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Glossary
CONCEPT DEFINITION
Sales Reconciliation A process that verifies the accuracy of transactions.

Amount claimed by the cardholder to their issuing bank for a
Chargeback/Dispute good/service purchased for the merchant to provide supporting
documents in defense of the claimed transaction.

Merchant Portal application for chargeback/dispute case

Dispute Management tracking,

Reports Reports with detailed transaction information.

Platform where you can view account statements and

Merchant Portal transaction detail using different types of reports.

MFA Multi-factor authentication to protect user accounts.

MID Merchant ID, consisting of prefix 670 + membership.
Platform that allows user and membership management, as

My Account

well as access to Merchant Portal and Dispute Management.

Account setup with allowed attributes, can be an administrator
Account Role

or a (secondary) user.

Monetary exchange made between a cardholder and the
Transaction merchant regarding a sale, refund or cancellation for a good/
service.
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Start My Account

Before we introduce you to the Merchant Portal platform operation, we want to highlight two important
points of the registry, so you know that your information, your employees’ and your business’s information is
secure.

It is recommended to access the platform from a computer, as all features are not activated with other
devices.

MFA Setup

When you sign up for your My Account, you will be prompted for an authentication method as part of your account
protection. Our safety and that of our customers, like you, is very important to us.

You can set it up via:

e Email
A verification code will be sent to your registered email address each time you log in.
¢ Authentication Application
Use a single-use code generator, such as Google Authenticator or Microsoft Authenticator, to verify your
access.
* Text Message (SMS)
A verification code will be sent to your mobile phone number via SMS.

- Only one MFA method can be activated at a time. You can update your preferences later from your
account settings:
User Icon > My Profile > Preferences > MFA Setup

(globalpayments

With multi-factor authentication (MFA), even if someone guesses your password,
they won't be able to sign in as you.

Enabled
Stay with email verification.
o X

Continue to only receive verification codes via email.

Authenticator App Enabled

® (Authy, Google Authenticator, etc)
Retrieve codes from an authentication app on your device, like Google

Authenticator, Authy or Microsoft Authenticator.

Optional
Text Message (SMS)
~
(@] D (Standard message rates apply)

Receive a text message to your mobile device when signing in.

How do you want to
authenticate?
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MIDs

To view your business locations within Merchant Portal, you must enter the MID using the correct format:

« The MID must include the prefix 670 + the 7 digits of the membership.

+ Each MID must contain 10 digits.

- If the membership number is only 6 digits, you must add a zero (0) at the beginning of the
membership, after the prefix.

- Examples: “6701234567” (7-digit membership) or “6700123456” (6-digit membership,
followed by a zero).

To access membership information on Merchant Portal:

« Owner or Administrator should contact our Contact Center at (65) 1167 3737 / (65) 9085 8539.
Select option 4 > submenu: 1to request membership access.

That is, only you and your authorized team will have access to your membership information.

Need help registering your account?

For more information on the registration process, see the Registration Manual at
https://www.hgpay.com.mx/merchant-portal.
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My Account Features

Now that you've completed your registration, we'll walk you through the features that will help you gain better

control within the platform.

(globalpayments
My Account 1 Dashboard
4 Dashboard
ke Reporing ~
satements
bocuments
Payments
@ LocatonManagement
® users

3 Notifications

= Product Offerings

© ALLLOCATIONS L (@ 93 myams °

Welcome Ana to your Global Payments My Account Dashboard!

My Account is your go-to for managing your Global Payments products, and for powering your business

streamline tasks, and keep your business running smoothly. Check out our Marketplace to enhance your business, or visit the Help Center for

Discover what you can do with Global Payments

@ What can wo holp with? V4

Looking for more help and support?

GO 10 Help Center »

At the top you will find the following tools:

NOR:N - X
0 0

- Notifications for important updates and messages.

Account Support for assistance.

4-box icon displays the applications you have access to, depending on
the assigned role and permissions:

+ Reporting
+ Dispute Management

- User icon to set up your account in My Profile or log out.
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My Profile Settings

In the user icon you will find access to “My Profile”, where you can review and modify your account

settings.

Upon entry, the top of the screen will display:

+ The user’s email
- The user’s role

- The account creation date
- The date and time of last access

(globalpayments

My Account Ie

@ peshboard

|~ Reporting

Documents

My Profile

® gg My Apps ° A
° Ana Sanchez

{ Sz My Profile }

G Logout

®© ALL1OCATIONS L @ 33 myaps ° v

\ 4

13/06/2025 17:36 2770172026 11:06

Location Access Preferences

(—

Locale Preferences:

Language

English (US)

Time Format

hour clock (16:30)

YYYY (15/07/2017)

Time zone

(GMT-06:00) Central Time - Mexico Clty

Three modules are then displayed with the following functions:

Module

Personal Information

Location Access

Preferences

Description

Modify first and last name.
Display the MIDs linked to the user account.

Set up language, time and date format, and
authentication method (MFA).
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In the main menu, which you will see on the left side of the screen, you can enter the following modules:

Dashboard

This is known as the home screen when you log into the My Account platform.

Reporting
In this module you can view your statements and access Merchant Portal.

- To enter your reports, in option “Payments” you must select “View details” of Batches
and transactions.

(gIObaI e il © ALLLOCATIONS o
My Account e Payments
{2y Dashboard

Batches and T

|22 Reporting A

View Details i

® users

£y Notifications

& Product Offerings

Location Management

In this section, you will be able to view all the memberships that you have access to within My Account, and you
can view the Merchant Portal reports.

In the last column of Actions, you will have the button “View Details™ available for each MID, where it shows you the
information of the merchant as:

« Merchant name

- Membership (MID)

« Branch Address

- Owner and Account Information
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Using filters to locate a specific MID

In case of having several affiliations, the platform has the function of Filters to facilitate the search
for each:

1. Click “Filters”.
2. Activate the box of MID.
3. Place the MID in the requested field: 670 + Membership.

(globalpayments © ALLLOCATIONS 0 @ 3 myams °

My Account |«  Location Management

U Group#

KIKIS ACCESORIOS

NOVEDADES REX oruurss
Q  Locaton Management v

Users

In this module you will be able to give access to other users to facilitate the management of each membership,
optimizing the reconciliation process and handling dispute cases through various features:

+ Create new users.

- Assign the role and accesses of the memberships and applications for each user.
- Activate or Deactivate an account.

- Clone existing users to replicate the same attributes to a new one.

(globalpayments © ALLLocaTIONS ‘ 0 @ Bwe @
My Account e Users 2TotalUsers Export -
@) Dashboard T Fihers ~ a
|~ Reporting v
T o Baatlagnt 2 ponfolio swe &
@ v v
P—
et
é Users
e vie Reyes
° m—
s —
(é Notifications
B Product offerings
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Notifications

You will find all notifications here. Also, at the top, on the bell icon, you will be alerted when a new natification
arrives.

You will be sent updates and important messages such as:

+ New Application Assigned

+ New Membership Assigned

« Monthly Account Statements
+ Product Updates

« Alerts

In the last column Actions you have three blue dots that display a box with two actions:

- Mark as read
- Delete

On the Filters button you can perform specific searches by type (information, warning, announcement)
and by date (a date range can be chosen).

(globalpayments © ALLLOCATIONS ‘ ® 93 Myapps °V

My Account I« Notification Management

2

O Notification Dato Racaived 3 Actions
nagement v
0} @ Asignacion de solicitudes 07/01/2025 0608 am.
- e han asignado nuevas solicitudes
8, Notifications O @ Asignacién de ubicacion 07/01/2025 06:07 am.
) - Se han asignado nuevas ubicaciones.

G Froduct offerings

showing 25 v of 2 Records < Pae 1 of1 >



Product Offerings

This module is available only to users with an owner role, which displays the subscribed plan for reports.

- Remember that our platform is free of charge.

(globalpayments © ALLLOCATIONS

My Account «  Product Offerings My Current Subscription Plan
G Deshbond Reporting CORE (aonore)
|z~ Reporting v

®  Location Management ~

@ users

$0

MXN/month
é "™ Product Offerings

[g) Noifications

User Management

Users with the role of owner or administrator have several tools that allow better control of users.

From the User’s module, you can:

- Create new users

- Control access to applications and MIDs
- Activate/Deactivate user accounts

- View all users associated with merchant

- A proper user management ensures that only authorized persons have access to platform-
specific modules.

Merchant Portal Navigation User Manual
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User Role Change

If you need to modify the user role to an account, perform the following steps:

1. Enters User’s module within the main menu.
2. Click the three blue dots of the corresponding user and select “Edit/View User”.

L, view/Edit User

oo
o Clone User

= o
‘E\ Deactivate User

3. In the Applications & Roles module, click on the pencil of “Accounts™.

« Capacitacién MP

o USERNAME ACCOUNTS ROLE CREATION DATE LAST LOGIN
ch} ‘aaraceli.re@gmail.com 09/24/2024 11:28 a.m. 02/04/2025 05:34 p.m.
Personal Information [ Applications & Roles }
Applications & Roles
Application Name Assigned Role Enabled Actions
i — 4 6
45® Disputes Management Account Admin f
@ Reporting Account Administrator £

4. A pop-up window will appear where you can modify the user role and permissions.

P@ Accounts - Roles and Permissions

User Type: * Role: * Permissions:

Merchant

O selectAll
Business Demographic
Edit Business Demographics
View Owner Name
Manage Users
Activate Deaciivate User Acc
Create Users
Update Other Users
View Users
personally dentifable Information
View Tax ID
profile
Update My User brofile

View My Profile Information

1
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5. To confirm the change, click “Update Role”.
6. End in “Save Changes”.

Please allow a few seconds for the update to reflect. The user will need to log back into the platform to view
the changes.

Clone user

The owner or administrator can use this feature when:
+ An additional user needs the same features from another existing account

+ A merchant account will no longer be used and requires creating a new user with the same
features

- In this case, at the end of the user clone process, you also have the option
to disable the account that will no longer be used

To clone a user, follow these steps:

1. Enter the User’s module within the main menu.
2. ldentify the user you want to clone and, in the three blue dots, select the option “Clone user”

‘:TPE Clone User

o) e e
\11'_‘.\ Deactivate User

3. The top will indicate the name of the user to be cloned. Fill in the personal information for the new user.

12



4. Continue on “Next Step”.

(globalpayments

My Account

© Dashboare

I Reporiing

I

User Creation Wizard Createar

Step10f3

Clone User - New User Information

User being cloned Capacitacion P ®

Please enter the information for the new user below:

First Name

Email Address

Merchant Portal Navigation User Manual

© AL LOCATIONS 8 (® 88 myaps

The screen will display the summary of the information with the same characteristics as the
cloned user as: the account role, memberships, and applications to which they have access.

- If the cloned user is no longer operating in the merchant, you can deactivate their
account in the additional options at the bottom.

(globalpayments

My Account

@ oashboud

User Creation Wizard

Step2of 3

eate ane ickly and easily, step by step

Clone User - Review User Profile

PROFILE OVERVIEW

User Information

Location Access

Applications

ADDITIONAL OPTIONS

NAME: Test User

ACCOUNT ROLE: Administrator

Global Payments 067 67 001 001 000

Reporting

Disputes Management

o Send setup email to new user
o Clone Scheduled Reports

' o Do you wish to deactivate the user you are cloning (Capacitacién MP)? ]

Cancel

5. End the process at “Complete User Creation”.

@ ALLLOCATIONS 8 @ 38 myams

testguide@gmail.com

STATUS (& Acive

Account Administrator

Account Admin

S

4

Once the new user has been created, the steps of the registration process must be followed
to set the password and authentication method of the account to access.

13
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Activate / Deactivate Users

If an account is required to be activated or deactivated, the owner or administrator may do so by following these
steps:

1. In the User’s module, find the user account you want to activate or deactivate.
2. Clicking on the three blue dots will display the menu and select “Activate user” or “Deactivate User”, as

applicable.

G A .
24 view/Edit User

I
A Clone User

o CEAan
E\ Deactivate User

3. A warning box will appear to confirm the action:
“Yes, activate/deactivate”.

Warning

This will deactivate the selected user and they will no longer be
able to access their account and information.Do you wish to

continue?

Wait a moment for the platform to update the user status.

- This action is reversible, so it can be subsequently activated/deactivated.

14



MIDs Management

To add new memberships to an account, the owner or administrator must dial our Contact Center at

(55) 1167 3737 / (55) 9085 8539 and select the option 4 > submenu: 1 to request the addition of new MIDs to

their account.

The Merchant Portal support team will confirm the request via email and once the user has the membership

linked, it can be managed and assigned by to your other admin and sub-users.

1. The owner/administrator must log in to https:/myaccount globalpayments.com/ and enter module Users
2. In the three blue dots of the account, you want to assign the new affiliation, select “View/Edit user”

3 p Vie wifEdit User

m:-_ 2 Clone User

E\ Deactivate User

3. In module Location Access, you can do this in two ways:

Per MID

a. Click the “MID” button
b. Place: 670 + Membership.

c. Click the blue bar below the
search

(globalpayments

My Account e Capacitacion MP

(@) Dashboard j®)

| Report

©  Location Management

Assigned Location Access

@ users
£ Notfications 067 67 001 001
3 Notifications

T produer Offerings Select Locationby | 2 Hierarct

Per Hierarchy

a. Click the “Hierarchy” button
b. “Select actions” > “Choose MID from list”

c. Select the appropriate membership

© ALLLOCATIONS 0 @ | 33 myapps °

09/24/2024 11:28am 020472025 05:34 p.m.

Applications & Roles * Location Access

/7 m

Merchant Portal Navigation User Manual
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4. Click “Select MIDs”, then “Save Changes”

You will need to wait a moment for the update to be reflected and for the user to have access to
the membership information.

Merchant Portal

To access Merchant Portal, in module Reporting, select the “Payments™ and “View Details” option for
Batches and Transactions.

- You can also access the 4 boxes icon in option Reporting

Upon logging in, the window will open with the following screen where you will have access to all your reports
and account statements.

In the upper right corner of the screen, you will find the tools offered by Merchant Portal:

(globalpayments 0O g3myams

L

B

= Amount Funded
=

0.00 (USD)

Total Funded Amount ©

Settled Transactions Amount by Card Type Batch Amount by Date ©

0% Notifications: Here you will receive updates to your reports and account
statements or if you have an open dispute case.

Help Center: In this section you can find the necessary information to
navigate the portal.

My Applications: The applications you have access to within the platform
are displayed.

09 User icon: Here you will display a window to access the help center,
notifications, apps and log out.

16



Below, we will show you the options available within the platform, which will allow you to review the details of
your activity as well as reconcile your transactions on a daily and efficient basis:

Dashboard

In this section you will find graphs that allow you to view metrics of your transactions.

Reports

In Default Reports, you can access the following reports:

Batches
+ Settled Batches Report

Deposits

- Funding Report
- Payment Advice - Mexico Report

Disputes

- Adjusted Disputes Report
- Chargebacks Received Report
- Retrievals Received Report

Transactions

+ Authorizations Report

+ Card Summary Report

- Merchant Totals Report

- Settled Transactions Report
* Terminal Totals Report

Merchant Portal Navigation User Manual
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(globalpayments

© © 33 myapps e

seeaatine:

Edit Selection

Default Reports

Reports arch Re Create Custom Report
Lt Custom Reports
BATCHES

Generated Reports
=] Serted Batches Repor More -
= Transactions grouped by batch
= DEPOSITS
B

[E] Funding Report i =

= Amounts transferred to/from your bank account

5] Payment Advice - Mexico Report o S
The dally payment amount forthe merchant

i

DISPUTES

[=| Adjusted Disputes Report —
" AllDispute cases that have been debited or credited from m.

In the button “Create Custom Report” you can also configure your reports with specific information that you
need to consult on a daily basis:

» Report Type: disputes or transactions

+ Report Description: report information to create
+ Report Columns: data you want to include

* Report Filters: to display only one membership or selected column data

Each report you created can be found in section Custom Reports.

In Generated Reports you will find the heavy files you have downloaded from the default reports.

How to download the reports?

Here are the steps to run a report:

1. In the report of your choice, press the “View Reports” button.

(globalpayments

O @ 38 myapps e

Edit Selection

e‘ pre— Selected Me:

Default Reports
Reports

arch Re Create Custom Report
Custom Reports
BATCHES

Generated Reports

5| settedBatches Report . S
Transactions grouped by batch

Q@

DEPOSITS

(g

|| Funding Report View Rey T
= Amounts transferred to/from your bank account
[E] Payment Advice - Mexico Report View Reg atora~

The daily payment amount for the merchant
DISPUTES

E Adjusted Disputes Report

viewReport | VLIRS
Al Dispute cases that have been debited or credited from m.

(T

18
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2. If you have several memberships, in all reports you can filter in “Edit Selection” by Hierarchy or MID
to display required membership information.
3. Choose the range for the period you want to query in the dates field.

- To view your movement information, you will need to scroll down
the screen to display the columns.

)| 5 00

(globalpayments © © [ 38 myams @
g Deposits Viewing: Payment Advice - Mexico v Filters: Active @ Save 04/27/2026 —>  05/03/2026 B8 w Fllter «

L R

< Backto Reports Currency (MXN) v <@ Hide Graph

= Payment Amount m from now 1m from now

=Y

B

No Results No Results

v v
Powered by & Looker Powered by & Looker

4. As you scroll through the columns to the right, you will see that each item has the “Actions” button at the end.
Clicking that button will display the actions you can take for that item, such as viewing the item’s details, based
on the report you want to download.

- Example: In the case of report Payment Advice - Mexico, by clicking on “Download Detail Report”
You will be able to view the breakdown of the deposit or charge made.

Payment Advice - Mexico <o ecords 1-25 of 116741

03/05/2026 951.58
03/05/2026 ©  View Detall
— Download Detail Report
03/05/2026
03/05/2026 2231527
0 0 L Actions ~
03/05/2026 800.05
100 Actions ~
03/05/2026 1772.87

0 1 Actions ~
03/05/2026 2649.72

0 I Actions ~
03/05/2026 3686.92

19
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5. Within the reports, you can find the button “Columns”.

Clicking this button displays a window where you can determine the fields you want to display in the

report:
? Columns

Avallable Columns Active Columns

Select All * Remove All *
Y F Y
Merchant Number —|— . :ii Transaction Type 4
Merchant Name —|— Processing Date b4
File Date -+ Authorization Code e X
Payment Method @ + Authorization Date/Time %
Card Number —|— v i1 Original Transactlon Amount b4 v
Available Columns show Active Columns
which ones are available to display those that are
be added to the report you currently on the screen,
want to download. which will be displayed in
the report to download.
Click “+” next to a column
name, it will be added to the Click on the “x® next to
active list. a column name, it will be

removed from the active list
and return to available
columns.

- The column settings you choose in this step will be saved for your next queries.

20
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6. In the button “Export” you will set up the options to download the report:

¢ File format

CSV, PDF, TXT, or XLSX formats are available for each report.
e What do you want to export?

Visible (active) columns or all columns.
¢ File name

Name used to save the report.

7. Once you have selected your configuration options, the “Export” button will be activated at the bottom of the
box to download the file.

Coiumnsé Export
Export Report

What kind of file format do you want?

What do you want to export?

Name of file:

Transaction FInder_2026-05-04T21:37:56.7287

Cancel

Account Statements

In this section you will be able to download your monthly statement, which will be available within the first
10 days of the following month.

- Important: the account statements generated by Merchant Portal do not work

for clarifications in banks, this is merely informational and a resource for merchant
reconciliations

21
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On the account statement, you will find details of the information such as:

- Deposit tem Summary (Sales and Refunds)
+ Deposits

« Discount

+ Card summary

- Chargebacks/rejections

+ Other charges

« Other fees

« Detailed Transaction Costs

+ Billing summary

To download account statement files, follow these steps:

1. If you wish to download multiple account statements at once, on the left side you must check the
boxes for the months to be viewed, and the button “Export” will appear at the top of the columns
on the right side.

2. Selecting this will display a window to configure the download of the file or files:

+ Multiple PDF documents within a ZIP file, or a PDF file, if you only check one.

globalpayments 0 © (38 wyapee @
9 REPORTING Selected MiDe: 6700049692 Edit Selection
Merchant Statements
Merchant Statements Filters: Active @ Save il Filter ~
Lt

>

Merchant Name

Qo

2026-04 ® 6700049692 CARLOS NAFARRATE SA CV

@ wre
2026-03 ® 6700049692 ‘CARLOS NAFARRATE SA CV = £ :l

2026-02 ® 6700049692 CARLOS NAFARRATE SA CV

@

‘Statement_2026-05-04T22:32.27 6312

Show 25 perpage v 1-30f3

22
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Transaction Finder

In this section you can search records of your movements in greater detail based on a wide selection of
search criteria such as:

- Transaction date

+ Original transaction amount
+ Transaction date

« Merchant number (670 + Membership)
- Merchant name

« Card number (first 6 and last 4 digits)

- Remember that you can only search for transactions from closed batches.

)| @ | 92 i
(globalpayments 00 Bwes @

Transactions Viewing: Transaction Finder v

Filters: Active @ Save 04/27/2026  —>  05/03/2026 B %

Original Tran:

) E

File Date ransaction Date

B 04,7206 —>  05/03/2026 =

RO

Transaction Currency Code Transaction Type Merchant Number
Select Transaction Currency Code.

g
‘

Select Transaction Type

Merchant Name Auth Terminal Number Card Number (frst 6 and/or last 4 digits)

Clear All Fields

ks m

To perform the transaction search, follow these steps:

1. If you have 2 or more memberships, you can filter the detail of your sales

by each one by configuring it in the button “Edit Selection”.

3 © 38 myapps e -
(@lobalpayments oo s
i Transactions  Viewing: Trensection Finder Filters: Active @ Save  04/27/2026 —>  05/03/2026 B
Ll rep

23



2. To configure the period of your reports, click on the field of the dates that are at the top of the search criteria,

and select the beginning and end of the days you want to search.

(globalpayments

Q o

Ll Rep

3. When the information is updated, you can download the report in the button “Export”, and you must choose:

Selected MIDs:

Transactions

Viewing: Transaction Finder +

* File format (CSV, PDF, TXT or XLSX)
* Include the active columns or all columns.

- File Name

Columns*

Filters: Active @ Save

Export

Export Report

What kind of file format do you want?

What do you want 10 export?

Mame of file:

Transaction Finder_2026-05-04T21:37:56.7287

Cancel

© © 33 myaps e

04/27/2026  —>  05/03/2026 =

Edit Selection

Merchant Portal Navigation User Manual
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4. Click on “Export” and wait a moment to complete the download, depending on the weight of the file.

- [Itis recommended to use the XLSX (Excel) format for better data control in reconciliations.

Columns ~ Export

What kind of file format do you want?

What do you want to export?

o Visible Columns

Mame of file:

Transactlon Finder_2026-05-04T22:46:54 2877

Learn more

If you do not already have a Merchant Portal user, on our page you can find our Registration Manual. You can also
consult the Reconciliation and Chargeback Manual at
https://www.hgpay.com.mx/merchant-portal.

-~ If you have any questions, you can access our webinar Training - Merchant Portal, held on
Wednesdays at 11:00 am. Mexico City time.

- If you have a problem with your account, you can contact our Contact Center at (55) 1167 3737 /
(55) 9085 8539, select option 4 > submenu: 1to turn over the support sheet to the Merchant Portal
support team.

To generate the folio, you must share:

- User’s first and last names
- Account e-mail address*
- Membership(s)

- If you have a contact email different from the account email, you must specify it on your request.

25
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For more information:

Call (55) 1167 3737 / (55) 9085 8539

Consult your Payment
Technology Specialist

www.hgpay.com.mx

Learn about our Privacy Notice at www.hgpay.com.mx
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