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Payment Alerts

| 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:

Edit User Profile | Logout

-
I n te I I I pa y"'| You have 0 unread messages
CEEY -

Sub-Merchant list for Master-Demo Adam's Misc

| Master ’ Invoices | Help

Show 10 v entries Search:

Company Name a Merchant Key
- Click on the Company Name to go to that merchant's dashboard

***Master-Demo Adam’s Misc*** b 7P4213

Dale's Demo Company 7C3571

<«

IntelliPay Government 4G1031

Showing 1 to 3 of 3 entries

« Previous Next —

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.

[ Reports
-- Select Report -- v Date FROM: 10/08/2021 TO: 10/08/2021 Report by: OEffective Date  @Payment Date <
-- Select Report --

Aggregate Authorized Credit Card Payments

Aggregate All Credit Card Payments

Aggregate Credit Card Refunds [eport to run for that

the beginning of the
Aggregate Credit Card by Department nd date. Effective

layment is effective in

Intor on their credit

+ effective date and
Aggregate All ACH/E-Check Payments 105t ACH payments

day following the
Aggregate ACH Returns jent entered the

Aggregate ACH Disbursements
Aggregate ACH/E-Check Refunds

Aggregate ACH by Department
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An example of an Aggregate Report is as follows:

[ Reports

-- Select Report - v Date FROM: 10/08/2021 TO: 10/08/2021 Report by: OEffective Date @Payment Date W

-- Select Report -

Aggregate Authorized Credit Card Payments;

Aggregate All Credit Card Payments

Aggregate Credit Card Refunds [eport to run for that

the beginning of the
Aggregate Credit Card by Department nd date. Effective

layment is effective in

Int or on their credit

2 effective date and
10st ACH payments
day following the
Aggregate ACH Returns 1ent entered the

Aggregate All ACH/E-Check Payments

Aggregate ACH Disbursements

Aggregate ACH/E-Check Refunds

Aggregate ACH by Department

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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& Terminals
Virtual Terminal
Online Payment Page
Customer Portal
Customer Portal (NEW)
Mobile App

The One Terminal v1.0

P+ |+

The One Terminal v2.0

Launch the One Terminal v2.0 in a New Tab or Window

For better control, right-click on the above link and select ffom there.

([0 Yes, | want to receive payment receipt emails from the One Terminal.
This terminal is used as a hosted web form.

([0 Default to Swipe input on page load (Non-EMV only).

Waive Fee Enabled

Invoice Field Enabled - Label:  Run/Incident Number (10 Digits)

() Enable OneLink.
(0 Enable cash payments.

Launch the CONFIGURATION PAGE for the One Terminal

Save

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.

.
ntelliFay-
# The One Terminal v2.0 Taking Payments For: = Dale's Demo Company v h User: derling2 Logout

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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Demo
Organization

# The One Terminal v2.0 Taking Payments For: | Dale's Demo Company v User: derling2  Logout

Step 1- Enter Customer and Payment Information then click Next

PLEASE NOTE: When using ONELink, payment data fields are NOT required.

Invoice Number | Required B | Find Payment Method Credit/Debit Card v
@ Individual O Business @® Keyboard O P2PE Swipe/Key

First Name Name on Card Required

Last Name | Required Card Number | Required

Country USA v Expiration Date Month v Year
Address 1 Billing Zip Code | Required
Address 2 CWV Code What's this?

City
(0 Create Payment Schedule
State Select a State A4
Payment Amount Required
Zip Code
Payment Date 10/08/2021
Email
Comments
Phone

Clear Form ONELink

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.

Il 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:
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? |
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Show | 10 \ |entries Search:

Company Name a Merchant Key a
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Showing 1 to 3 of 3 entries

Once the link is selected, they are taken into the sub account and can perform the same duties as
a hormal 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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Item Username Name Email MerchantID Entry Date Last Login IP Address Login

1 adamh Peasant adam.hensleigh@convenientpayments.com me65 05/13/201502:49  05/11/201710:12 = 209.92.97.130 Enabled rd
PM AM W

2 burchilljb John Burchill mé65 07/22/2014 02:25 07/26/2016 11:47 73.197.161.63 Enabled v
PM AM |}

3 caseygov Casey Gov lelouxtrucking@gmail.com mé5 02/14/2017 03:13 02/14/2017 05:23 63.226.98.35 Enabled d
PM PM ]

4 dale dale.erling@intellipay.com m65 09/15/2021 02:54  09/23/2021 09:30 104.37.250.195 Enabled rd

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.

& User: adammaster Save User Setup

Name or Description Adams Master
User Email  adam.hensleigh@convenientpaymer © Emalil validated ) X _
Settings @ Login: User can log in.
Confirm Email adam.hensleigh@convenientpaymer Password: User must change their password next time
they log in.
Payments: User can create payments.

<

This User does not have access to email. 9

Y

Reports: User can run reports.

Research: User can search for and view Customer
Accounts but not their payment history.

Refunds: User can void payments and issue refunds.
Administrator: Grants all privileges regardless of other
reset a password for this User. settings.

Reset User Password

<

If the above box is not checked, the User Email address is required and will be used to email a
temporary password to the User when a password reset is requested. Users cannot reset their
password via email if there is no email address on file or if the email address on file has not
been validated. Checking the above box and saving the User Setup will allow an Admin User to

<

<

Demo - Yes - Fox Hollow
Demo - Yes - Hidden Valley

© Take Payments For:

Demo - Yes - Cedar Hills
Demo - Yes - Coral Canyon

SN 8 8@

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.

Il 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.

support@intellipay.com 855-872-6632 7



Master Accounts

To make a payment, select the state from the drop-down menu below. Then choose the location and click 'Take Me to the Terminal'.

State: Location:
- Please select a state - $ - Please select a location -

Take Me to the Terminal

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.

To make a payment, select the state from the drop-down menu below. Then choose the location and click 'Take Me to the Terminal'.

State: Lacation:
California N - Please select a location -
Alameda County Environmental Health
Alameda County Probation Department
City of McFarland
City of Orland City Hall

City of San Juan Bautista
Take Me to the Termife

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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