worldpay A QUICK START GUIDE TO
USING BUSINESS MANAGER

Take a payment Make a refund View your transaction history Run a report Glossary and other useful links

Business Manager is your portal to manage
the online payments your business takes. This
guide shows you how to get started, but if you
need more information, see our full guide.
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1. Click Create from the options on the left hand menu and then select
Virtual Terminal from the menu bar at the top.

Virtual Terminal Transactions @worldpay  Create

HOME

The Virtual Terminal allows you to accept payments from customers by phone. - w Tl pe

TRANSACTIONS

FINANCE

. . 2. Fillin the relevant details for the payment (mandatory fields marked with a *).
< Pay by Link Transactions > This needs to be completed while your customer is on the phone.

Create oo

= -

< FuturePay Direct (Recurring) Transactions >

3. Click Submit Transaction to take the payment.
b

United Kingdom \ v

F g
(S Submit transaction
\

Possible outcomes

Successfully Created - the new payment is processed with the Transaction ID shown.
Failed - a payment was not processed, and a message is displayed to help understand
the reason.

Click here for more information about why a transaction fails.
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< Virtual Terminal Transactions >

The Virtual Terminal allows you to accept payments from customers by phone.

Pay by Link Transactions

Pay by Link lets you create a payment link that you can send to a customer by
email. When the customer clicks this link, they are sent to your payment page
and the information you entered is automatically populated.

< FuturePay Direct (Recurring) Transactions >

View your transaction history

Run a report

. Click Create from the options on the left hand menu and then

select Pay by Link from the menu bar at the top.

Glossary and other useful links

gZworldpay Create

HOME

Virtual Terminal  [EEPWCMITM  FuturePay Direct
CREATE

TRANSACTIONS

ORDER DESCRIPTION CARTID

IOME

[remp— FuborePay Biect
CREATE

TRANSACTIONS
FINANCE

SETUR

¥ oslunz016

017 [

. Click Create Link to send the payment link to your customer’s email.

N,

(o CEED

Possible outcomes

You’ll see the message: Successfully Created and an email containing the
payment link is automatically sent to your customer’s email address, and to yours.
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1. Click Create from the options on the left hand menu and then select
FuturePay Direct from the menu bar at the top.

< Virtual Terminal Transactions ) @worldpay  Create

HOME

The Virtual Terminal allows you to accept payments from customers by phone. ,
ST Virtual Terminal PayByLink

TRANSACTIONS

2. Fillin the relevant details for the payment. (mandatory fields marked with a *)

< Pay by Link Transactions )

HOME

CREATE

TRANSACTIONS

FINANCE

SETUP

FuturePay Direct (Recurring) Transactions

® Puymentaendon  EnaDate [ O

FuturePay Direct lets you set up regular online payment agreements
with your customers, such as a monthly subscription to a magazine.

3. Click Create FuturePay Link to send the payment link to your customer’s email.

N\

Clear Create FuturePay link

Possible outcomes

You’ll see the message: FuturePay link created. and an email containing the link
is automatically sent to your customer’s email address and to yours, confirming
the payment.
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Follow these 3 easy steps
to make a refund

Step 2

Step

Search for the transaction you want to refund

Hworldpay Transactions

HOME

A : e e
TRANSACTIONS
© com D@ o coCmED

AUTHORISED a  PAYMENT
AMOUNT ¥ CURRENCY

FINANCE

TRANSACTION a
4 i ¥

CUSTOMERNAME % LASTACTIVITYDATE ¥

[] 3000121672 ol £ 77 Sep 2014 133050 a3 GaP Authorised

] 000121631 Hon Ficavon 22560 2014 11133 ows e Autnorisea

1 3000121830 Nl Ficalion 22 Sep 2014 104148 002 AP Authorised

1 3000121641 Nob Ficaton 22 Sep 2011 1018235 vt e Authorised

1 2000121587 Fred Gay 18 5ep 2014 160114 a1 ane Autharised
ANDYDLM1 ! Autnorised

1 jmamin7dadzzssan Fred Ringgs 10 Sep 2014 08503 a0 Refused
Busincas Manager | jexmissavansn Frea Blogge 18 Sep 2014 09:34:22 0.00 Rerussn

] 3000121504 Fred Dioggs 10 Sep 2014 09:33:32 1.02 GOP Authorised
T JsxmI399817432 Frad Bloggs 17 Sep 2014 14:37:11 101 c8p Authorised

Showing 24 o 30 of 41 resuts 50 ~ | perpage [ A ERL™]

+ Click on the Transactions tab on the left hand side

+ Select Payments from the top menu options

+ Enter your search criteria - either date, transaction ID or cart ID
+ Click the Search button in the bottom right hand corner

+ You can use Advanced Search to search for multiple criteria
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Select the transaction you want to refund from the list

Follow these 3 easy steps
to make a refund

Step 1

Click the Refund Transaction button to show the
REFUND TRANSACTION window
Step

REFUND TRANSACTION (®)

Amount available i Retund

Amount o Retund now
b0z

This action can't be undane,

(e ) (CE—
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Enter the amount you want to refund - this can be the

Follow these 3 easy steps full amount or part of the transaction value
to make a refund
REFUND TRANSACTION ()

Amount available to Refund

1.02

Step I Amount to Refund now
1.02

Please confirm that you wish to REFUND this transaction.
This action can’t be undone.

step Q) o
Ao

+ Click the Refund Transaction button to process the refund

+ This transaction will now have the status of Refunded in the
transaction list and the refund will begin to process

+ You can view the refunded amount in the Transaction History



worldpay G

from FIS

Take a payment Make a refund View your transaction history Run a report Glossary and other useful links

Find a list of your transactions You can find a list of your transactions by clicking ‘Transactions’
from the left hand menu.

< Find out when money is in your account )

Capten

Captured
Capuréd

Jul 2014 DB 3436 Captured

Minta Whitvorth 10.Jul 2014 00,2438 1992 cor Coptureit

Jdesse Hiokes Tl 2

2835 1y e Caplured
Shanell Teel 10 Jul 2014 082435 ME4 (-] Captured

Ma 10.Jul 201

2436 2800 o8P Captured

101 2014 02.24.36 500 GEe Captured

200021541

10.Jul 2012 00 28,36 a1 onr Capluret

Cliek to change page F
Generate Report

From here you can see the transactions that your business
has taken online. Use the search bar to do the following:

» Search for transactions within a specific date range
With this Advanced Search feature you can see a list of all the transactions you took
in a time period.

o Seetransaction details
On the far right column you can find out more information about specific
transactions. Including whether they have been refunded or disputed.
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Find out when money will settle into your account by selecting
the ‘Finance’ tab

< Find a list of your transactions )

Find out when money is in your account

The Finance tab shows you a breakdown of all the payments
that will be going into your account.

« See money going in and refunds going out
If you have any chargebacks these will also be displayed here.

o Advanced Search
This option lets you see settlements from a specific date range
so can find the transactions you’re most interested in.
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With Business Ma nager you can To run a report on your transaction data you’ll need to select the data that
. . you’re interested in.
export your transaction data into
d Iﬂ:e rent reports a nd d own load The Transactions tab lets you see information about all the transactions that your business has

taken. By using the search bar you can see transactions from a specific date range.

them into Excel® or .csv files to
help with your paperwork.

« Onceyou’ve chosen the data that you’re interested in simply click the Generate Report button in
the bottom right hand corner.

+  You’'ll be given a choice of what information you’d like to see in the report which is easily
customisable. Alternatively you can always use one of the standard report formats that we’ve
built in for you.

« Onceyou’ve chosen the required data fields select the format you’d like to see your report.
You can choose Excel® or .CSV.

+  You can then either download the report or have it sent to you by email.
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Glossary and troubleshooting

. . Transaction .
'Failed' Message What does it mean? detail What does it mean?
This shows you an exclamation [!] symbol next to any transactions that have
Payment refused by failed one or more key risk checks. When you see an exclamation [!] symbol, we
card issuer The customer’s card issuer has declined this payment Alert recommend that you look more closely at this transaction before you fulfil the order.

Please check the
number of card
digits and try again

The wrong number of card digits has been entered in
the Card Number box.

« For Visa cards, this should be 13 or 16 digits.

« For MasterCard, this should be 16 digits.

« For American Express, this should be 15 digits

The Payment tab of this transaction shows you more information about the risk
checks that may have failed.

Transaction ID

This shows the unique reference number created by us to identify each transaction.
The Transaction ID is sometimes sent to you in various communications from us.

Refused - possible
fraud

Only applies to customers with Worldpay’s Risk
Management Module (RMM). This payment has been
blocked. For more information please contact us on
0330 333 1233 (option 6).

This shows the name entered by the person making the payment for this

Unable to process
payment
please see Help

There are various reasons why a payment is unable
to process. A common reason is that your installation
or account is not active. For more information
please contact us on 0330 333 1233 (option 6).

You’re not set up
to accept this
payment method

This payment method has not been activated on your
account. If you want to add this payment method,

please contact customeramendments@fisglobal.com.

Customer transaction. This could be the name on the card, but is not always. For example, if a
corporate card is used, the name on the card may be different to the name entered.
- This shows the most recent date and time that the status of the transaction
Last Activity . .
Date changed. A transaction can change status a number of times. To learn about
statuses and what they mean, see Current Status below.
. This shows the amount of money that has been authorised for the transaction when
Authorised . ) . :
it was first made. It may not show how much is due to be taken now (for example, if
Amount .
a partial refund was made).
Authorised This shows the currency used to authorise the transaction.
Currency
This shows the current status of each transaction. A transaction
Current Status

will change status as various checks or actions are performed on it.

Other useful links

Website integration guides
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Managing fraud (p8)

Chargebacks (p71)

Support with online payments

@ Contactus }


https://www.fisglobal.com/en-gb/merchant-solutions-worldpay/support/support-guides
https://www.fisglobal.com/-/media/fisglobal/WorldPay/Docs/General/Customer-Operating-Instructions-2019.pdf?sc_lang=en-GB
https://www.fisglobal.com/-/media/fisglobal/WorldPay/Docs/General/Customer-Operating-Instructions-2019
https://www.fisglobal.com/en-gb/merchant-solutions-worldpay/support/smb-support
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If you have any further questions on
how to get set up with Worldpay, let us know.

Visit fisglobal.com
or give us a call on 0330 333 1233 option 6
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