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1 Introduction

The document before you is the quick reference guide for Merchant Services Online. This application
provides you convenient access to information such as the status of your authorisations, processed
transactions and payments. You can also access the application via www.paysquare.nl/mso.

This guide describes how the system works and helps you make optimal use of Merchant Services
Online. This document only contains the options you are most likely to need.

If you have additional questions about the software application or would like more information, please
contact any of our employees in the Merchant Services department. They are available to assist you
Monday through Friday, from 8.30 am to 9.00 pm, at +31(0)30 283 73 33 or via e-mail at
merchantservices@paysquare.nl.

PaySquare BV
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2 Logging on, username and password

In order to use Merchant Services Online you first need to log on to the system. The secure application
can be accessed at: www.paysquare.nl/mso.

You need a valid username (user ID) and password combination to access Merchant Services Online.
You should have already received these via the telephone or e-mail.

N.B.: This username is strictly personal. For the sake of security and to prevent fraud, we advise you
never to provide your username and password to third parties. You can request a new username for each
user.

The first time you log on, you will immediately be asked to change your password. The new password
must contain at least 8 characters, of which 1 must be a numeral and at least 4 must be letters. If you
forget your password, click on <Forgotten Password>. A temporary password will then be sent to your
e-mail address. That password must be changed immediately after you log on.

As a security measure, you will have to change your password every month. You will automatically
receive a message that your password will soon expire, at which point you can change your password.
The new password must also contain at least 8 characters, of which 1 must be a numeral and at least 4
must be letters.

You can also change your password at any time via <Customer Service/Change Password>.



3 Home page

The home page appears.
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The options available in this application are shown at the top of this page:

Profile: this contains the following options
Merchant Details
Account Fees
Settlement
Transaction Charges

Transaction Activity: this contains the following options

Processed Batches
Chargeback Status
Retrieval Request
Suspense Transactions
Processed Transactions

Funding: this contains the following options

Account
Account Summary

Reports: this contains the following options

Funding
DCC Settlement Report

Merchant Activity: this contains the following options

Authorisation History
Recent Authorisations
Merchant Commission Report
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Customer Service: this contains the following options
Contact Details
FX Rate
Alert Screen
Change Password
File Transfer
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4 Profile

Merchant Details

Under <Profile> you can select <Merchant Details> to view your details in the PaySquare database. Here
you will find information such as your name and address, the brands you accept, account numbers,
commission percentages and bank details.
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5 Transaction Activity

Under <Transaction Activity> you can choose from:
Processed Batches
Chargeback Status
Retrieval Request
Suspense Transactions
Processed Transactions

51 Processed Batches

Under <Processed Batches> you can review your processed batches.

You specify the period you are interested in by filling in the fields <Posting Date-Start> and <End> in the
following format: (dd/mm/yyyy). The date can also be specified using the calendar icon to the right of the
field.

For each batch you see the total amount of the processed transactions. Under <Batch Detail> you can
view the details for the processed transactions by clicking the <View Batch> link.
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5.2 Chargeback Status

Under <Chargeback Status> you see the history of each disputed transaction. This history may include
information such as:
First chargeback: first complaint submitted by the card issuer on behalf of a cardholder.
Chargeback transfer: the amount of the disputed transaction that will be deducted from your
account.
Re-presentment: a merchant’s challenge of a disputed transaction based on proof (e.g. signed
transaction receipts).
Second chargeback: response of the card issuer to the re-presentment.
Retrieval request: an informative request for transaction data.

You can search for chargebacks in the following ways:

Posted Date-Start: here you enter the start date. This is the date on which the acquirer
received the chargeback from the issuer

Posted Date-End: here you enter the end date

Reason Code: reason code and description for the chargeback

Cardholder No.: here you enter the credit card number (masked field)

ARN: This is a unique 23-digit number that is generated by the
system

Card Scheme: Type of credit card
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In the table you will find the following information about the chargeback:

5.3

Merchant No.: Merchant’s account number

Posting Date: Processing date for the batch

Item Type: Chargeback transaction type

Card No.: Credit card number (masked)

ARN: Unique 23-digit number that is generated by the system
Reason Code: Reason code and description for the chargeback
Currency: Transaction currency type

Amount: Original amount and currency of the chargeback

CCN: Chargeback verification number

Processed Transactions

You can find your processed transactions under <Processed Transactions>. This option is useful if you
are searching for a specific transaction.

10



6 Funding
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Under <Funding> you can choose the option <Account Summary>. This is an overview that includes all
the MasterCard and Visa transactions that have been paid to you during a particular period. You can
specify the period you are interested in by filling in the fields <Posting Date-Start> and <End> in the
following format: (dd/mm/yyyy). The date can also be specified using the calendar icon to the right of the

field.

The table contains the following information:

11

Posted Date:
Trans Type:

Slips:
Ref No:

Date on which the transaction was processed

Transaction types, with all transactions having the same currency type and

credit card type totalled together:

Merchant Purchase Deposit: the total gross transaction amount of the
transaction(s)

Merchant Purchase Fee - All: the commission that will be withheld for this/these
transaction(s)

Merchant Payments: the net amount

Summary Payment Totals: the total gross amount, total withheld commission and
total net amount of all the transactions for the concerned payment period that will
be paid to you

Number of transactions per transaction type

For internal use at PaySquare
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Trans. Curr.:  Currency in which the transaction was made
Trans. Amt.:  Gross transaction amount

Acc. Amt.: Gross transaction amount

Acc. Charges: Withheld commission

Acc. Amt. Net: Net transaction amount

Card Type: Type of card used (MasterCard or Visa)
Batch No.: Number of the transaction batch

ARN: Unique 23-digit number

6.1 Downloading account summary to Excel or as CSV file

You can also easily download the total payments for each credit card brand (MasterCard and/or Visa) to
Excel or as a CSV file for further analysis:

Downloading to Excel

Click the ‘ icon and then select <Excel Download>.

Select columns A through M down to the row in which you see ‘Merchant Payments’ in column B.
You should not include the ‘Merchant Payments’ row in your selection.

Click tab ‘Data’, then select ‘PivotTable and PivotChart'.

Click ‘Next’ repeatedly until you can choose either a ‘New worksheet’ or ‘Existing worksheet'.
N.B.: If you choose the existing worksheet you have to specify the upper-left corner of the
PivotTable.

Click ‘Finish’.

Now drag ‘Posted Date’ from the PivotTable Field List to the field ‘Drop Row Fields Here'.

Now drag ‘Card Type’ from the PivotTable Field List to the field ‘Drop Column Fields Here’.

Now drag ‘Acc. Amt.’ (= gross transaction amount) from the PivotTable Field List to the field ‘Drop
Data Items Here'. Do the same for the fields ‘Acc. Charges’ (= withheld commission) and ‘Acc.
Amt. Net’ (= net transaction amount). The overview now shows the totals for the commission and
the net amounts.

The file may also be saved as an Excel file, if required.

6.2 Downloading a CSV file

The Merchant Services Online system offers you a wide range of information you can access online.
Often there is too much data to display on a single screen. You will probably also want to use the data in
your own reports or in another application.

For this purpose the system offers the option to download files with this data to your own system where
you can import it or use it in some other way. Most of the screens containing data offer the option of
downloading files in CSV (Comma Separated Value) format. Moreover, an increasing number of screens
also offer you the possibility of downloading an Excel sheet. This sheet includes all the data, and the
layout work is mostly complete. You will generally use this download format when you want to present the
data as it is, perhaps with some slight changes to the layout for printing instead of viewing on the screen.
When you want to process the data in another application, however, the CSV format is probably more
suitable.

In the CSV format, all the data from each row appears on a single line with the values separated by a
comma and a ‘linefeed’ after the last data item. When a field contains text that may include a comma, the
text is enclosed between a pair of double quotes ("example™). A point is used as the decimal separator.

For example:
"first value",1.24,"second value",textwithoutcomma,0.12,120.89,300<If>

This single line contains the values:

first value
1.24

12
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second value
textwithoutcomma
0.12

120.89

300

These files can be opened easily in Microsoft Excel. The program even recognises the extension .csv.
You may experience a problem, however, if you try to read these files with the Dutch version of Excel.
This version assumes that a .csv file contains semicolons instead of commas and commas instead of
decimal points. If you try to open a file downloaded from MSO in the Dutch version of Excel, all the data
will be placed in the first column instead of being neatly arranged in separate columns for each field.

To avoid this problem, you have to load these files into Excel in a different manner. The following pages
explain how to do this.

Downloading as CSV file
Click the ‘ icon and then select <CSV Download>.
Click column A in Excel.
Click tab ‘Data’, then select ‘Text to Columns’.
Select the ‘Delimited’ option and then click ‘Next’ to continue.

13
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By the delimiters, tick ‘Comma’ and then click ‘Next'.

Click ‘Advanced'.

By ‘Decimal separator’ select a decimal point, and by ‘Thousands separator’ select a
space/nothing (this is the third option in the list). Click ‘OK’.
Click ‘Finish’.
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Your data is now loaded and will look something like this:

As you can see, columns G through J have been loaded in Excel as numbers. To change the format of
this data, proceed as follows:

Select the column by clicking on the letter.

Now right-click on the selected field and select ‘Format Cells’.

15
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Now change the formatting and click <OK>.

The result will appear as follows:

Quick reference guide — Merchant Services Online
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7 Merchant Activity

Under <Merchant Activity> you find the following information:
Authorisation History
Recent Authorisations
Merchant Commission Report

7.1 Authorisation History
Here you will find the authorisations that have already been issued.

7.2 Recent Authorisations

Here you find the most recent authorisation requests. You can specify the period you are interested in by
filling in the fields <Auth Date-Start> and <End> in the following format: (dd/mm/yyyy). The date can also
be specified using the calendar icon to the right of the field.

The table contains the following information:

Trace No.: Internal authorisation number generated by the system
Trans Date: Transaction date

Trans Time: The time at which the transaction took place

Card No: Credit card number (only the last 4 digits are shown)
Expiry MMYY: Expiration date of the credit card in month-year format

17
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Trans Curr:
Amount:
(untitled column)
Auth Code:
Reversed:

RC:
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Currency in which the payment was made

Transaction amount, in the value used for payment

Space provided for a description of the response code

Authorisation code

If the authorisation is reversed, this is shown in the ‘Reversed’ column.
Otherwise: the field is empty.

Internal authorisation switch response code
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8 Customer Service

If you have any questions please contact one of our colleagues at the PaySquare Merchant Services
department. We are available to assist you Monday through Friday, from 8.30 am to 9.00 pm, at
+31(0)30 283 73 33 or via e-mail at merchantservices@paysquare.nl.

If you have questions about disputed transactions, you can contact Charge Back Handling from Monday

through Friday, 8.30 am to 5.30 pm, at +31(0)30 283 73 05 or via e-mail at
chargeback.acquiring@paysquare.nl.
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