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Welcome to ClientLine, the new Management Information Tool from First Data.

This Reference Guide will provide you with the following:-

1. Quick Reference Guide

Logging In/Forgot Your Password?
Searching for Merchants
ClientLine Reporting Options
Building a Report

Suggested Reports
Chargebacks & Retrievals
ClientLine Pop Up Removal
Card Type Glossary

Card Search

Monthly Statements

Online User Guide

AETIOMMOO®P>

2. Frequently Asked Questions

3. My Merchant View Migration to ClientLine

Any queries please call the ClientLine Help Desk

01268 567128
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1. QUICK REFERENCE GUIDE

A. Logging in/Forgot your password?

ClientLing® *uemtosk sune pmience

The URL for ClientLine is www.myclientline.net

Have an Account? Create an Account
Merchants always log into ClientLine using the
Merchant Login option

Hierarchy on ClientLine differs to MMV

Lead Corporate = Corporate
Corporate = Chain
Location = Outlet

Merchant Login

If you forget you’re User ID or password you are able | |
to retrieve this information through ClientLine by

selecting the Forgot Password or Forgot User ID | |
option

Forgat User DY

Forgot Password?
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B. Searching for Merchant Numbers

If you are a single Outlet Merchant or only have permission to access one Outlet, you are
automatically directed to the Reporting Dashboard.

Reporting Dashboard

Access: All Hierarchies for Corporate

If you are a Corporate or Lead Corporate User you are directed to the Reporting Dashboard
option. If you are unsure of the Merchant ID, you can click on the button to the right of the ID
which then allows you to search the Merchant Numbers available.

I‘:erch:m: ID hI.\:u:nkté\lp i
. [Bank =l
Search Field [DBAName 7|
e —
The Search Field must always be DBA Name (only option for the
UK). Enter the Search Data as it appears on your Merchant
Statement.
I
& 15 [ inkemet 4

ClientLine uses both Internal and External Merchant Numbers. The External Merchant Number is
that provided to you by your Acquirer and shown on all correspondence. When entering the
External Merchant Number in ClientLine it will automatically revert to the Internal Merchant
Number. NB. This is how the system is set to work and does not affect any data shown within
ClientLine.
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C. ClientLine Reporting Options

Within ClientLine there are three areas a user may utilise to obtain information

inding | Rate Analysis | Disput arch [Repo ups Giftcards | Reference
Reporting Dashboard
ISubmitted Sales - GBP Access: All Hierarchies for [Submitted Card Type Summar
Download Spreadsheet 1 %) Sales Trend For04/14/2010 e
Currenc bate | Trans| Trans | Ava o Download Spreadsheet &15a
. . . . Code Count| Amount |Ticket Currency | Card | Trans Tr;
Reporting Dashboard — this is the first S s i e
GBP 04/09/2010 683 198,264.10 290.28 240K GBP MUk 20
GBP 04/10/2010 435 78,957.70 180.27 GBR S0L0 1 73.98
screen presented when you log onto S TN wo s
GBP 04/12/2010 171 58,203.81 340.37 P GBP Vs 151 38,071.08
. . GBP 04/13/2010 891 220,229.40 247.17 E GBP YSP 9 2,636.12
CllentLlne and ShOWS the Iast 7 da S of GBP  D4/4/2010 619 160,78541 255.75 L yppx GBR c1 151 41,302.52
y = GBP  MCP 16 332089
GBP MCD 1 484,00
submitted sales and bank deposit
) F 4
information. selve oalua ot ows ownz oehs owie
®GEP
Bank Deposits
D heet 51 %]
Currenc: ¥ 3rd Party N Interchange Service Chargeback / N
Cod | Date Net Sales ‘ o Adjustments Charges Charg Fees Reversals Deposit
GBP 04/08/2010 203,952,458 0.00 0.00 0.00 0.00 0.00 0.00 203,952.48
GBP 04/09/2010 198,264.10 0.00 0.00 0.00 0.00 0.00 903.99 199,166.09
GBP 04/11/2010 £,653.89 0.00 0.00 0.00 0.00 0.00 0.00 £,653.89
GBP 04/12/2010  58,203.81 0.00 0.00 0.00 0.00 0.00 0.00  58,203.81
GBP Dd4/A3/2010 220,229.40 0.00 0.00 0.00 (27,067.16) (40.00) 0.00 193,122.24

Online Reports — these are located under the toolbar headers and certain screens can be
downloaded in Excel or CSV only (more download options are available within the Schedule
Reports Section). The download buttons are seen in the top right hand corner of the screen.

Dashboard Sales Funding Rate Analysis Disputes Research Reports Groups Internal Reference
. Credit . Qualification Scheduled Group Change
B D D
Reporting Transactions ank Deposits Analysis Chargebacks Card Search Report Builder Hierarchy emo
Disputes DeblF All Activity Qualification Retrievals Authorization View Group Tutorial
Transactions Summary Expense Search Reports Reports
ReJect"ed Chargeb?ck Query Builder Update User Guide
Transactions Analysis Reports
Monthly F
Transaction onthly .ee Retrieval Location Profile Delete
Summar and Service Analysis Details Reports
v Charge History ¥ P
Monthly Sales Monthly Card Issuer
History Statement Identification
Check

Authorization

Fraud Reporting

Refund With No
Sales

Scheduled Reports — there are approximately 70 reports available and they can be set to run daily,
weekly, monthly or yearly. Scheduled Reports can be sent automatically via email in Word, Excel,

CSV or PDF.
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D. Building a Report

It is very easy to build a report on ClientLine either to be viewed now or scheduled for the
following day, week, etc online or to be received via email.

Reports are accessed through Reports — Schedule Reports and are categorised in accordance with
the toolbar headers.

The access determines at what

.
level your report is to be roard[5as Foates [Researen [Fepores] Groups | Gftcards [ Reforenes
generated on —you need to Report Builder
amend this if you reqUire it at a Access: All Hierarchies for Corporate
different level (Lead Corporate / o — T
Corporate / Location) to that o
shown.
HL0101-Credit transaction detail =]

i X HLO101-Credit transaction detail =

You then select which Report you wish to run HLO1 02-Credit refund detail

HLO105-Rejected transactions
HLO121-Credit trans by locationfrans datefterninal
HL0122-Credit trans sumnmary by location/trans date/teminal

HL0152-Batch Exception Report

HLO158-Credit sumrmary by sic

HLO201-Debit transaction detail

HLO202-Debit refund detail hd

Once all of the report criteria is
selected you can either view the
report online (through ClientLine) or

HLO124-Batch summary report by date
Corporate -

h H H I h H I Report Frequency Run How ¥ Select Report Format Adobe PDF File -

ave it emailed to up to three emai — & e
- :

addresses Start Date as mm/dd/yyyy ] Select Delivery Option Wb Online |

* End Date as mm/dd/yyyy [ Select Mailbox Size ~Select— |

** please use END DATE for RUN NOW reports only ** Notify When Finished NG j

E-Mail To Address 1
E-Mail To Address 2

E-Mail To Address 3

|

Subrmit

NB. To view the report now you must amend the Receive Report On date to today’s date and
select the Delivery Option as Web Online
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E. Suggested Reports

The following will help you find the information currently available in MMV within ClientLine.

MMV Area

MMV Report

ClientLine Area

ClientLine Scheduled Report

Point of Sale Reports

Point of Sale

Sales

HLO124 — Batch Summary Report by Date

Card Type Deposit List Sales HLO601 — Account Type Card Summary
Sales HLO602 — Account Type Card Summary by
Date
Sales HLO603 — Account Type Card Summary by
Location/Date
Sales HL0604 — Account Type Card Summary by
Location
Sales HLO605 — Card Type Summary by Location /
Date
Sales HLO606 — Card Type Summary by Corporate
Rejected Transactions List Sales HLO105 — Rejected Transactions
Monthly Sales History Sales HL6000 — Monthly Sales Summary
Funding Reports Multiple/Single Day Funding HLO401 — Bank Deposit Detail by
Funding Location/Date
Funding HL0402 — Bank Deposit Summary by Date
Funding HL0403 — Bank Deposit Summary by
Location
Funding HL0404 — Checking Account Funding Report
Funding HLO405 — Bank Deposit Summary by
Corporate
Funding HLO406 — Funding by Card Type
Funding HLO407 — Funding by Batch

Interchange Reports

Interchange Qualification
History

Rate Analysis

HLO114 — Qualification Analysis by
Location/Date

Rate Analysis

HLO116 — Qualification Analysis by Date

Rate Analysis

HL0118 — Qualification Analysis Summary

Rate Analysis

HL0120 — Qualification Analysis by Location

Rate Analysis

HL0129 — Qualification Analysis by
Corporate

Chargeback Reports Chargeback List Disputes HL1501 — Chargeback Detail by Status Date
Chargeback Statistics Disputes HL1503 — Chargeback Analysis
Authorisation List Research HL4006 — Authorization Detail by Location
Card Issuer Identification Research Online Report only
Media Retrieval Media Retrieval List Disputes HL1511 - Retrieval Detail by Status Date
Reports
Disputes HL1515 - Open Retrieval Report
Media Retrieval Statistics Disputes HL1516 — Retrieval Analysis Summary
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F. Chargebacks & Retrievals

Visa and Mastercard Chargeback and
Retrieval information can be viewed
in ClientLine from one central point —
the Disputes Dashboard.

Disputes Dashboard

Corporate -

vals
iths)
rof

| Open | Expired ‘ Fulfilled ‘ Total ‘ Chargebacks Debited Chargebacks Reversed

c
17 7|

s
Chargebacks

(smonths)
N

ber of

ar
ode © [ count | amount | P oun nt en oun!
GEF ST 30 z 502 08 2.36% 1 25103 50.00% 1
GaP vsI Bz z 747 98 3.51% 1 37399 50.00% 1
GeP vsI R g 4,593 43 21.57% 5 2,521.17 54,89% 2
GBP  Total for vST 13 5,643.47 27.44% a7 3,146.19 53.84% 4
Gap s [r) 1 17126 0.80% 1 17126 100.00% il
GeP Mcl 3 1 1,771.97 8.32% 0 0.00 0.00% [
GBP MaT a7 1 443.39 2.08% 0 0.00 0.00% a
Gap mcl a7 a ,465.59 ad 5% 1 3,144.95 33.22% 1
Gap mcI 53 1 14,00 147% 0 0.00 0.00% i
GBP Mer 5 2 3,285.96 15.43% 0 0.00 0.00% 1
GBP  Total for MCI 10 15,453.07 72.56% 2 3,316.24 2146% z

Total for Currency Code-GBP 23 21,296.54 _ 100.00% 9 6,462.43 30.34% 6

NB. UK Domestic Maestro & Solo chargebacks cannot be seen on the Dispute Dashboard.
However, they are viewable from the Disputes tab and are for information only — their status does
not change from Open to Represented, Closed, etc.

G.

ClientLine Pop Up Removal

Some PCs / Laptops will experience a Display Nonsecure
Items pop up. This can be removed by amending the

options to “enable” for

- Display mixed content

Security Information X|

This page contains both secure and nonsecure
tems.

Do you want to display the nonsecure tems?

No I More Info

- Don’t prompt for client certificate selection when no certificates, etc.

Within the Tools — Internet Options — Security — Internet — Custom Level and also Local Internet —

Custom Level
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H. Card Type Glossary

Card types are show in abbreviation form within ClientLine. Below is a helpful glossary:-

Card Type Description
MUK UK Maestro
MUKC UK Maestro Chip
SOLO UK Solo
SOCH UK Solo Chip
MCI Mastercard
MCIC Mastercard Chip
MCD Mastercard Debit
MCDC Mastercard Debit Chip
MCP Mastercard Purchase
VSI Visa Credit
VSCH Visa Credit Chip
VELE Visa Electron
VSD Visa Debit
VSDC Visa Debit Chip
VSP Visa Purchase

I Card Search

Card Search is the ClientLine

equivalent of the Cardholder Card Search

Transaction Enquiry section within Rocess: All ierarchies for Carporate

MMV and can be found under Ferg e Numhermﬂgﬁ:'—',ﬂLL;j:::,ﬂ T requres

Research. ] T—

Date Type|Submit Date  ~|
Amount Range| Il

card Type|Both ~

card search must be full card number or last four digits. Example: 1234567890123456 or #3456

Subrmit
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J. Monthly Statements

Monthly Statements are found
under the Funding tab and are
not available within Scheduled
Reports.

12 months rolling statements
are available to the Merchant
as soon as they are available

Monthly Statement

Access: All Hierarchies for Corporate

o ] ..|[Cocation =] required

Statement Date Range From |

Jto]

| Required as mm/dd/yyyy

Statement Type|Recap ~

Subrmit

to the Acquirer — much sooner than paper statements.

There are two statement options — Recap for Chain and Outlet for individual Merchant number.

K. User Guide

There is on online User Guide for ClientLine found under the Reference Tab.
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2. FREQUENTLY ASKED QUESTIONS

Why does the Submitted Sales section at the top of the dashboard within
ClientLine not balance with the Bank Deposits section at the bottom of the
dashboard?

The Submitted Sales section of the dashboard may not always balance with the Bank Deposits
section of the dashboard. There are a variety of reasons that can cause the amount funded to a
bank account to differ from what was submitted for processing but two of the most common
include:

1. Not all batches were submitted for processing by the applicable cut off time for that
day. For example some batches may have been submitted by 6PM for BACS funding
and other batches may have been submitted at 11PM. The batches submitted at 6PM
may fund a day sooner than the batches submitted at 11PM, although they will all
show with the same submit date.

2. Rejected transactions could cause an out of balance between transactions submitted
for processing and transactions funded.

Why does the Monthly Sales History report within My Merchant View not balance
to the Monthly Sales History report within ClientLine?

The Monthly Sales History report within MyMerchantView utilises a different data source than any
of our other reports. The utilization of this alternate data store often creates differences in data
because it often pulls in data processed late on the last day of the prior month or does not always
pull in data processed early on the first of the month. This causes the Monthly Sales History report
within My Merchant View to not always balance to the other reports within My Merchant View.
To resolve this problem within ClientLine we elected to utilise the same data source for all of our
sales reports to ensure all reports within this section balance with one another.

Why does the Fees and Rates report within My Merchant View not balance to the
Monthly Fee and Service Charge History report in ClientLine?

The Fee and Rates report within My Merchant View displays fees based on the month in which
they were calculated. The Monthly Fee and Service Charge History report within ClientlLine
displays fees based on the month in which they were billed. With this change the Monthly Fee
and Service Charge History report will now balance to other funding reports within ClientLine
because all other reports within the Bank Deposits section of ClientLine display fees in the month
in which they were billed.

Page 10 of 13
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Why does Bank Deposit information look differently in ClientLine than it does
within My Merchant View?

There are two differences between My Merchant View and ClientLine

1. My Merchant View displays information for each individual bank account, information for
multiple bank accounts are not rolled together. ClientLine provides the ability to see
activity for all bank accounts rolled together or each bank account individually. The
dashboard view starts with a rolled up view, requiring the user to drill down to the
individual bank accounts.

2. My Merchant View provides access to all activity within a bank account. A merchant
location with access to a bank account is able to view all activity within the bank account
even activity for other locations. ClientLine only allows the user to view activity for the
locations linked to the applicable user id. For example, a single location depositing into a
bank account with other locations will no longer be able to see all activity within the bank
account but only the activity associated with their specific location.

In My Merchant View | can search by authorisation code, where do | find this
functionality within ClientLine?

ClientLine does not provide the ability to search by authorization code; a full cardholder number is
required to perform authorization searches within ClientLine. ClientLine does provide a scheduled
report that will provide the user with a complete listing of authorizations for a selected time
period.

How do | sort and subtotal information on the online screens?

ClientLine does not support the ability to sort and subtotal information directly from the online
screens. ClientLine does have a report scheduler feature that provides data in DOC, XLS, CSV, and
PDF.

How do | select another location if | don’t know the number? My Merchant View
shows me a list.

ClientLine provides the ability to select a new merchant number from within any search screen. If
the user does not know the merchant number they may click on the search button next to the ID
field. This will then open a box to help the user search for and select the location they would like
to view.
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3. My Merchant View Migration to ClientLine

: \vinerchantview_net ’

Existing MMV Users use the same User ID and < " 5 555 s (PO
password with ClientLine. -

( MYmerchantviewnet |

Once the migration to ClientLine takes place, during
. . . . New and Improved Web Reporting Tool
the 60 day mlgratlon WIndOW MMV automatlca”y In the coming months MyMerchantyiew :u be replaced wlt: s mo_?e comprehensive and powerful
web reporting tool called Clientline, To start experiencing Clientline's benefits, simply dick on the
refers you tO CIientLine_ You are a ISO able to ClientLine link below to easily activate your existing MyMerchantView user id!
continue using MMV if required.

Some of the ClientLine benefits you will enjoy include:
Instantly view your last 7 days of activity from 2 single scoreen
Cwer 70 new reports that can be delivered directly to your ermail box
Drill down into 3 bank deposit and see all transactions within that deposit
MWew fraud reports to help you manage risk
Enhanced reporting to help manage processing expenses
Continued usage of MyMerchantiew for 60 days while you become comfortable with the
new improved tool

client Line

Tao continue with MyMerchantView cick on Continue

MyMerchantView Migrati
The move over to ClientLine is very e ——

simple, just asking for clarification of your | |"'#e® enter MMV Liserid and Pacsword.
current MMV log on details MMY User D |

Password, [sessssss|

(32008 First Data Corporation. Al Rights Rezerwed.
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Migrate
Exit
The next screen asks for the answer to your Please completely il ot the form blow:
Secret queStlon (the one Chosen When you Secret Ouestion*|What|5yourfavorlte animal? =l
originally enrolled onto MMV), together with Secret Anawer * dog
. Email* |

your email address, phone number and O e i
postcode (zip). 1 —

Reset

* required field
ClientLine® *new Look Same Experience

You are then redirected to the
ClientLine Login page. Please enter
your current MMV User ID and
password. Hit SUBMIT.

Please copy the temporary Account Migrated

. . ... Exi
password prOVIded and click on Your Account has been successfullly migrated
“Click here” Your temporary password is

Click here to login to Secure Portal Application to get access to your programs.
@ 2006 First Data Corporation. Al Rights Reserved.

's password has expired
Enter your temporary password again HEDIA The user's password has expired.
Your new password must follow the password guidlines:
and then a new password. Once your
. « Wust be at least 8 characters long

User ID has been mlgl’ated yOUF « Wust have at least 4 alpha (A-7) characters

. « Cannot repeat a character more than once
password IS reset, you are all set to use « hustinclude at least 1 numeric (0-93 character.
ClientLine. User: DIA

Old password [eesswense |
Mew password [easessss
Confirm New password [eesesess] |

@ 2006 First Data Corporation. Al Rights Reserved.
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