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Payment Alerts

I Master Accounts

A. Overview

The IntelliPay Payment Suite was designed to accommodate merchants that have multiple 
locations or want to process multiple merchant accounts, but need one centralized, aggregated 
Master Account to manage everything. Built on a simple parent/child relationship, users can login 
to one main account and view aggregate reports, process multiple MIDs on one virtual terminal, 
or narrow down on specific accounts.

Master Accounts are configured by Customer Support. They will create a Master Account, and 
then attach each sub account to the Master. When a user logs into their Master Account, they 
are taken to the following page:

B. Aggregate Reports

The Master Account provides users with Aggregate Reports. These reports show each sub ac-
count’s activity with an aggregate total at the bottom. To view this report, users will select their 
Master Account that is the first account at the top of the page, marked with ***. Once users select 
this link, they are taken to the Master Dashboard.
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The user then selects the “Reports” Tile, and is taken to the Reports Section. Here they will select 
the Aggregate Report, date range, and report type. Once these items are selected, the user will 
select the green “Run Report” button.
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An example of an Aggregate Report is as follows:

You can see the breakdown detail by each Sub Account, and the Aggregate Total of all of the ac-
counts at the bottom of the report. 

C. Aggregate Processing

While the Master Account is a non-processing account and is used to connect all of the sub ac-
count, the Master’s One Terminal has the capability to process payments through all of the sub 
accounts using a drop-down menu. To access the One Terminal, V 1.0 or V2.0, the user will select 
the “Terminals” Tile.
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Next, the user will select the Blue “The One Terminal V 2.0” bar, and then launch the One Terminal 
by select the blue launch link. This will take the user to the Master One Terminal.

In the middle of the page, is a drop-down menu to select the sub account that the user wishes to 
make a payment on. Once the user selects the sub account, and confirms, they are taken to the 
sub account’s virtual terminal and they will process the payment through that accounts merchant 
or ACH account.
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When the user needs to process a payment through a different sub account, they simply select 
the appropriate account from the drop-down men and confirm. The desired sub account will now 
be visible and ready to process. 

Please Note: The Master One Terminal can be placed as a shortcut link on someone’s desktop. 
This will allow them access directly to the terminal without having to go through the Dashboard, 
etc. To create a shortcut link, please select the “Logout” link in the upper right corner. Then, save 
that link or page as a shortcut. The next time a user wants to access the Master One Terminal di-
rectly, they will select the shortcut link and enter their Master Username and Password. 

II Sub Accounts

A. Logging into Sub Accounts as a Master User

When logging into the Master Account, the user has the ability to drill down into each specific sub 
account. To do this, they will select the link for the name of the account that they wish to enter:



©2021 Convenient Payments, LLC dba IntelliPay                         Revised October 8, 2021				    6

Master Accounts

Once the link is selected, they are taken into the sub account and can perform the same duties as 
a normal account. 

To return to the list of Sub Accounts, the user must select the “Master” icon on the blue bar. This is 
highlighted by the yellow arrow above.

B. Sub Account Usernames

Master Users can create users with permission to only access the sub account. For example: Man-
agers at the headquarters can view all of the data using the Master Account; however, if employ-
ees at the sub locations need access to their sub account, the Master Account Administrator, can 
create sub users specifically for that account. 

To do this, the Master Account Administrator, selects the sub account link that they’d like to cre-
ate the new user in. Once they are taken to the Dashboard for the sub account, they can select 
the “Users” Tile and create new users that will only have permission to access this sub account. 

Additionally, the Master Account Administrator can set up Master Users that only have access to 
specific sub accounts. For example: A billing company has 20 clients that process on 20 separate 
sub accounts. The billing company would like to assign their staff to 5 specific sub accounts that 
they will each be in charge of. 

The Master Administrator will select the “Users” Tile and create the Master User’s Profile and per-
missions. Once the new Master User’s Account has been created and the email address has been 
validated, the Master Administrator will select the “Edit” or “Pencil” icon for the new Master User. 
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All of the sub accounts will now appear in the new Master User’s Account. The Master Administra-
tor can check the box(es) for the sub accounts that he/she wants to allow the new Master User to 
access.

Once the Master Administrator has selected the appropriate boxes, he/she will press the blue 
“Save User Setup” button and complete the setup for this new Master User. 

II Master Online Payment Pages

A. Multiple Online Payment Pages

For merchants that want to accept payments for multiple accounts; however, they need to every-
thing to be on one website, our system can combine these accounts into a Master Online Pay-
ment Page. The Master Online Payment Page is simply a landing page, where the consumer can 
select which account they want or need to make a payment for.



Master Accounts

There is limited branding for this page. The merchant’s logo can be added at the top. Additionally, 
the drop down menu can be combined into one drop down if you desire.

Once the appropriate account is selected, they are taken to that account’s online payment page 
where the consumer can process the payment and funds will go into the bank account associat-
ed with his/her selection
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