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Reporting with ConnectPay

Search
In the search area you will be able to;

Search/view transactions
Produce CSV reports

Produce PDF receipts to email to customers

Process Refunds

On selecting the ‘Search’ option you will see the following screen:
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BIN Lookup

Search using the BIN number of the card (first six digits) to identify the card type.



Search

Seach by any or all of the parameters available. Select your parameters and click ‘search’, to view all
results.
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If a broad parameter was selected for the initial search, you can refine the search further from this screen
without having to go back to the main search menu. Use the drop-down boxes to select the search
parameter type and enter the parameter in the adjacent box.

Reports
On the results screen you can produce a CSV report by clicking “EXCEL/CSV”.

You can view more information about a transaction by clicking on it. This will also give you options to
produce a receipt or process a refund (if you have refund privileges).

Transaction
]

Poemasson-Chacked Link  [RIGH
Account  demotb
Morchant  MOTO Demo
User  Deemo User [dema]
User Account Number 1234
Souce T
Chanoel  TonePay
MID  adelantetest
Ref#  626510104385145079
Custeenar #  CUST1
Fund Code FUND?
Date  OL062016 060129
CardNo 450006
Token D
CadType VC

Cad Expry 12119

Curency GOP
Total Amourt 12 M4
Suts  Authorised
The Authorsaton was Successtd
e

17503108

Enoe Code O

Refinded 000




Receipt

To produce a receipt, click on “Receipt” in the top right hand corner of the transaction information page,
then select “D/L receipt” to download a PDF copy you can save and attach to an email.

Refund

To refund a transaction click on “Refund” in the bottom left corner of the transaction information page,
enter the amount you wish to refund and select “OK” (you can only refund up to the value of the original
transaction). If you are happy to proceed, click “Confirm”.

Payment Order History

In the Payment Order History area, you will be able to;

® View the status of transactions processed through Link payments (Link, Email and SMS) or the
Call Centre option.

® Search for transactions by various parameters including the date, reference or status

Payment Orders
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You will also be able to view the transaction status. This includes;

Awaiting: the customer has not yet click on the link to process the payment
Expired: the link has expired before the customer has processed the payment
Abandoned: the customer began the process but did not finalise the payment
Authorised: payment is complete and successful

Declined: payment is complete but has been declined by the bank

Reconciliation
In the Reconciliation area, you will be able to;

® View a summary of the number of transactions and refunds,
® View the total amount of transactions and refunds for a particular day or period

® Produce a CSV spreadsheet of the transactions for the period you have specified by selecting
“EXCEL/CSV”

® View the transactions by selecting “List”
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Transaction Reconciliation

Account  DEMOES v
Ponod  YESTERDAY v
Auhonsatons 8
Authorisations Total  1,135.95
Retunds 1

Refunds Total 1000

Sent Items

In the Sent Items area, you will be able to;

® View all emails sent out from your account, including any link payments sent by email

® View any link payment sent by SMS by “SMS”

Subject

151052019 10:19 ample.cor Your Payment Receipt
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