs.

1. Summary Totals
2. Expanded Detail
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Summary Totals

This report allows you to view your bank deposit information by funding category for a specific
date or date range. The date selected must be within the past 13 months.

How Do | View:

Steps Action

1 Click Funding from the toolbar.
2 Select Bank Deposits from the dropdown.
3

Bank Deposits

Access: All Hierarchies for Corporate

" — B ) B

Funding Date Range From |03.-'02IZDDE ‘tu |DS!D4QDDB Required as mm/dd/yyyy

Checking Account Number|:|

Grouping | Date e

Type Surnmary Totals v

Enter ID and select corresponding level if you would like to search for bank
deposit information for a specific location or hierarchy level other than what you
have been currently viewing

*Enter Funding Date Range (Required)

Click on box beside Checking Account Number (Business Checking Account
Number) if you want to search for a specific checking account number but can’t
locate the specific number.

e Choose Search Field DBA Name or Location/State)

e Select Search Data (Enter DBA Name or Select State)

Select Grouping (Date or Checking Account)
e Choose Date to view Summary Totals by date.
e Choose Checking Account to view Summary Totals by your checking
account number(s).
Select Type Summary Totals
Click Submit

*Represents required fields. All other fields are optional based on the information
you would like to view.
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4 Result: The Deposit Summary Totals Report appears. This screen displays
deposits grouped by date.

Deposit Summary Totals

Corporate - Funding Date Range: 03/02/2008 to 03/04/:
Currency Code Date | Net Sales Ag;:s::):':::ts Adjustments lntcir;:';e';ge I?I?;:;(:s Fees | Ch;;&:rsaatll; ! Depos
usD 03/0z2/2008  1,729,021.78 (342,493.17) 174.92 (326,398.29) (22,314.21)  (5,757.36) 0.0 1,032,20
usD 03/03/2008 1,112,187.55 (235,827.42) 0.00 0.00 o.00 0.00 0.00 873,3°
UsD 03/04/2008 736,182 .49 (149,331.81) 117.76 0.o0 o.o0 0.00 (604.37) 586,1¢
Grand Total
For Currency 3,577,401.82 (730,652.40) 292.68 {326,398.29) (22,314.21) (5,757.36) {804.37) 2,491,76
{usD)

ecord 1 to 3 0f 3

age 1 of 1

Go ToPage |1 ¥

Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in

Date - the date of the checking account deposit

Net Sales - Sales - Refund Amount

39 Party Adjustments - transactions that are passed directly to a third party service provider
for processing and/or funding

Adjustments - amounts credited to or deducted from your account to resolve processing or
billing discrepancies

Interchange Charges - variable amounts established by the Card Associations for processing
transactions

Service Charges - amounts charged to authorize, process and settle card transactions

Fees - a range of transaction-based and/or fixed amounts for specific card processing services
Chargebacks/Reversals - transactions that are challenged or disputed by a cardholder or card-
issuing bank. A Chargeback is the amount that is disputed by the cardholder or card-issuing
bank. A Reversal is the amount that was previously resolved against the merchant but now is
resolved in favor of the merchant.

Deposit - amount deposited to your checking account

* Helpful Hints:

e Use this report if you like the Bank Deposit information on the Reporting Dashboard but
would like to view additional days.

¢ Click on the Date hyperlink to view funding categories by checking account number.
If you like Deposit Summary Totals Report - try using Scheduled Report HL0402.
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Expanded Detail

This report allows you to view your bank deposit information grouped by checking account
number for a specific date or date range.

How Do | View:

Steps

Action

Click Funding from the toolbar.

Select Bank Deposits from the dropdown.

Bank Deposits

Access: All Hierarchies for Corporate

- — T BE

Funding Date Range From \DS#’DZQDDB |t|:| |DS!D4I’EDDB Required as mm/dd/yyyy

Checking Account Numherl:l E]

Grouping | Date A4

Type | Expanded Detail v

Enter ID and select corresponding level if you would like to search for bank deposit
information for a specific location or hierarchy level other than what you have been
currently viewing.

*Enter Funding Date Range (Required)

Click on box beside Checking Account Number (Business Checking Account Number)
if you want to search for a specific checking account number but can’t locate the
specific number.

e Choose Search Field (DBA Name or Location/State)

e Select Search Data (Enter DBA Name or Select State)

Select Grouping (Date or Checking Account)
¢ Choose Date to view Expanded Detail by date.
¢ Choose Checking Account to view Expanded Detail by your checking account
number(s).
Select Type Expanded Detail
Click Submit

*Represents required fields. All other fields are optional based on the information you
would like to view.
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4 Result: The Deposit Expanded Detail Report appears. This screen shows an example
of grouping by Checking Account Number.

Deposit Expanded Detail
Corporate - Funding Date Range: 03/02/2008to 0

Currency | Checking Account 3rd Part q Interchange Service Chargeback
Code Y NUI'Ig’IhEI' Date | Retlsalcs ndjustmel?:ts Adjustments I:hargesg Charges hees | RE\?Ersals b
uso n3/nz/z008  1,729,021.78  (342,433.17) 174,92 (326,398.29) (22,314.21) (5,757.36) 0.00
Total For Date 1,729,021.78 (342,493.17) 174,92 (326,398.29) (22,314.21) (5,757.36) 0.00
UzD 03/03/2008 1,112,197.55 (235,827 .42) o.00 0.00 o.00 0.00 0.00
Tatal For Date 1,112,197.55 (238,627 42) .00 0.00 .00 0.00 0.00
uzo 03/04/2008 736,182.49 (149,331.81) 117.76 0.00 o.00 0.00 (804.37)
Total For Date 736,182.49 (149,331.81) 117.76 0.00 0.00 0.00 (804.37)
'&';;B‘)j Total For Currency 3,577,401.82 (730,652.40) 292.66 (326,398.29) (22,314.21) (5,757.36) (804.37) 2

Record 1 to 3 of 3
Page 1 of 1
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Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Checking Account Number - the account we deposit your money into

Date - the date of the checking account deposit

Net Sales - Sales — Refund Amount

3" party Adjustments - transactions that are passed directly to a third party service provider
for processing and/or funding

Adjustments - amounts credited to or deducted from your account to resolve processing or
billing discrepancies

Interchange Charges - variable amounts established by the Card Associations for processing
transactions

Service Charges - amounts charged to authorize, process and settle card transactions

Fees - a range of transaction-based and/or fixed amounts for specific card processing services
Chargebacks/Reversals - transactions that are challenged or disputed by a cardholder or
card-issuing bank. A Chargeback is the amount that is disputed by the cardholder or card-
issuing bank. A Reversal is the amount that was previously resolved against the merchant but
now is resolved in favor of the merchant.

Deposit - amount deposited to your checking account
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* Helpful Hints:

e Use this report if you wish to view Bank Deposit information broken down by checking
account number.

¢ Click on the Checking Account Number hyperlink to view Funding Category Summary.
e Click on Funding Category hyperlink to view Batch Summary Totals.
e Click on Location ID hyperlink to view Credit Transaction List.
e Click on Cardholder Number to view Credit Transaction Detail.

o If you like Deposit Expanded Detail Report - try using Scheduled Report HL0O401.
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Lesson 2: All Activity Summary

The All Activity Summary provides a summary of your bank deposits with the added value of
displaying your processing expense detail on one screen for a given date or date range. The
date selected must be within 13 months.

How Do | View:

Steps | Action

1 Click Funding from the toolbar.

2 Select All Activity Summary from the dropdown.

3

All Activity Summary
Access: All Hierarchies for Corporate
IDl:lD Location * || S¥SP v
Funded Date Range From [03/02/2008 | ta [03m4/2008 Required as mm/dd/yyyy
Checking Account Numberl:l E]
Enter ID and select corresponding level if you would like to search for bank deposit
information for a specific location or hierarchy level other than what you have been currently
viewing.
*Enter Funded Date Range (Required)
Click on box beside Checking Account Number (Business Checking Account Number) if you
want to search for a specific checking account number but can't locate the specific number.
e Choose Search Field (DBA Name or Location/State)
e Select Search Data (Enter DBA Name or Select State)
Click Submit
*Represents required fields. All other fields are optional based on the information you would like
to view.
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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4 Result: The All Activity Summary Report appears.

All Activity Summary
Corporate - Funded Date Range: 03/02/2008 to 03/04/%

Currency 3rd Party Interchange Service Chargeback f

Code Date e Adjustments EX P Es Charges Charges Fees Reversals Depo:
[I=) 03/02/2008 1,729,021.78 (342,493.17) 174.92 [326,396.29)  (22,314.21) (5,757.36) 0.00 1,032,23
usD 03/03/2008 1,112,197.55 (238,827.42) o.00 0.00 0.00 o.00 o.00 873,37
usD 03/04/2008 736,18249 (143,331.81) 117.78 0.00 0.00 .00 (B04.37) 586,16
usD Total Amount Funded For Date Range 2,491,7¢
Processing Expense Summary
Currency Code Funded Date Range Description Amount

UsD 03/02/2008-03/04/2005 Financial sdjustments 23

uso 03/02/2008-03/04/2008 Deposits adjustments g

uso 03/02/2008-03/04/2008 Interchange charges (326,39¢

uso 03/02/2008-03/04/2008 Service charges (22,31

UsD 03/02/2008-03/04,2 008 Fees (5,75"

usD 03/02/2008-03/04/2008 CHARGEBACKS (830

uzD 03/02/2008-03/04/2008 CHGBCK REVERSALE z

Total for USD (354,981
Grand Total {354,981

Quick Definitions:

Bank Deposit Summary

Currency Code - 3 digit code identifying the currency the transaction was processed in

Date - the date of the checking account deposit

Net Sales - Sales — Refund Amount

39 Party Adjustments - transactions that are passed directly to a third party service provider
for processing and/or funding

Adjustments - amounts credited to or deducted from your account to resolve processing or
billing discrepancies

Interchange Charges - variable amounts established by the Card Associations for processing
transactions

Service Charges - amounts charged to authorize, process and settle card transactions

Fees - a range of transaction-based and/or fixed amounts for specific card processing services
Chargebacks/Reversals - transactions that are challenged or disputed by a cardholder or card-
issuing bank. A Chargeback is the amount that is disputed by the cardholder or card-issuing
bank. A Reversal is the amount that was previously resolved against the merchant but now is
resolved in favor of the merchant.

Deposit - amount deposited to your checking account

Processing Expense Summary

Currency Code - 3 digit code identifying the currency the transaction was processed

Funded Date Range - date or date range the adjustment was funded to your checking account
Description - funding category for the amount listed

Amount - amount of adjustment
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* Helpful Hints:

e Click on the Date hyperlink in the Bank Deposit Summary section to view all the detailed
items for the funding categories listed.

¢ Click on the Description hyperlink in the Processing Expense Summary to view all the
detailed items for the funding category selected.
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Lesson 3: WithHeld Funds

The WithHeld Funds option provides you with list of funds withheld from your deposit. This
option displays funds for the past 13 months.

How Do | View:

Steps |

1 Click Funding from the toolbar.

Action

2 Select WithHeld Funds from the dropdown.

WithHeld Funds

Access: All Hierarchies for

o[ coperte Dy ¥

Process Date Range From [13/02/2003

|0 [n3m4/2008

Required as mm/fdd/yyyy

Enter ID and select corresponding level if you would like to search for withheld funds for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Process Date Range (Required)
Click Submit

4 Result: The WithHeld Funds Report appears.

WithHeld Funds

Custom Chain -

From 03/02/2008 to 03/04/2008

Run Date: 08/07f:

| Location ID

| Currency Code | Date | Category | Account Balance
uzD 03/03/2008 PENDING {14,250.64)
Total usD (14,250.64)
usD 03/04/2008 PENDING (89,500
Total usoD (89.50)
uzD 03/03/2008 PENDING 135,529.26
Total usop 135,829.26
uso 03/04/2008 PENDING 42,005.22
Total usoD 42,005.22
uzD 03/03/2008 PENDING 2,928,958
Total usp 2,928.98
UsD 03/04/2008 PENDING 2,789.74
Total usoD 2,789.74
uzD 03/03/2008 PENDING (1,131.82)
Total uso {1,131.82)

Quick Definitions:

Location ID - location where the transaction was processed
External Merchant ID - additional merchant number associated with the location

Currency Code - 3 digit code identifying the currency the transaction was processed in
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Date - date of the account balance
Cateqory - type of funds being held
Account Balance - the balance being withheld from the merchant’s business checking account

Helpful Hints:

e Use this report to track amount of withheld funds from your account.
o Report will only run if your account is currently set up for WithHeld Funds.
o If you like WithHeld Funds Report - try using Scheduled Report HL7000 or HL0409.
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Lesson 4: Monthly Fee and Service Charge
History

The Monthly Fee and Service Charge History provides your total fee and service charge
information by month. You can retrieve up to 13 months history of your fees.

How Do | View:

Steps | Action |
1 Click Funding from the toolbar.
2 Select Monthly Fee and Service Charge History from the dropdown.
3

Monthly Fee and Service Charge History

Access: All Hierarchies for

" E— B T

Enter ID and select corresponding level if you would like to search for fees and service
charges for a specific location or hierarchy level other than what you have been currently
viewing.

Click Submit

4 Result: The Monthly Fee and Service Charge History Report appears.

Monthly Fee and Service Charge History

Custom Chain - July 2007 to August
| Currency Code ‘ Month Amount |
CAD March 2008 (8,696.05)
usD March 2008 (1,032,788.38)

Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Month - the month the fees were billed to your account
Amount - the total amount of fees and service charges that were billed for the month
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* Helpful Hints:

e Use this report to review and evaluate trends associated with payment processing.
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Lesson 5: Monthly Statement

The Monthly Statement allows you to generate a copy of your monthly statement. This option
allows you to view your statement days before you would normally receive your statement via

the mail.

There are 13 months worth of statements available for you to view anytime.

How Do | View:

Steps |
1

Action

Click Funding from the toolbar.

Select Monthly Statement from the dropdown.

Monthly Statement

Access: All Hierarchies for Corporate

ID| I[.] Location | =vap v

Statement Date Range From | |to| Required as mm/fdd/yyyy

Statement Type Recap

Subrnit

*Enter ID and select corresponding level (Required) if you would like to a view statement for
a specific location or hierarchy level other than what you have been currently viewing.
Select Statement Type(Recap or Location)
e Select Recap only if the id entered above is a corporate number and you would like to
view your activity rolled up a corporate level.
e Select Location if you would like to view only your specific location processing
information.
Click Submit

Click on the month you wish to view.
Click Get Statement.

Monthly Statement List

Available Statements For Corporate

Retrieval Type | Download

Get Statement
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Result: The Monthly Statement appears.

MERCHANT CARD PROCESSING STATEMENT CORPORATE RECAP

Fagelof §

THIS IS NOT A BILL

Statlement Pericd

07/071/08 - 07/31/08

Meschant Kumoer

Locations Incluged

3

Cusomer Senvice

Fage Total Amount Submitted
Third Party Transactions
Adjustments
Interchange Charges
Service Charges
Fees

Chargebacks/Reversals

Total Amount Processed

0.00

0.00

0.00
$413.24
0.00
-$2,623.00
-$22,202.43

-$24,412.19

IMPORTANT INFORMATION ABOUT YOUR ACCOUNT

* Helpful

Hints:

Use this option to access your statement before it arrives via the mail.

Save a copy to your hard drive to retain for future documentation purposes.
The Recap option is not available at the location level.
Depending on your account setup your statement may not be available.
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Chapter 4-Rate Analysis

Overview

The Rate Analysis option from the toolbar provides you with the reports you need to analyze
and manage your interchange expenses.

The three submenu options* from Rate Analysis are:
1. Qualification Analysis

2. Qualification Expense
3. Billbacks

* Based on your specific account set-up or configuration, all of these options may not be
available to you.
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Lesson 1: Qualification Analysis

Depending on your pricing plan all transactions may not be processed at the same rate,
ClientLine® provides you with 6 months history of sales for each clear plan. Typically,
merchants use the information to quantify and evaluate the amount and the percentage of sales
that were processed at the higher rates. This can help you identify potential opportunities at the
point of sale to reduce processing expenses.

How Do | View:

Steps | Action |
1 Click Rate Analysis from the toolbar.
2 Select Qualification Analysis from the dropdown.
3

Qualification Analysis

Access: All Hierarchies for Lead Corporate

T — | B

Date Range From |U3JUZQDDB |tu ‘USEEMQEIEIE Required as mm/ddfyyyy
Sort By | Plan Description |

Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range (Required)

Select Sort By (Plan Description, Dollar Amount)

Click Submit
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4 Result: The Qualification Analysis Report appears.
Qualification Analysis

Lead Corporate - Submit Date Range: 03/02/2008 to 03/04/f
Sales Sale
C“cr;zg“" Description Trans Count A-';:z':lf“ Percent by | Percent
Amount Coun
usD 001-Arnex pass-thru 10,852 614,139.86 8.34% g
UsD 001-Discover pass-thru 6,731 352,105.36 4.78% 5
UsDr 001-1ch lic 24 1,244 .85 0.02% 1}
usD M159-Mc-commercial data rate i (us) corp 1 59.99 0.00% 0
UsD [M195-Mc-commercial data rate ii {us) fleet at nf 11 2,275.60 0.05% a
uso M157-Mc-commercial face to face (us) corp 3z 1,893.27 0.03% 0
usD M194-Mc-commercial face to face (us) fleet at nf 3 175.84 0.00% 0
usD MO&4-Me-consurner credit refund 2 46 (2,573.76) 0.03% 0
UsD M101-Me-consumer credit refund 4 1,405 (71,809.51) 0.95%: 1
uso M736-Me-consumer debit refund 1 &2 (4,542.91) 0.06% 0
usD M738-Me-consurner debit refund 3 566 (21,884.96) 0.30% 0
usD M176-Me-corp {intl) business 40 2,450,72 0.03% 0
UsD [M142-Mc-corp data rate i {us) business a0 §,343.73 0.11% a
uso M140-Me-corp face to face {us) business 755 48,204 .44 0.65% 0
usD M120-Mc-corp face to face (us) purchase 3 194.08 0,00% 0
usD [M105-Me-corporate credit refund 2 70 (3,685,735 0.05% [1}
uso M106-Me-corporate credit refund 3 9 {505.88) 0.01% 0
usD M011-Me-dormestic merit i 2 87.10 0.00% 0
uUsD ME11-Me-domestic merit i (debit] 2 103.88 0,00%: 0
usD [M002-Me-domestic merit i 6,797 413,836.22 S.62% S
uso M&09-Me-domestic merit iii (debit) §,944 497,712.58 6.76% 7
usD MO03-Me-domestic standard 10 1,163.47 0.02% 0
uUsD ME03-Me-domestic standard {dehit) 4 388.54 0,01% 0
usD [M381-Mc-enhanced kev entered i3z 7,592.53 0.10% [1}

Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Description - the interchange classification code that identifies how the transaction qualified
Trans Count - number of transactions that qualified for the plan

Trans Amount - total dollar amount of the transactions that qualified for the plan

Sales Percent By Amount - the percentage of sales (amount) for the qualified plan for the time
period selected

Sales Percent By Count - the percentage of sales (count) for the qualified plan for the time
period selected

Helpful Hints:

o Click Description hyperlink to view breakdown by location.
e Click Location ID hyperlink to view Credit Transaction List.
e Click Cardholder Number hyperlink to view Credit Transaction Detail.
¢ Identify which locations are not qualifying for the lowest interchange rates.
¢ If you like Qualification Analysis Report - try using Scheduled Report HL0118.
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Lesson 2: Qualification Expense

Based on your specific account set-up or configuration, this option may not be available to you.
This selection provides you with interchange expense information by plan code by location
which enables you to see which locations maybe contributing to your higher interchange costs.

How Do | View:

Steps | Action
1 Click Rate Analysis from the toolbar.

2 Select Qualification Expense from the dropdown.

Qualification Expense

Access: All Hierarchies for Lead Corporate

 — T

Date Range From |DE!D2:’QDDB |tu |D3fD4aQDDB Required as mm/dd/fyyyy
Transaction Type All v

Sort By Flan Description %

Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range (Required)

Select Transaction Type (All, Sales, Refunds, Chargebacks, Reversals)

Select Sort By (Plan Description, Dollar Amount)

Click Submit

4 Result: The Qualification Expense Report appeatrs.

Qualification Expense

Lead Corporate - Submit Date Range: 0370272008 to 03704/
Sales Si
Currency S Trans Percent | Per
Code Card Type Description Count Trans Amount Interchange Rate by |
Amount | Cc
UsD M 1003 -Me-domestic standard 11 1,175.47 (32,84 Z.95% + 10 0.02%  ©
UsD M M‘EIES'MC'WE' n clectronic 1,563 100,104.07 {1,611.67) 1.61% + .00 1.74% 1
usD Mc M‘EIEE'MC'ME' n standard 41 2,207.08 (51,13} 2.04% + 10 0.04% €
usD M M008-Me-domestic merit i 6,802 413,840.42 (7,218 85) 1.58% + 10 7.18% €
usD M M011-Me-domestic merit | 3 117.10 (2.49) 1.89% + 10 0.00%  ©
UsD M M0&1-Mc-key entered 111 5,216,561 (128,39) 1.89% + 10 041%  ©
UsD M %ﬂ'm”m 45 {2,573.76) 53,70 2.08% + .00 0.04%
usD MG (N o i 3, e 735 £4,570.64 (1,301.44) 1.89% + 10 113%  C
commerce . .
M092-Mof
UsD M M092-Me-foreign slectronic 17 1,272,567 [20.49) 1.61% + .00 0.02% C
lus (u.5.) - diners
UsD Me M094-Me-world me standard 2 413.68 {12 40) 2.95% + 10 0.01% €
usD M M095-Me-world me merit 1 357 37,367 .67 (801,73 2.05% + 10 0.85% €
usD MC MO98-Me-warld me key- 66 3,862.74 (85.79) 2.05% + 10 0.07% C
entered
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Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Card Type - the brand associated with the card number

Description - the interchange classification code that identifies how the transaction qualified
Trans Count - number of transactions that qualified for the plan

Trans Amount - total dollar amount of the transactions that qualified for the plan
Interchange - amount charged for processing and funding MasterCard® and Visa®
transactions

Rate - calculation used to determine interchange amount

Sales Percent By Amount - the percentage of sales (amount) for the qualified plan for the time
period selected

Sales Percent By Count - the percentage of sales (count) for the qualified plan for the time
period selected

Helpful Hints:

o Click Description hyperlink to view breakdown by location.

e Click Location ID hyperlink to view Credit Transaction List.

e Click Cardholder Number hyperlink to view Credit Transaction Detail.

¢ If you like Qualification Expense Report - try using the Scheduled Report HL0107.
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Lesson 3: Billbacks

This selection provides you with information regarding the count and dollar amount of
transactions which failed the edit criteria for the given Association, and thus were “downgraded”
from the best possible rate to the given settlement rate.

How Do | View:

Steps | Action
1 Click Rate Analysis from the toolbar.
2 Select Billbacks from the dropdown.
3
Billbacks
Access: All Hierarchies for Corporate
ID| |[] Location v |[svsP «
Date Range From |DEID1I2IJDB |tu |DEIDSQDDB Required as mm/dd/yyyy
Sort By| Billback Code

Enter ID and select corresponding level

*Enter Date Range (Required)

Select Sort By (Billback Code or Dollar Amount)
4 Result: The Billback Report appears.

Billbacks

Corporate - 06/01/2008 Through 06703/

| Location ID External Merchant Number Currency Code Number of Billbacks | Trans Sales
UsD ZZ 1,85
UsD 24 1,87

Page Total 46 3,73

Grand Totals{USD} 46 3,73

Record 1to 2 of 2
Page 1 of 1
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5 Click on Description to view Billback Detail.
Billbacks
Corporate - 06/01/2008 Through 06/03/f:
Ext 1 .
Location 10| Merchant | C7ISRCY frve [count] jranee | Amecer | "y mmmair | b o

UsD

uso

UsD

BEOS4-TRANS CLEARED AT
COMMERCTIAL CARD W/O LEWEL 2
DATA

BBOSI-TRANSACTION CLEARED AS
ENHANCED

BBI1S53-TRANSACTION CLEARED AT
REWARDS 1

WISA

M

WISA

z

[

16

643

604,67

1,186.61

0.57 5%

0.91 32%

1.3 63%

Record 1 to 3 of 3
Page 1 of 1

Go To Page |1 ¥

Quick Definitions:

Location ID - location where the transaction was processed

External Merchant Number - additional merchant number associated with the location
Number of Billbacks - total number of billbacks for the time period specified

Trans Sales - total dollar amount of the billbacks for the time period specified

Currency Code - 3 digit code identifying the currency the transactions was processed in
Description - reason for billback

Card Type - the brand associated with the card number

Count - the total number of billbacks for the time period selected

Trans Amt - total amount of billbacks for the time period selected

Billback Amount - amount charged to your account for processing billback transactions
Sales Percent By Amount - the percentage of sales (amount) for the billback reason for the
time period selected

Sales Percent By Count - the percentage of sales (count) for the billback reason for the time
period selected

Helpful Hints

¢ Information from the above reports can be used to identify opportunities at the point of
sale to prevent future billbacks /downgrades.

o Click on Billback Description to view transactions included in the Transaction Amount.

e Click on Detail to obtain the Credit Transaction Detail information.
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Chapter 5-Disputes

Overview

We know that dispute processing in your back office can be tedious, time consuming and
overwhelming. So we have developed simple reports to provide in depth detail of your
chargeback and retrieval cases to assist in dispute management and resolution.

The four submenu options from Disputes are:

Chargebacks
Retrievals

Chargeback Analysis
Retrieval Analysis

pPwpdpPE
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Lesson 1: Chargebacks

The Chargebacks selection enables you to view and manage your chargebacks. You can also
guery by a variety of search options. The date selected must be within the last 6 months.

How Do | View:

Steps | Action
1 Click Disputes from the toolbar.

2 Select Chargebacks from the dropdown.

3

Chargebacks

Access: Location

Status Date Range Frnm| |tn| | Required as mmfddfyyyy

Amount Rangel H |

Chargeback Status Al v
Category | All Categories ~
Sub Category| All Card Types v

Card # f Ref # fCase #|:| Cardholder Number %

Enter ID and select corresponding level if you would like to search for Chargebacks for
a specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range (Required)

Select Data Type (Status Date or Transaction Date)

Enter Amount Range

Select Chargeback Status (All Open, All Closed, All Reversed, All Statuses)

Select Category (All, Debited, Pre-Arbitration, Pre-Compliance, Pre-Note, Request for
Doc, Reversed, Sent to Collection, Auto-Represent)

Select Sub Category Filter (All Card Types, Visa® , MasterCard®, JCB®, Diner’'s Club®,
or by Reason Code).

Enter Cardholder Number/Reference Number/Case Number

Select Corresponding Selection from dropdown

Click Submit

*Represents required fields. All other fields are optional based on the information you
would like to view.
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4 Result: The Chargeback List Report appears.
Chargeback List
Location - Status Date Range: 03/02/2
External
R Currency | Chargeback Case Cardholder Trans Chargeback Due
Location ID Mer[l:lgiant Code Description Mumber Reference Number Mumber Date Amount Date

Incorrect
transaction

usD amaount or 01/25/2008 30.98 14
account
number

Total for Category{Request for Doc) 30.98

Cancelled

uso recurring 01/15/2008 156.00 2/26/2008 07
transaction
Canceled

uso recurring 01/21/2008 3726 22772008 00
transaction
Cardhalder
does not

uso recognize - 1z/z8/2007 49,99 2/27/2008 07
potential
fraud
Cardhalder
does not

uso recognize - 11/z8/2007 104.98 2/27/2008 O
potential
fraud
Canceled

uso recurting 0z/01/2008 116,00 2/27/2008 O
transaction

Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - 3 digit code identifying the currency the transaction was processed in
Chargeback Description - description of the chargeback reason code

Case Number - number assigned by Merchant Services for the dispute

Reference Number - 23 digit Outgoing Acquirer reference number

Cardholder Number - the number identifying the cardholder, issuer and card brand
Trans Date - date the transaction occurred

Chargeback Amount - amount of the dispute

Due Date - date Merchant Services needs to receive your response by to attempt to reverse the
chargeback

Status Date - date of the last action taken by the dispute back office area

Status -

Open- Chargebacks that have not been responded to and the due date has not expired
Closed- Chargebacks where the due date has expired

Reversed- Chargebacks that have been reversed back to the issuing bank

Helpful Hints

e Use this report to assist your back office in running queries on disputes that are Open
and still need responded to.

o Enter a specific cardholder number to access that card numbers chargeback history.
Click on Cardholder Number hyperlink to view the Chargeback Detail.

¢ If you like using the Chargeback List function - try using one of Scheduled Reports under
Disputes category.
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Lesson 2: Retrievals

While there are many reasons an issuing bank may send a retrieval request, the notification
process can be very simple. The Retrievals selection will help you facilitate the process of
retrieving and fulfilling sales draft requests. In some instances unanswered retrieval requests
can result in a chargeback being initiated by the issuing bank. The date selected must be within
the last 6 months.

How Do | View:

Steps | Action
1 Click Disputes from the toolbar.
2 Select Retrievals from the dropdown.
3
Retrievals
Access: Location
RetrievalsDate Range From\ |to| Required as mm/dd/yyyy
Amount Rangel || |
Retrieval Type All -

Retrieval Status| All Statuses v

Card # / Ref # /Case # jl:l Cardholder Mumber

Sub Category Filter| All Card Types A

Enter ID and select corresponding level if you would like to search for retrievals for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range (Required)

Select Date Type (Status, Transaction Date)

Enter Amount Range

Select Retrieval Type (All, Media, Chargeback)

Select Retrieval Status (All, Open, Expired, Fulfilled)

Enter Cardholder Number/Reference Number/Case Number

Select Corresponding Selection from dropdown

Select Sub Category Filter (All Card Types, Visa® , MasterCard®, JCB®, Diner’'s Club®,
or by Reason Code)

Click Submit

*Represents required fields. All other fields are optional based on the information you
would like to view.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
Page 86 of 152 Filename



ClientLine User’s Guide

4 Result: The Retrieval List Report appears.

Retrieval List
Location - Status Date Range: 03/02/2008 to 03/04/200¢
Fulfilled Retrievals

External | ), ency | Request| case card cardholder Trans Due Status

Location ID Merchant Code Reason | Number | Type Number Trans Date Amt Date Date Status
usD 21 MC 01/23/2008 34,99 2/29/2008 3/3/2008 Fulfilled
usD &0 VISA 01/25/2008 59,98 3/1/z008 34372008 Fulfilled
UsD 33 WISA 01/31/2008 187.00 3/2/2008  3/3/2008 Fulfilled

Fulfilled Total Amt = 281.97
Record 1 to 4 of 4
Page 1 of 1 Grand Total = 281.97

Go To Page |1 ¥

Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - 3 digit code identifying the currency the transaction was processed in
Reguest Reason - code sent by the issuing bank identifying reason for request

Case Number - number assigned by Merchant Services for the retrieval

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand
Trans Date - date the transaction occurred

Trans Amt - the amount of the sale or refund

Due Date - date the retrieval request needs a response back to merchant services
Status Date - date of the last action taken by the dispute back office area

Status -

All-includes all statuses (Open, Expired, Fulfilled)

Open-retrieval requests that have not yet been fulfilled and the due date has not expired
Expired-retrieval requests that were not fulfilled within the requested timeframe
Fulfilled-retrieval requests responded to by the merchant and sent to the issuer

Helpful Hints:

e To view retrieval requests that have not been responded to — Select Open in Retrieval
Status.

e To verify the status of a specific retrieval request — Enter the cardholder number, case
number or reference number in the report selection criteria.
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Lesson 3: Chargeback Analysis

The Chargeback Analysis option provides you with the total counts, dollar amounts and
percentages of all disputes which have been Received from Issuer, Reversed to Issuer by
Merchant Services, Resubmitted/Reversed to Issuer by Merchant, and Debited to Merchant.
The report is broken down by card type, reason code and provides a grand total and dollar
amount. The date range selected must be within the past 6 months.

How Do | View:

Steps | Action
1 Click Disputes from the toolbar.
2 Select Chargeback Analysis from the dropdown.
3
Chargeback Analysis
Access: Location
Status Date Range From |to| Required as mmfddfyyyy
Enter ID and select corresponding level if you would like to search for Chargebacks for
a specific location or hierarchy level other than what you have been currently viewing.
*Enter Status Date Range (Required)
Click Submit
*Represents required fields. All other fields are optional based on the information you
would like to view.
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Result: The Chargeback Analysis Report appears.

Chargeback Analysis

Location -

‘ CéJr;ency ?ard I:Re:;son Description Received from Issuer Re;::(s::ninslesrsvl.::sby
ode ype ode | Count Amount Percent Count Amount Percent
usor MC 41 Canceled recurring transaction 5 537.25 22.90% o 0.00 0.00%
usD MC 549 Services not rendered 1 100.00 4. Z6%: 1] 0.00 0.00%.
uso MC 83 Cardholder does not recognize - potential fraud z 154,97 B.61% 1] 0.00 0,00%
usD Total for MC 8 792.22 33.77% o 0.00 0%
usp VISA 41 Cancelled recurring transaction 9 73647 31.40% o 0.00 0.00%
uso VISA 75 Cardholder does not recognize transaction 2 634.36 27.04% 1] 0.00 0.00%
uso WISA 80 Incorrect transaction amount or account number 1 30,98 1.32% 1 30,98 100.00%
uso VISA 83 Fraudulent transaction - card not present z 130,03 5.54% 1] 0,00 0.00%
uso WISA 85 Credit not processed 1 21.71 0,93% o 0.00 0,00%
UsD Total for VISA 15 1,553.55 66.23% 1 30.98 1.99%

Subtotal for Currency Code 23 2,345.77 100.00% 1 30.98 1.320%

Status Date Range: 03/02/2008 to 03/04/2008
Resubmitted fReversed to
Issuer by Merchant
Count Amount Percent Count Amount | Percent

Debited to Merchant

& 4 420,25 78.22% 1 117.00 21.78%
kS 1 100,00 100.00% a a.00 0.00%
o 2 154,97  100.00% 1] 0.00 0.00%
& 7 675.22 85.23% 1 117.00 14.77%
& 1 156.00 21.18% g 58047 7E.E2%
kS 2 634,36  100.00% a a.00 0.00%
o 0 0.00 0.00% 1) o.0o0 0.00%
S [1} 0.00 0.00% 2 130.03  100.00%
& [u} 0.00 0.00% 1 21,71 100.00%
& 3 790,36 50.87% 11 7iz.zl 47.13%
o 10 1,465.58 62.48% 12 849.21 36.20%
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5 Click on Reason Code hyperlink.
Result: The Chargeback Detail Report appears.

Chargeback List

Location - Status Date Range: 0302
External
- Currency | Chargeback Case Cardholder Trans Chargeback Due
Location ID MerIl:lgiant Code Description Number Reference Number Number Date Amount Date
Canceled
usp recurring 01/28/2008 232.00 372272008
transaction
Canceled
usD recurring 01/21/2008 37.26 372772008
transaction
Canceled
usD recurring 0z/01/2008 116,00 3/27/2008
transaction
Canceled
usp recurring 12/26/2007 34.99 3/28/2008
transaction
Total for Category{Reversed) 420.25
Total for Status{Reversed) 420.25
Cancelsd
usD recurring 01/15/2008 117.00 3/29/2008
transaction
Total for Category{Debited) 117.00
Total for Status{Closed) 117.00
Total for Currency{USD} 537.25
Total for Page 537.25

Record 1 to 5 of 5
Page 1 of 1

Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in

Card Type - the brand associated with the card number

Description - description of the chargeback reason code

Received from Issuer - incoming Chargebacks received from the issuer

Reversed to Issuer by Merchant Services - chargeback cases that were auto-represented
(automatically resolved) back to the issuer

Resubmitted/Reversed to Issuer by Merchant - chargeback cases that were sent back to the
issuer based on information received from the merchant.

Debited to Merchant = Received from Issuer-Reversed to Issuer by Merchant Services-
Resubmitted/Reversed to Issuer by Merchant

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - 3 digit code identifying the currency the transaction was processed in
Chargeback Description - description of the chargeback reason code

Case Number - number assigned by Merchant Services for the retrieval

Reference Number - 23 digit Outgoing Acquirer reference number

Cardholder Number - the number identifying the cardholder, issuer and card brand
Trans Date - date the transaction occurred

Chargeback Amount - amount of the dispute

Due Date - date Merchant Services needs to receive your response by to attempt to reverse the
chargeback

Status Date - date of the last action taken by the back office area

Status -

Open - Chargebacks that have not been responded to and the due date has not expired
Closed - Chargebacks where the due date has expired

Reversed - Chargebacks that have been reversed back to the issuing bank
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* Helpful Hints:

Use this report to identify which reason codes could be affecting your sales.

e This report is the same as what is shown on the Chargeback History section of
Chargeback Dashboard, however this report you can set a date range within the last six
months.
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Lesson 4: Retrieval Analysis

The Retrieval option provides you with the total counts, dollar amounts and percentages of all
Retrievals (Media and Chargeback) which have been Received from Issuer, Fulfilled, Unfulfilled
and Expired. The report is broken down by card type, reason code and provides a grand total
and dollar amount. The date range selected must be within the past 6 months.

How Do | View:

Steps | Action
1 Click Disputes from the toolbar.

2 Select Retrieval Analysis from the dropdown.

Retrieval Analysis

Access: Location

Date Range From ‘tu | Required as mm/ddfyyyy

Date Type Transaction +

Enter ID and select corresponding level if you would like to search for retrievals for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range From (Required)

Select Date Type (Transaction, Retrieval)

Click Submit

*Represents required fields. All other fields are optional based on the information you
would like to view.
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4 Result: The Retrieval Analysis Report appears.

Retrieval Analysis

Location -

Currency Card Reason Retrievals Fulfilled

Code [Type Code Description Count | Amount | Percent Count | Amount | Percent
usD Mz 21  cCardhaolder doesnot recognize transaction 1 3246 48.12% o 0.00 0.00%
usD Total far MC 1 3246 48.12% a 0.00 0.00%
usD VISA 5 Legal process or fraud request i 35.00 S1.68% 1] 0.00 0.00%:
UsD Total for VISA 1 35.00 51.85% o 0.00 0.00%
Total for USD 2 67.46 100.00% 1] 0.00 0.00%

Record 1 to 2 of 2

Page 1 of 1
Go To Page |1 ¥
03/02/2008 to 03/04/2008
Unfulfilled Expired
Count | Amount | Percent | Count | Amount | Percent

3 1 3246 48.12% 1] 0.00 0.00%,
o 1 3246 48.12% o 0.00 0.00%
o 1 35.00 51.86% a 0.00 0.00%,
3 1 35.00 51.88% o 0.00 0.00%
o 2 67.46 100.00% o 0.00 0.00%

Quick Definitions:

Currency Code - 3 digit code identifying the currency the transaction was processed in
Card Type - the brand associated with the card number

Reason Code - numeric retrieval reason code

Description - description of the retrieval reason code

Retrievals - incoming retrievals received from the issuer

Fulfilled - retrieval requests responded to by the merchant and sent to the issuer
Unfulfilled - retrieval requests that were not fulfilled by the merchant

Expired - retrieval requests that were not fulfilled within the requested timeframe

Important Note
¢ Items in the Retrievals column contain both Media and Chargeback retrievals.
Helpful Hints:

e Use this report to identify which reason codes could be adding additional work for your
back office.
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Chapter 6-Research

Overview

The Research selection will assist you with many of your research activities. This section
contains a variety of information that will help you get the most out of the other sections of the
service. Whether its researching cardholder activity or looking up information on one of your
outlets, this section is designed to help with your research needs.

The five submenu options from Research are:

Card Search

Query Builder

Location Profile Details
Card Issuer Identification
Fraud Reporting

arwbdE
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Lesson 1: Card Search

The Card Search option allows you to perform searches on specific card numbers, either credit
or debit, over time. This search will detail all occurrences of the card number entered for the
time period selected.

There are four card search reports to assist with your research needs.

Transactions
Authorizations

Chargebacks
Retrievals

PwnE

* Based on your specific account set-up or configuration, all of these options may not be
available to you.
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Transactions Search

This report option provides a list of transactions associated with a specific cardholder account
number for the past 6 months.

How Do | View:

Steps | Action
1 Click Research from the toolbar.
2 Select Card Search from the dropdown.
3
Card Search
Access: Location
Enter Card Numberfhllnanice’—| Card Number |+ | Required
Activity Type Transactions +
Date Range From |UE!U2QEIEIB |tu |EB!'UAQEIDB |Required as mmfdd/yyyy
Date Type Submit Date v
Amount Range‘ H
Card Type Both +
Enter ID and select corresponding level if you would like to search for transactions for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Card Number/ Invoice Number (Required)
Enter Activity Type (Transactions)
*Enter Date Range (Required)
Select Date Type (Submit Date, Transaction Date)
Enter Amount Range
Select Card Type (Both, Credit, Debit)
Click Submit
4 Result: The Card Search Detail Report appears.
Transaction Detail
Location - Dates: 03/02/2008 Through 03
Sorted by Date/Time
External A .
Location 10| Merchant | “gioRcr | TErEnall (it | “Date’ |Type| Number | amount| Type | bate | STtus |
uso 03/04/2008 MC 47.59  Ssle 03/03/2008 Processed 90
Page 1 of 1
Go To Page |1 % @
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location

Currency Code - 3 digit code identifying the currency the transaction was processed in
Terminal ID - id number of the terminal on which the transactions was processed

Batch Number - number of the batch in which the transaction was submitted

Submit Date - date the batch was submitted to Merchant Services

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand

Trans Amount - the amount of the sale or refund

Trans Type - numeric code that identifies the transactions as a sale, credit or cash advance
Trans Date - date the transaction occurred

Status - indicates whether transaction is Active or Cancelled or Rejected

Entry Mode - code identifying how the cardholder account information was entered or captured
at the point of sale

Auth Code - code provided during the authorization process if an authorization approval was
received

Helpful Hints:

e Use this report to verify if customer has been double billed for a transaction, check for
credit for a disputed transaction or how frequent a customer makes purchases at your
business.

o Click on Cardholder Number hyperlink to view Credit Transaction Detail.
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Authorizations Search

This report option allows you to view the authorization information for a specific card number.
You can access this by typing the cardholder number, date range, amount, and/or authorization
code.

How Do | View:

Steps | Action
1 Click Research from the toolbar.
2 Select Card Search from the dropdown.
3

Card Search

Access: Location

Enter Card Numher!InVﬂiCE|—| Card Mumber % | Required

Activity Type Authorizations

Date Range Frnm| |to| |Required as mm/dd/yyyy
Date Type Authorization Date +

Amount Rangel || |

Muthorisation cods| |

Card Type Both +

specific location or hierarchy level other than what you have been currently viewing.
*Enter Card Number/ Invoice Number (Required)

Select Activity Type (Authorizations)

*Enter Date Range (Required)

Select Date Type (Authorization Date)

Enter Amount Range

Enter Authorization Code

Select Card Type (Both, Credit, Debit)

Click Submit

Enter ID and select corresponding level if you would like to search for authorizations for a
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4 Result: The Authorization Detail Report appears.

Authorization Detail

Location - Dates: 03/02/2008 Through 03/04/:

Sorted by Date/Time
Location ID | External Merchant ID ‘ Currency Code | Cardholder Number | Expiration Date | Amount | Auth Date | Auth Code ‘ Response
uzD 1z/50 47.59  03/03/2008

Go To Page |1 ¥ Return to e

Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location

Currency Code - the 3 digit code identifying the currency the transaction was processed in
Cardholder Number - the number identifying the cardholder, issuer and card brand
Expiration Date - month and year the credit card expires

Amount - amount of authorization

Auth Date - date the transaction was authorized

Auth Code - code provided during the authorization process if an authorization approval was
received

Response Code - 2 digit code identifying the authorization response

Helpful Hints:

e Click on Cardholder Number hyperlink to view Authorized Transaction Detail.
e Authorization data must be at least 3 days old and can not be older than 6 months.
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Chargebacks Search

This report option allows you to view chargeback information for a specific card number. You
can access this by typing the cardholder number, date range, amount, transaction date or status

date.

How Do | View:

Steps | Action
1 Click Research from the toolbar.
2 Select Card Search from the dropdown.
3
Card Search
Access: Location
Enter Card Numherjnlnvnline’—| Card Number | Required
Activity Type Chargebacks v
Date Range From |EIEUU2:QEIDB ‘tu |UEJD4{ZDEIB Required as mm/ddfyyyy
Date Type Submit Date A4
Amount Range‘ ||
Card Type Both v
Enter ID and select corresponding level if you would like to search for Chargebacks for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Card Number/ Invoice Number (Required)
Select Activity Type (Chargebacks)
*Enter Date Range (Required)
Select Date Type (Status Date, Transaction Date)
Enter Amount Range
Click Submit
4 Result: The Chargeback List Report appears.
Chargeback List
Location - Status Date Range: |
Location 10 | Merchant | CTenY | Sharsebeck | Cote | peterence number | Cordholder | Trans | chorachack) |
Canceled
uso recurring 01/28/2008 232.00 2/2
Total for Category{Reversed) fransacten 232.00
Total for Status{Reversed) 232.00
Total for Currency{USD) 232.00
Total for Page 232.00
Record 1 to 1 of 1
Page 1 of 1
Go To Page |1 ¥
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - the 3 digit code identifying the currency the transaction was processed in
Chargeback Description - description of the chargeback reason code

Case Number - number assigned by Merchant Services for the chargeback

Reference Number - 23 digit Outgoing Acquirer reference number

Cardholder Number - the number identifying the cardholder, issuer and card brand

Trans Date - date the transaction occurred

Chargeback Amount - amount of the dispute

Due Date - date Merchant Services needs to receive your response by to attempt to reverse the
chargeback

Status Date - date of the last action taken by the dispute back office

Status -

Open - Chargebacks that have not been responded to and the due date has not expired
Closed - Chargebacks where the due date has expired

Reversed - Chargebacks that have been reversed back to the issuing bank

Helpful Hints:

e Use this report to verify the number of Chargebacks on a specific cardholder number.
¢ Click on Cardholder Number hyperlink to view Chargeback Detail Report.
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Retrievals Search

This report option allows you to view retrievals information for a specific card number. You can
access this by typing the cardholder number, date range, amount, transaction date or status
date.

How Do | View:

Steps | Action
1 Click Research from the toolbar.
2 Select Card Search from the dropdown.
3

Card Search

Access: Location

Enter Card NuthrfrInVDLlEE]—| Card Mumber ¥ | Required

Activity Type Retrievals A

Date Range From | |tu | Required as mm/dd/yyyy
Date Type Siatus Date v

Amount Range | I \

Enter ID and select corresponding level if you would like to search for retrievals for a specific
location or hierarchy level other than what you have been currently viewing.

*Enter Card Number/ Invoice Number (Required)

Select Activity Type (Retrievals)

*Enter Date Range (Required)

Select Date Type (Status Date, Transaction Date)

Enter Amount Range

Click Submit

4 Result: The Retrieval List Report appeatrs.

Retrieval List

Agent - Status Date Range: 07/01/2008 to 0728,
Fulfilled Retrievals
External
- Currency | Request Case Card Cardholder Trans Due Status
Location ID MerIl:[I)'lant Code Reason | Number | Type Number Trans Date Amt Date Date s
UsD 33 VIS 07/13/2008 44,59 371072008 7/28/2008 F
Fulfilled Total Amt = 44.59
Record 1 to 1 of 1
Page 1 of 1 Grand Total = 44.59
Go To Page |1 ¥ Go to Location v
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - the 3 digit code identifying the currency the transaction was processed in
Reguest Reason - code sent by issuing bank identifying reason for request

Case Number - number assigned by Merchant Services for the chargeback

Card Type - the brand associated with the card number

Cardholder Number - the number identifying the cardholder, issuer and card brand

Trans Date - date the transaction occurred

Trans Amount - the amount of the sale or refund

Due Date - date Merchant Services needs to receive your response by to attempt to reverse the
chargeback

Status Date - date of the last action taken by the dispute back office area

Status -

Open - retrieval requests that have not been fulfilled and the due date has not expired
Expired - retrieval requests that were not fulfilled within the requested timeframe

Fulfilled - retrieval requests responded to by the merchant and sent to the issuer

Helpful Hints:

e Use this report to verify the current status of a retrieval request.
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Lesson 2: Query Builder

The Query Builder option in Clientline® allows you to create your own reports based off of either
account summary or bank deposit information. You have a great deal of flexibility as far as what
fields are on the report, the date range, the card types, the locations in the report, and how the
data is grouped and sorted.

The 2 reports to assist with your reporting needs are:

1. Account Summary
2. Bank Deposits
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Account Summary
Use this selection to run reports that are based off your submitted sales information.

How Do | View:

Steps | Action
1 Click Research from the toolbar.
2 Select Query Builder from the dropdown.
3 _
Query Builder
Access: All Hierarchies for Lead Corporate
L — | T E
Date Range From |DE!D2:’EDDB |t|:| |D3fD4aQDDB Required as mm/fdd/yyyy
Report On Account Summary v
Checking Account Numherl:l D
Enter ID and select corresponding level if you would like to search for account summary
information for a specific location or hierarchy level other than what you have been
currently viewing.
Select Report On (Account Summary)
Click on box beside Checking Account Number (Business Checking Account Number) if
you want to search for a specific checking account number but can’t locate the specific
number.
e Choose Search Field (DBA Name or Location/State)
e Select Search Data (Enter DBA Name or Select State)
*Enter Date Range (Required)
Click Submit
4 Result: The Account Summary Report criteria screen appears.
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Account Summary Report
Lead Corporate -

Step (1) Fields To Show
Location ID
External Merchant ID
Currency Code
Submit Date

Date: D3/02/2008 to 03/0

Step (2) Group B Step (3) Sort B
Mone @ Asc

MNone |«
Mane Desc

Maone s

Card Type

Sales Count
Sales amount
Refund Count
Refund amount
Discount Amount
Trans Fee

oooooooooood

Total Amount

Step (4) Select State

~

Submit Query

Clear Screen

Complete Stepl: Fields to Show

Select the fields to display on the report from the following:

Location ID (required)
External Merchant ID (required)
Currency Code (required)
Submit Date (required)
Card Type (required)
Batch Number (required)
Sales Count

Sales Amount

Refund Count

Refund Amount

Reject Count

Reject Amount

Total Amount

Complete Step 2: Group By

Select from dropdown which fields to group by from the following:

Location ID

External Merchant ID
Currency Code
Submit Date

Card Type

Batch Number

Select which card types to include on the report from the following:

e All Card Types
e American Express®
e Debit
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Diner’s Club®
Discover®
EBT

JCB®
MasterCard®
Visa®

Complete Step 3: Sort By

Select from dropdown which fields to sort by from your selection chosen in “Fields to
Show:

Indicate which preference for your sort from the following:

e Ascending
o Descending

Complete Step 4: Select State
Select a state in which the locations you want to view are located.

Complete Step 5: Select Locations
Select the specific locations for the report.

10

Continue to select another state and locations if needed.

11

Complete Step 6: Report Locations Selected
The locations selected in above Step 5 should appear in this box

12

To execute the report :
Click on Submit Query

To revise query:
Click on Clear Screen

The Account Summary Report is below.

Account Summary Report

Lead Corporate - Date: 03/02/2008 to 03/04/
| Location ID ‘ External Merchant ID | Currency Code Submit Date | Card Type
usD 03/02/2008 CHG EBT Denied
usD 03/02/2008 DEBIT
UsD 03/02/2008 EBT
UsD 03/02/2008 MiC
UsD 03/02/2008 WISA
UsD 03/02/2008 CHG Debit Denied
UsD 03/02/2008 CHG EBT Denied
UsD 03/02/2008 DEBIT
UsD 03/02/2008 EBT
usD 03/02/2008 WIS
uzD 03/02/2008 CHG Debit Denied
usD 03/02/2008 CHG EBT Denied
uzD 03/02/2008 DEBIT
usD 03/02/2008 DSCWYR Declines
uzD 03/02/2008 EBT
uzD 03/02/2008 MC

Quick Definitions:

Location ID - location where the transaction was processed
External Merchant ID - additional merchant number associated with the location
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Currency Code - 3 digit code identifying the currency the transaction was processed in
Submit Date - date the transaction was submitted for processing

Card Type - the brand associated with the card type

Batch Number - number of the batch in which the transaction was submitted

Sales Count - total number of sales for submitted date

Sales Amount - the total dollar amount of the transactions for the submitted date
Refund Count - the total number of refunds/credits for the submitted date

Refund Amount - the total dollar amount of the refunds/credits for the submitted date
Rejected Count - total number of transactions that rejected for the submitted date
Rejected Amount - total dollar amount of rejected transactions for the submitted date
Total Amount = Sales Amount -Refund Amount-Rejected Amount

* Helpful Hints:

e Use this option if you want to view account summary data and you want to select
specific locations and compare them on the same report.
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Bank Deposits
Use this selection to run reports that are based off your bank deposit information.

How Do | View:

Steps |
1

Action
Click Research from the toolbar.

Select Query Builder from the dropdown.

Query Builder

Access: All Hierarchies for Lead Corporate

O I |

Date Range From |03!02I2008 ‘tu |DEJ'D4FZDDB Required as mm/dd/yyyy
Report On| Bank Deposits v

Checking Account Numberl:l []

Enter ID and select corresponding level if you would like to search for bank deposit
information for a specific location or hierarchy level other than what you have been
currently viewing.
Report On(Bank Deposits)
Click on box beside Checking Account Number (Business Checking Account Number) if
you want to search for a specific checking account number but can’t locate the specific
number.

e Choose Search Field (DBA Name or Location/State)

e Select Search Data (Enter DBA Name or Select State)
*Enter Date Range (Required)
Click Submit
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4 Result: The Bank Deposit Report appears.

Bank Deposit Report

Lead Corporate - Date: 03/02/2008 to 03/04/
Location 1D O Mone » @ asc
Ewternal Merchant 1D O Mone v None [ O besc
Currency Code O None v

Checking Account Mumber O

Funded Date O

Funding Category [}

Minor Funding Category O

Item Count Il

Credit Amaount O

Debit Amount [}

Total Amount O

5 Complete Stepl: Fields to Show
Select the fields to display on the report from the following:

e Location ID (Required)

e External Merchant ID (Required)

e Currency Code (Required)

e Checking Account Number (Required)

e Funded Date (Required)

e Batch Number (Required)

e Funding Category (Required)

e Minor Funding Category (Required)

e |tem Count

e Credit Amount

e Debit Amount

e Total Amount
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6 Complete Step 2: Group By
Select from dropdown which fields to group by from the following:
e Location ID
e External Merchant ID
e Currency Code
e Checking Account Number
e Funded Date
e Batch Number
¢ Funding Category
e Minor Funding Category
7 Complete Step 3: Sort By
Select from dropdown which fields to sort by from your selection in “Fields to Show”.
Indicate which preference for your sort from the following:
¢ Ascending
e Descending
8 Complete Step 4: Select State
Select the state in which the locations are located.
9 Complete Step 5: Select Locations
Select the specific locations for the report.
10 Continue to select another state and locations if needed.
11 Complete Step 6: Report Locations Selected
The locations selected in above Step 5 should appear in this box.
12 To execute report click on Submit Query button or to revise query click on Clear Screen
button at the bottom of page.
The Bank Deposit Report is below.
Bank Deposit Report
Lead Corporate - Date: 03/02/2008 to 03704,
| Location ID | External Merchant ID Currency Code | Checking Account Number | Funded Date | Funding Category | DESCRIPTIO
UsD 03/02/2008 Fees General Deb
usoD 03/02/2008 Fees Wisa {Genera
usD 03/02/2008 Fees Mastercard {Ger
usoD 03/02/2008 Deposit EBT
usD 03/02/2008 Deposit General Deb
usoD 03/02/2008 Deposit Wisa {Genera
usD 03/02/2008 Deposit Mastercard {Ger
usn 03/02/2008 Service charges Visa (Genera
usn 03/02/2008 Service charges Mastercard (Ger
uso 03/02/2008 Fees General Deb
usn 03/02/2008 Fees Visa (Genera
uso 03/02/2008 Deposit EBT
usD 03/02/2008 Deposit General Deb
uso 03/02/2008 Deposit Wisa (Genera
uso 03/02/2008 Service charges Wisa (Genera
uso 03/02/2008 Fees General Deb
uso 03/02/2008 Fees Wisa Decline
Us0 03/02/2008 Fees Wisa (Genera
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location
Currency Code - 3 digit code identifying the currency the transaction was processed in
Checking Account Number - the account we deposit your money into

Funded Date - date Merchant Services released funds to your bank

Batch Number - number of the batch in which the transaction was submitted

Funding Category - high level description identifying the type of funding activity

Minor Funding Category - more detailed description identifying the type of funding activity
Item Count - count of items included in the funding category

Credit Amount - total dollar amount of credits included in the funding category

Debit Amount - total dollar amount of debits included in the funding category

Total Amount - Credit Amount + Debit Amount

Helpful Hints:

e Use this option if you want to view bank deposit data and you want to select specific
locations and compare them on the same report.

Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
Filename Page 113 of 152



ClientLine User’'s Guide

Lesson 3: Location Profile Detalils

The Location Profile Details option allows you to perform searches on specific locations and
view their account information. Included in this information is statement setup, account fees and
terminal list details.

How Do | View:

Steps | Action
1 Click Research from the toolbar.

2 Select Location Profile Details from the dropdown.

3 If you only have access to a single location the Location Profile Details Status Report will
immediately appear.

If you have access to multiple locations the following screen will appear.

Location Profile Details

Access: All Hierarchies for Lead Corporate
Select Lookup Field| Location Mame %
Select a Pattern| Starts With v

Entervale[ |

Select Lookup Field (Location Name, Merchant Name, Location Address, Location City,
Location State, Location Zip, Merchant ID)

Select a Pattern (Starts With, Equals, Includes)

Enter Value

Click Submit

4 Result: The Location Profile Details Report appears.

Location Profile Details
Lead Corporate -

External Merchant Location Name Location
- Status

Location ID Location Address Merchant Nam
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5 Click on Location ID hyperlink to view location details.

6 Result: The Location Profile Details Status Report appears. Also displayed are the Statement
Information, Account Fees and Terminal List Details screens.

Location Profile Details Status

____________________________________________________|
Location ID
External Merchant ID

Contact Name & Address

Phone Number
Media Fax Number
Funding Fax Number

Merchant Phone Number for
Cardholder

Location E-mail Address
Status

Statement Information

Type

Delivery Method
E-Mail Distributions
Fax Number

- maccountFees 00O

Fee Rate and Description Amount Last Changed

001 - MASTERCARD SALES TRAMS FEE
001 - MASTERCARD SALES TRANS FEE
005 - wISA SALES TRAMNS FEE

005 -wISA SALES TRAMNS FEE

018 - DEBIT/ATM CARD TRANSACTION FEE
035 - MASTERCARD WOICE AUTH FEE

036 - MASTERCARD WRLU ALTH FEE

037 - MASTERCARD WRUMNOICE AUTH FEE
039 - MASTERCARD “OICE ADDR WYERIF
O3B - MASTERCARD AUTO ADDRESS WERIF
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Terminal List Details
EDC

. Serial | Network | Maintained . Ship Install Billing Billing Start Stop
Type Model Th?:nn_.:ll:::.l Number| Name By Maintenance Date Date ADI Method | Amount Date Date
12/24,/2004 Client 1/14/2005 1/21/2008
CARDMET CEZ 1z:00:00 Resals 40 12:00:00  12:00:00
AM Al AM
12/24,/2004 client 1/14/2005 1/21/2005
CARDMET CEZ 1z:00:00 Resale 400 12:00:00  12:00:00
AM A AM

Quick Definitions:
Location Profile Details Status

Location ID - location where the transactions are processed

External Merchant ID - additional merchant number associated with the location

Contact Name & Address - businesses contact name and address

Phone Number - telephone number of location

Media Fax Number - fax number where media retrievals are sent to

Merchant Phone Number for Cardholder - merchants telephone number that can be given to
cardholders with inquiries

Location E-mail Address - email address of location

Status - current location status (Active, Cancelled)

Multi-Currency - (Domestic, International) Identifies if the activity for this location number is
processed Domestically or Internationally

Mag Stripe Indicator - (Yes, No) Identifies if the merchant is setup to swipe cards or MOTO
Trustkeeper - (Enrolled, Not Enrolled) Service a merchant can use to become PCI certified
Method of Funding - describes how your bank deposit is transferred to your account

ARP Code - code identifying the Account Reconciliation Plan

Statement Information

Type - indicator that identifies whether the statement is a summary or detail

Delivery Method - indicator that identifies how the statement is send to the merchant
E-Mail Distributions - email address on file that will receive statement via email

Fax Number - the fax number on file that will receive faxed statements

Account Fees

Fee Rate and Description - the code and corresponding description of the account fees
billed to the merchant account

Amount - the amount of the account fee

Last Changed - date of the last account fee change

Terminal List Details

Type - the equipment the merchant is processing their transactions through
Model - the equipment the merchant is utilizing
EDC Terminal Number - the terminal number of the equipment
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Serial Number - the serial number of the equipment

Network Name - the name of the network the equipment utilizes
Maintained By - responsible party for the equipment
Maintenance - amount charged for maintenance of equipment
Ship Date - date the equipment was shipped to merchant
Install Date - date the equipment was installed

Billing Method - indicates equipment owner

Billing Amount - amount billed to merchant for equipment
Start Date - date the equipment billing begins

Stop Date - date the equipment billing ends

* Helpful Hints:

e Use this option to obtain a listing of your corporate locations.
o Review the Detail Status Report periodically to ensure the information displayed is
accurate.
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Lesson 4: Card Issuer Identification

The Card Issuer Identification option allows you to access issuing bank information quickly. This
information may be helpful in resolving disputes and cardholder inquiries. This option is only
available for Visa and MasterCard card numbers. The following issuing bank information that
may be displayed is Bank Name, Mailing Address, Principal Contact, Security Contact,
Compliance Contact, Retrieval Contact, Fraud Investigation Contact, Authorization Contact,
Settlement Contact, and Chargeback Contact.

How Do | View:

Steps | Action
1 Click Research from the toolbar.
2 Select Card Issuer Identification from the dropdown.
3
Card Issuer Identification
Access: All Hierarchies for Lead Corporate
Enter at Least the First 6 Digits of the CardHolder Numherl:l Required

Enter Cardholder Number (only the first six digits of the cardholder number are needed)

Click Submit.
4 Result: The Card Issuer Information appears.

Licensee Name
Center MGR Name
Title

Street Address
City

State

Country

Postal Code
Phone Number
Fax

Fraud Investigation

Name

Street Address

Country
Postal Code
Toll Free
Fax

Direct

Fraud Operations

* Helpful Hints:
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e Click on ‘View Card Issuer Info’ button from any Credit Transaction Detail or Debit
Transaction Detail screen to also view Card Issuer Identification information.

e Only MasterCard and Visa issuing bank information is available.

e Issuing bank information provided is updated periodically and details provided are
contingent upon being supplied by the issuing bank.
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Lesson 5: Fraud Reporting

The Fraud Reporting option allows you to monitor refunds for a date and amount range by
location that may have financial impact. The date selected must be within the last six months.

How Do | View:

Steps | Action
1 Click Research from the toolbar.
2 Select Fraud Reporting from the dropdown.
3
Fraud Reporting
Access: All Hierarchies for Lead Corporate
o [ comoms v
Date Range From ‘D?u'DZIEDDE ‘tu |DEJDAQDDB Required as mm/fdd/fyyyy
Amount Range|1D ||30 |
Report Type | Refund Summary by Location
Enter ID and select corresponding level if you would like to search for refunds for a
specific location or hierarchy level other than what you have been currently viewing.
*Enter Date Range (Required)
Select Date Type (Authorized)
Enter Amount Range
Select Report Type (Refund Summary by Location)
Click Submit
4 Result: The Fraud Refund Summary By Location Report appears.
Fraud Refund Summary By Location
Lead Corporate - Date: 03/02/2008 to 03/04/:
Currency Code Location ID External Merchant ID MName Refund Count | Refund Amount Gross Sales Percent of Sa
uso 1 (30,000 20,353.92
usD 1 (z3.42) 13,064.27
UsD 1 (16.72) 13,299.32
uso 1 (14,90} 15,808.38
uso 1 (12,97} 35,522.18
usD 1 (29.08) 15,011.51
UsD 1 (30.00) 28,164.25
uso 1 (26.65) 24,066.44
usor 3 (11.72) 31,345,268
Record 1 to 9 of 9
Page 1 of 1 Grand Total = (202.44)
Go To Page |1 ¥ Return to Me
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Quick Definitions:

Location ID - location where the transaction was processed

External Merchant ID - additional merchant number associated with the location

Name - merchant name

Currency Code - the 3 digit code identifying the currency the transaction was processed in
Refund Count - the number refunds processed at the location

Refund Amount - total dollar amount of refunds processed at the location

Gross Sales - total amount of sales processed at the location

Percent of Sales - the percentage of sales that are refunds

Helpful Hints:

e Use this report to monitor which locations are processing the most refunds (count and
amount) and which locations refunds have the greatest impact to sales.
o If you like Refund Summary by Location - try using Scheduled Report HL4003.
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Chapter 7-Reports

Overview

The Scheduled Reports selection is the most popular feature within the ClientLine® service. It
allows you to generate a variety of reports that detail transaction information for
download/viewing purposes. In addition you are able to “schedule reports” on a daily, weekly,
monthly or yearly basis. These reports can be sent to you or multiple users automatically via
email or fax in multiple formats.

The four submenu options from Reports are:

Scheduled Report
View Reports
Update Reports
Delete Reports

e
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Lesson 1: Scheduled Reports

In order to schedule reports for delivery on a recurring basis, you will need to complete the
scheduler template. The template provides you the opportunity to select the report format,
delivery frequency, level of hierarchy, start and end date, and delivery method.

How Do | View:

Steps |

1

Action |
Click Reports from the toolbar.

2

Select Scheduled Report from the dropdown.

Report Builder

Access: All Hierarchies for Lead Corporate

. E— T

Select Report Category | CLSTOM L

GIFTCARDS
RATE_ANALYSIS

Enter ID and select corresponding level if you would like to view data for a specific
location or hierarchy level other than what you have been viewing.

Select Report Category (Disputes, Funding, Giftcards, Rate Analysis, Research, Sales)
Each of these categories contain reports with data similar to the data found within the
corresponding menu header in the online modules.

Click Submit

Report Builder
Lead Corporate -

RESEARCH Reports

Select Report| HL1701-Corporate audit log repont v

HL1?D1-Cuerrate audit log report
HL1702-Corporate audit log report #2
HLA0O0O-Batches containing hand keyed transactions
HL4001-Refunds with no sale
HLA003-Refund surnmary by location

Select Report from the list of reports provided.
Click Submit

Result: The Report Schedule will appear.
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HL4006-Authorization detail

Lead Corporate -

Report Delivery Options

Report Frequency Run Mow v Select Report Format Adobe PDF File ¥

Receive Report On mm/dd/yyyy Zip Option MO w

e |:| Select Delivery Option Web Online A

B e m— Select Mailbox Size --Select-- =
** please use END DATE for RUN NOW reports only ** MNotify When Finished MO A

E-Mail To Address 1 |

E-Mail To Address 2 |

E-Mail To Address 3 |

FophoneNumber2 | |
Fasphonenumbers [ |

Report Schedule
Select Report Frequency (Run Now, Daily, Weekly, Monthly, Quarterly, Yearly)
Select Receive Report On to choose date you wish to receive report on.

Dates to Report

Enter Start Date to choose the beginning date of your report.

Enter End Date to choose date your report will end through.

Dates only need to be entered when a Run Now report frequency is selected.

Report Delivery Options

Select Report Format (Word® for Windows Document, Excel® 8.0, Comma-separated
values, Adobe® PDF File)

Select Zip Option (No, Yes)

Choose Select Delivery Option (Web Online, E-mail/Fax)

Select Mailbox Size ( <1MB, 1MB-5MB, 5MB-10MB, 10MB-15MB, >15MB) This is the
size of file that your email provider will allow to enter your inbox.

Select Notify When Finished (NO, YES-E-mail Address REQUIRED) The system will
send you an email once the report is generated.

Select E-Mail to Address 1 (40 character limit)

Select E-Mail to Address 2 (40 character limit)

Select E-Mail to Address 3 (40 character limit)

Select Fax Phone Number 1

Select Fax Phone Number 2

Select Fax Phone Number 3

Not all email addresses or fax numbers need to be filled in.

An additional report can be requested to accommodate additional users.

Click Submit
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Result: A Report Schedule Confirmation should appear.

Report Schedule Confirmation

Report Request Successfully Received
e [y 1048888 For Report HL4006

“iew Online Reports

* Helpful Hints:

Selecting anything other than “Run Now” in Report Frequency will generate a recurring
report of that frequency.

Remember to select “Yes” in the Notify When Finished field if you want to receive a
confirmation email that your report is completed.

Enter multiple email addresses to have report sent to more than one person. They do
not have to be an enrolled ClientLine® user.

If you intend the save this report to a separate application such as Microsoft Access™, it
is suggested you choose the Delivery option of email and the Report Format option of
Microsoft Excel® 8.0 or CSV.

Reports in CSV will not contain headers as this would cause a failure to load into a
database.

If you do not have Microsoft Office® loaded to your pc, you can still receive a Scheduled
Report. Once the report is complete, double click on the report number to prompt the
report to open in a word processing application available on your pc.

Reports will take longer to generate if they span a large amount of time, include large
amounts of data or multiple locations.

Scheduled reports that are larger than 16MB in size can not be emailed from our server
to you. Also your email system may limit incoming file sizes to you. In both cases you will
need to select Web Online as the delivery option and save to your desktop.

Reports that are over 10MB will be held for an overnight delivery.

Web Online reports will be deleted from the system after 2 days.

Emailed reports that are larger than your mailbox size will attempt to be zipped and
emailed to you. If the report still is larger than your mail box size, an email will be sent to
you advising you to go online to view.

Faxed reports will be attempted three times before they are marked as undeliverable.
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Lesson 2: View Reports

This selection allows you to download and view generated reports.

How Do | View:

Steps | Action |
1 Click Reports from the toolbar.
2 Select View Reports from the dropdown.
3

Report Download Summary
Lead Corporate -

| Report Category | Report ID Report Name

Report Count

RESEARCH HL4006 Authaorization detail

Click on Report number hyperlink in the Report ID column.

1

4
Download Report Detail
Lead Corporate -
| Report ID | Report Status | Report Title Report Error Delivery Option Report Format File size Date Last
HL4006-1048858 ** Complete ** Authorization detail wieb Online FDF 1451KR 08/07/20
Click on Report number hyperlink in the Report ID column.
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X

File Download

Do you want to open or save this file?

s Mame: HL4006_ 1048555 0807 .pdF
| Type: Adaobe Acrobat Document, 1.41 ME

From: ga.myclientlinenm. 1dc.com

Open ][ Save ]| Cancel |

Yhile filez from the [ntemet can be useful, some files can potentially
harm your camputer. If yau do nat truzst the zource, do nat open or
zawe thiz file. What's the rigk?

Click Open to view report.
Click Save to save report to your desk top or file.

* Helpful Hints:

e You may need to pick up/view very large reports in this manner if they exceed the email
system size limits.

e Scheduled reports that are larger than 16MB in size can not be emailed from our server
to you. Also your email system may limit incoming file sizes to you.
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Lesson 3: Update Reports

Use this selection when you need to revise an existing scheduled report.

How Do | View:

Steps | Action
1 Click Reports from the toolbar.
2 Select Update Reports from the dropdown.
3
Update Report Summary
Update Report Summary ForLead Corporate -
| Report Category | Report ID Report Name Report Count
RESEARCH HL4006 Authorization detail 1
Click on Report number hyperlink in the Report ID column.
4
Update Report Detail
Update Report Detail ForLead Corporate -
| Report 1D | Report Title Request Name Report Frequency | Date Created ‘ Date Last Run Report Link
HL4006-1045853 Authorization detail Daily 08/07/2008 08/07/2008 HL4006
Click on Report number hyperlink in the Report Link column.
5
Report Delivery Criteria
Deliver Report  Daily 4
Zip Option | NO -
Select Report Format | Adobe PDF File L
Select Delivery Option  ‘eb Online L4
Select Mailbox Size | --Select- ~
Motify When Finished MO L4
E-Mail To Address 1 | ‘
E-Mail To Address 2| \
E-Mail To Address 3 | ‘
Fax Phone Number 1 l:l
Fax Phone Number 2 l:l
Fax Phone Number 3 l:l
Enter changes as needed to the fields desired.
Click Submit
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Report Update Confirmation

Update Request for Report HL4006 With Sequence 1048889 Successfully Received

Result: Report Update Confirmation should appear.
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Lesson 4: Delete Reports

Use this selection when you want to delete a scheduled report.

How Do | View:

Steps | Action |
1 Click Reports from the toolbar.
2 Select Delete Reports from the dropdown.
3

Delete Report Summary

Lead Corporate -

| Report Category | Report ID Report Name Report Count
RESEARCH HL4006 Authorization detail 1

Click on the Report number hyperlink in the Report ID column.

4
Delete ReportDetail
Lead Corporate -
| Report Number ‘ Report Title Requester Name Run When | Create Date ‘ Last Run | Click To Delete
HLA4008 - 1045559 Authorization detail reekly 05/07/2008 08/07/2008 TES
Click on YES hyperlink to delete report.
5
Delete Report Confirmation
Confirm Delete Request for Report HL4006 with Sequence Number 1048889
Click Confirm button to complete report deletion process.
6

Delete Scheduled Reports

Delete Scheduled Reports
Report Sequence 1048889 Has Been Deleted

Result: The above screen should appear.

Chapter 8-Groups
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Overview

The Groups selection offers you the opportunity to create unique “groups” of your locations by
selecting the locations of your choice and running scheduled reports based on those unique
groups. This provides you greater flexibility in managing the overall performance of your
portfolio. The unique group names can easily identify each segment of your portfolio and can be
continually applied to scheduled reports in the future.

Once created you can easily go back into the system and add or delete locations to/from a

specific group. The Groups selection can only be used if your access is set at the corporate
level or higher and multiple locations are rolling up to your corporate level access.

The two submenu options from Groups are:

1. Group Builder
2. Group Reports
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Lesson 1: Group Builder

Use this selection to add, update and delete your own unique groups.
There are 3 options to assist you with modifying your groups.

1. Add New Group

2. Update Group
3. Delete Group
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Add New Group

This option allows you to create your own unique groups by selecting the locations of your
choice.

How Do | View:

Steps | Action
1 Click Groups from the toolbar.
2 Select Group Builder from the dropdown.
3

Group Builder
Action| Add New Group v

Select Action (Add New Group)
Click Submit
Developed by: Confidential & Proprietary to First Data Rev: 08/01/08
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4
Add New Reporting Group
Lead Corporate - Date: 8/7/201
Group Description |test1 |
Step 1 Group Description
Enter Group Description or name that will help you remember/ reference this group for
future use/updates.
Step 2 Select State
Select State of locations that you want included on report.
Click Submit Build.
Step(3) Select Locations
|a
Step 3 Select Locations
Double click on Locations that you want included on report or click location once and then
click on > button. To select all the locations click on the >> button. To add locations from a
new state go back to Step 2.
Clicking the double arrow selects all locations on the page currently being displayed. For additional locations in this state, please select al

Step 4 Selected Locations
View the locations.
To deselect locations click on the location and then the < button. To deselect all the
locations at once click the << button.
Click Submit Build
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Add New Report Group is Complete
Report Group13206 test 1

Add More Locations ] [ Add More States
[ Complete Group Build I

Result: The Group Activity Confirmation should appear.
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Update Group

This option allows you to add or delete locations to/from a specific group.

How Do | View:

Steps | Action |
1 Click Groups from the toolbar.
2 Select Group Builder from the dropdown.
3
Group Builder
Action| Update Group
Select Report Group w

Select Action (Update Group)
Select Report Group from dropdown
Click Submit

4 A listing of the current locations for your report will appear in Step (4) Selected Locations.

5 To delete locations from your report:

Use your mouse to highlight the location that needs to be deleted.

Click on the < button. If more than one location needs deleted, continue to highlight and
click on the < button as needed.

If no other changes are needed click Submit Update.

6 To add locations to your report:

Use your mouse to highlight the state in Step (2).

The locations for that state will appear in Step (3).

Using your mouse, highlight the location you would like to add to the group.

Click on the > button. If more than one location needs to be added, continue to highlight
and click on the > button as needed. Once you have finished adding all the locations
needed- Click Submit Update.

7 Result: The Group Activity Confirmation should appear.

Rev: 08/01/08 Confidential & Proprietary to First Data Developed by:
Page 136 of 152 Filename



ClientLine

User’s Guide

Group Activity Confirmation

Report Group Update is Complete
Report Group

[

Update More Locations ] [ Update More States

[ Complete Group Build
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Delete Group
This option allows you to delete a group that already exists.

How Do | View:

Steps | Action |
1 Click Groups from the toolbar.
2 Select Group Builder from the dropdown.
3

Group Builder
Action| Delete Group %

Select Report Group g

Select Action (Delete Group)
Select Report Group from dropdown
Click Submit

Update Reports
Please review the following location list used to create this reporting group
‘ Number | Name | Address | City | State ‘ 2ip

Delete Group

A listing of all the current locations for the group will appear.
Click Delete Group to delete the group.

5 Result: The Group Activity Confirmation should appear.

Update Reports
Delete of Report Group is Complete
Report Group
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Lesson 2: Group Reports

Use this selection to select the scheduled reports that you wish to run.

How Do | View:

Steps | Action |
1 Click Groups from the toolbar.
2 Select Group Reports from the dropdown.
3

Group Report Build

Access: All Hierarchies for Lead Corporate

O — BT

Select Report Category DEPLOYMENT v
| DEPLOY MENT

GIFTCARDE
RATE_ANALYSIS
RESEARCH
SALES

Enter ID and select corresponding level if you would like to view data for a specific
location or hierarchy level other than what you have been viewing.

Select Report Category (Disputes, Funding, Giftcards, Rate Analysis, Research, Sales).
Each of these categories contains reports with data similar to the data found within the
corresponding menu header in the online modules.

Click Submit

Group Report Build

Select Report ForLead Corporate -
Select Report| CGO401-Bank deposit detail by location/date v
Select Report Group -

Select Report from the list of reports provided.
Select Report Group from the list of your groups provided.
Click Submit

5 Result: The Report Schedule will appear.
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CG0401-Bank deposit detail by location/date
Lead Corporate-
13206-test 1

Report Schedule Report Delivery Options
Report Frequency Run Mow % Select Report Format Adobe POF File

05/08/2008

Receive Report On mm/dd/yyyy

Zip Option WD

Dates to Report Select Delivery Option Web Online

L N L )

Start Date as mm/dd/yyyy 03/02/2008 Select Mailbox Size --Select--
End Date as mm/dd/yyyy 03/04/2008 Notify When Finished MO

* & *
Please use END DATE for RUN NOW reports only E-Mail To Address 1 |

E-Mail To Address 2 |

E-Mail To Address 3 |

Foxphonenumberz ||

Report Schedule
Select Report Frequency (Run Now, Daily, Weekly, Monthly, Quarterly, Yearly)
Select Receive Report On to choose date you wish to receive report on.

Dates to Report

Enter Start Date to choose the beginning date of your report.

Enter End Date to choose date your report will end through.

Dates only need to be entered when a Run Now report frequency is selected.

Report Delivery Options

Select Report Format (Word® for Windows Document, Excel® 8.0, Comma-separated
values, Adobe® PDF File)

Select Zip Option(No, Yes)

Choose Select Delivery Option (Web Online, E-mail/Fax)

Select Mailbox Size ( <1MB, 1MB-5MB, 5MB-10MB, 10MB-15MB, >15MB) This is the
size of file that your email provider will allow to enter your inbox.

Select Notify When Finished (NO, YES-E-mail Address REQUIRED) The system will
send you an email once the report is generated)

Select E-Mail to Address 1 (40 character limit)

Select E-Mail to Address 2 (40 character limit)

Select E-Mail to Address 3 (40 character limit)

Select Fax Phone Number 1

Select Fax Phone Number 2

Select Fax Phone Number 3

Not all email addresses or fax numbers need to be filled in.

An additional report can be requested to accommodate additional users.

Click Submit
6 Result: A Report Schedule Confirmation should appear.
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Report Schedule Confirmation

Report Request Successfully Received
Sequence Number 1048891 For Report CGO401

View Online Reports

* Helpful Hints:

To View, Update or Delete any of your Groups Reports you will need to go to the
Scheduled Reports option on the ClientLine® toolbar.

Selecting anything other than “Run Now” in Report Frequency will generate a recurring
report of that frequency.

Remember to select “Yes” in the Notify When Finished field if you want to receive a
confirmation email that your report is completed.

Enter multiple email addresses to have report sent to more than one person. They do
not have to be an enrolled ClientLine user.

If you intend the save this report to a separate application such as Microsoft Access™, it
is suggested you choose the Delivery option of email and the Report Format option of
Microsoft Excel® 8.0 or CSV.

Reports in CSV will not contain headers as this would cause a failure to load into a
database.

If you do not have Microsoft Office® loaded to your pc, you can still receive a Scheduled
Report. Once the report is complete, double click on the report number to prompt the
report to open in a word processing application available on your pc.

Reports will take longer to generate if they span a large amount of time, include large
amounts of data or multiple locations.

Scheduled reports that are larger than 16MB in size can not be emailed from our server
to you. Also your email system may limit incoming file sizes to you. In both cases you will
need to select Web Online as the delivery option and save to your desktop.

Reports that are over 10MB will be held for an overnight delivery.

Web Online reports will be deleted from the system after 2 days.

Emailed reports that are larger than your mailbox size will attempt to be zipped and
emailed to you. If the report still is larger than your mail box size, an email will be sent to
you advising you to go online to view.

Faxed reports will be attempted three times before they are marked as undeliverable.
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Chapter 9-Gift Cards

Overview

The Gift Cards option from the toolbar offers back-office reports to successfully manage your
gift card business.

The submenu option* from Gift Cards is:
1. Gift Card

* Based on your specific account set-up or configuration, all of these options may not be
available to you.
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Lesson 1: Gift Cards

The Gift Card reporting option provides a display of all your gift card history for a specific date
range and also the history for a specific gift card for the last 6 months.

There are 2 separate reports to assist with your Gift Card needs.

1. Gift Card Report
2. Gift Card History
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Gift Card Report

This report option is for merchant who wants to view their financial totals for all their gift card
activity at a glance for the date range entered or since enrolling in our gift card program.

How Do | View:

Steps | Action
1 Click Gift Cards from the toolbar.
2 Select Gift Cards from the dropdown.
3 Gift Card Reports
Access: All Hierarchies for Lead Corporate
ID|:|D Corporate ¥ || SYSP v
Gift Card Report for Date Range
Summary Date Range Frnm| |to‘ Required as mm/ddfyyyy
Include Life to Date [ ]
For Gift Card History Only
Gift Card Numher:l
*Enter Summary Date Range (Required)
Select Include Life to Date box if you wish to include reporting since enrolling in the Gift Card
program to current.
Click Submit
*Represents required fields. All other fields are optional based on the information you would like
to view.
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4 Result: The Gift Card Summary Report appears.

Lead Corporat

e -

Gift Card Summary

Activations Redemptions Reloads Voids and Adjustment
Reversals
Currency -
Code Location Type Amount Count Amount Count Amount Count | Amount | Count | Amount | Count
uso DATE_RAMGE Z00.00 Z (162.32) 3 0.00 0 0.o0 o .00 o
usor LIFE_TO_DATE 21,903.56 248 (22,364.31) 295 102.00 3 0.o00 16 .00 a
uso DATE_RAMGE 28.49 2 0.0o 0.00 0 0.0 o .00 o
uso LIFE_TO_DATE 2,767.47 36 (2,254.89) 33 355.61 21 0.00 z .00 o
uso DATE_RAMGE 100,00 Z (242,500 4 0.00 0 0.o0 o .00 o
usor LIFE_TO_DATE 5,742.13 77 (5,302.25]) G4 0.00 1} 0.o00 1z .00 a
usor LIFE_TO_DATE 6,201.00 13 0.00 1} 0.00 1} 0.o0 2 o.o0 o
uso LIFE_TO_DATE 71.34 1 (464,96) 6 3.00 3 0.00 o o.00 o
uso DATE_RAMGE 100,00 1 (148.28) 1 0.00 0 0.00 o .00 o
uso LIFE_TO_DATE 7,316.12 &8 (6,012.55) 107 0.00 0 0.00 1z o.00 o
usor LIFE_TO_DATE 96,685 4 (154 .46] 8 0.00 1} 0.o0 2 o.o0 o
uso LIFE_TO_DATE 1,346.95 13 (1,751.33) 26 0.00 0 0.00 ] o.00 o
uso DATE_RAMGE 277.47 4 (296.68) S 0.00 0 0.00 o .00 o
uso LIFE_TO_DATE 8,582.53 101 (5,476.19) 118 0.00 0 0.00 o o.00 o
uso LIFE_TO_DATE 4,192.97 36 (4,206.40) 59 5.33 1 0.o0 o .00 o
Date Range: 03/02f2008 to 03/04/2008
Adjustment Service Fees Total Gross Tun Counts
n n Non
it [ Amount | Count | Amount [ Count | Amount Count Flgannal Financial
ount
Count

0 0.0o o 0.0o o 37.68 El 5 1

6 0.00 o 0.00 o (355.75) 562 562 165

0 0.00 o 0.00 o 2548 z Z o

2 0.00 a 0.00 a G866.19 9z 92 28

0 0.0o o 0.0o o (142.50) & 6 3

2 0.00 o 0.00 o 439.88 173 173 34

Z 0.00 o 0.00 o 6,201.00 15 15 L

1} 0.00 a 0.00 a (390.62) 0 10 7

0 0.0o o 0.0o o 148.28) 2 2 1

2 0.00 o 0.00 o 1,303.57 207 207 91

Z 0.00 o 0.00 o (57.61) 14 14 o

6 0.00 a 0.00 a (404 .38} 45 45 El

0 0.0o o 0.0o o (19.21) 9 9 o

0 0.00 o 0.00 o 108,34 219 219 45

0 0.00 o 0.00 o (5.10) 96 kL 19

1} 0.00 a 0.00 a 30.00 1 1 a

5 Click on Location hyperlink.

Gift Card Detail Filter

[ activations
Transaction Detail [ ]Redemptions

[Ireloads

Cother

Result: The Gift Card Detail Filter appears.

[woids and Reversals
[Jadjustments
[service Fees

6 The Transaction Details are checked automatically. If you do not wish to view all transactions

simply uncheck the transaction type.
Click Submit or press Enter
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7 Result: The Gift Card Detail Report appears.

Gift Card Detail Filter

Lead Corporate - Date Range: 03022008 to 03/04/2008
[Location Name I | [Gift card ID: [ ]
Account Number Prt;mu Request Cu{;t:ll::y ‘Amnunt Reégggse Source |ClerkID| Time Stamp |Rep|aced£ynccount 3:;'; T?Bm

Fedemption usD {96,651 Completed Ok SC:,';L'E”; 01 G?S‘fﬁgUPSM i
Activation usD 150,00 Completed Ok SC:,ZL';‘; 01 Rt o i
Fedsmption UsD {40,671 Completed Ok Soyns‘t'e”fn 01 7?;58‘”121%0% 36
Activation usD 50.00 Completed Ok SC:,';L'E”; 01 ??isl,/:iusupsM i
Redemption  USD (25.00) Campleted Ok SC:,”SL";; 01 4:;:;3/:232% i
W, v amcomemso S o SZE
Item Count 6 37.68

Quick Definitions:

Gift Card Summary Report:

Currency Code - 3 digit code identifying the country’s currency the transaction was processed
Location - location where the transaction was processed

Type - type of report

Date Range - Any amounts appearing on this line would be totals of transaction activity for the
date range specified.

Life to Date - Any amounts appearing on this line would be totals of transaction activity that has
happened from the beginning of your gift card program to current.

Activations - total activations (total dollars and total transactions) for the period

Redemptions - total redemptions (total dollars and total transactions) for the period

Reloads - total reloads (total dollars and total transactions) for the period

Voids and Reversals - total voids and reversals (total dollars and total transactions) for the
period

Adjustments - total adjustments (total dollars and total transactions) for the period

Service Fees - total service fees (fees deducted from cards if the service fee option is enabled)
for the period

Total - the net amount and net transactions for the period

Gross Txn Counts - this is divided into 2 groups

Financial counts - any monetary transaction that changes the card balance such as
activations, redemptions, reloads and/or adjustments

Nonfinancial counts - transactions that do not change the card balance such as a balance
inquiry or a card history request

Gift Card Detail Report-Total Activity (by location):

Account Number - the gift card number that the transaction was applied

Promo# - promotion number

Request - the type of transaction that occurred

Currency Code - 3 digit code identifying the country’s currency the transaction was processed
Amount - the dollar amount of the transaction

Response Code - the response from the host when the transaction completed

Source - this is the medium in which the transaction was introduced to the database. The
possible options are: Online, Helpdesk, Back-office, or Interactive Voice Response Unit (IVR).
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Clerk 1D — a number assigned to each employee/clerk that identifies who ran the transaction
through the POS device. The Clerk id is passed depending on the type of software being used.
If a terminal is being used, the clerk id will not be passed to the system.

Time Stamp - the date and time the transaction occurred (EST)

Replaced by Account # - the card number that a card’s balance is transferred due to a
problem with the original card

Auth Code - an approval code the system applies to the transaction when it is accepted at the
host

Term ID - a number that identifies the terminal identification that the transaction came from in a
location

Helpful Hints:

o Click the green arrow Back button at the top of your tool bar to make changes to your
report criteria.

e Click on Account Number hyperlink on the Gift Card Detail report to receive the Gift Card

History detail.
¢ If you like Gift Card Report Summary Report -try using Scheduled Report HL2001 and
HL2002.
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Gift Card History

This report option is for merchant who want to views to view the current status or balance of a
specific gift card or transactions performed on the card for the past six months.

How Do | View:

Steps | Action
1 Click Gift Cards from the toolbar.
2 Select Gift Cards from the dropdown.
3 .
Gift Card Reports
Access: All Hierarchies for Lead Corporate
ID|:|D Corporate ¥ || SYSP v
Gift Card Report for Date Range
Summary Date Range Frnm| |to‘ Required as mm/ddfyyyy
Include Life to Date [ ]
For Gift Card History Only
Gift Card Numher:l
*Enter Gift Card Number (Required)
Click Submit
*Represents required fields. All other fields are optional based on the information you would like
to view.
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4 Result: The Gift Card Account History Report appears.

Gift Card Account History
Corporate -

Gift Card ID

Promo Description

For Gift Card History Only

Auth
Code

Currency

Balance
Code

Request | Response

User ID‘

‘ Time Stamp ‘ Store # ‘Amount

Txn# Stamp

Term Local Time

Sourc

?IQIZDDEMS:ZS:ZEv Redernption

Grand Totals 1 Transactions {1.26)

Completed 74972008 5:23:19
ok USD (1.28) o

online
Syster

Quick Definitions:

TimeStamp - reflects the time the transaction was performed on the card based on the host
time (EST)

Store# - the store the transaction took place

Request - type of transaction that was performed

Response - the exact response that was received on the POS device for the transaction
Currency Code - 3 digit code identifying the country’s currency the transaction was processed
Amount - amount that was requested for the transaction

Balance - the balance that is available on the gift card after each transaction has processed
User ID - user id that was entered when the transaction was being processed. This could reflect
a help desk representative or clerk ID.

Auth Code - the approval code returned by the host

Term Txn# - reflects the number of the transaction for that particular batch in the terminal
Local TimeStamp - the time (EST) the transaction occurred at the location

Source - reflects how the transaction was processed

Helpful Hints:

e Use this report to check the current balance on a specific gift card.
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Frequently Asked Questions (FAQS)

1. Can | see cardholder transaction detail?

Yes. The ClientLine® service displays cardholder account numbers, transaction date,
transaction amount, authorization code, clear plan, price plan. Simply drill down on any report
from the Cardholder Number to see this information.

2. Can | see the cardholder name?
No. The cardholder name is not displayed.

3. Can | see American Express and Discover transactions?

Yes. American Express®, Discover® and other card types that are submitted to Merchant
Services are displayed. If a terminal has split settlement, these transactions may not be routed
to Merchant Services and cannot be viewed.

4. How many months of information are available?
Transaction detail is stored for six months and summary data is stored for thirteen months.

5. Can | schedule some reports to be delivered daily, and some to be delivered monthly?
Yes. Each report in the scheduler can be set up to run daily, weekly, monthly, quarterly, or
annually.

6. Can you run scheduled reports in Excel® or PDF?
Yes. The scheduler allows the user to deliver reports in Excel®, Adobe® PDF, Microsoft®
Word, and CSV file formats.

7. What transactions can | view in ClientLine?

The ClientLine reporting tool is a comprehensive site that allows a merchant to view their Credit,
Debit/EBT, Fleet, Check and First Data Gift Card activity, all with one user id and password.
This eliminates the need to access multiple sites and maintain multiple user IDs and passwords.

8. Can I run reports for select outlets versus my entire portfolio?

Yes. With Group Builder, you can select individual outlets of your choice, and run reports based
on those unique groups. You also have the ability to name these groups, to easily identify in the
future.

9. Can | balance my daily deposit by specific terminals?
Yes. The ClientLine service allows you to view transaction detail by terminal number, by day.
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User Best Practices

This section offers you several recommendations to make your usage of ClientLine Reporting
as beneficial as possible.

1. Review your Submitted Sales and Bank Deposit information on the Reporting
Dashboard on a daily basis.

The Reporting Dashboard was designed to offer you a “snapshot” of your settlement
information. It's a great way to quickly identify your sale volumes, average ticket amounts and
bank deposits without spending time running reports.

2. Take full advantage of the Report Scheduler.

The ClientLine Report Scheduler allows you to schedule those reports that are most critical to
your needs to be delivered on a recurring basis. This simplifies the report delivery system in that
you only have to request the report once, and from that point forward, you will receive the report
as you defined during the setup. This saves you the time of having to log on and request the
report on a daily, weekly, or monthly basis. Sit back and let ClientLine do the work for you.

3. Complete all fields marked as “Required” on the reports criteria screens.

Failing to place the proper information in a required field will result in an error being displayed
on the screen. Please be aware of any required fields and place the appropriate date in them to
ensure the quickest response time.

4. Identify rejected transactions.
Rejected transactions could be the reason for your “out of balance”. Use the Rejected
Transactions report to identify transactions that rejected and may need to be reprocessed.

5. Use Card Search to assist with customer inquiries.
This option under the Research option can be used to locate authorization and transactional
information data. This is most helpful when trying to verify credit transactions.
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