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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

Disputes 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 Disputes 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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Introduction to Merchant Portal

Merchant Portal is a digital platform that allows you to view detailed sales information through different reports,
helping you reconcile your transactions. It is a tool that improves administrative control.

To access the portal, you must first become familiar with the My Account platform, where you will be able to:

+ Manage affiliations with the support of additional users.
« Assign access to applications according to each user’s role.
+ Access Reporting and Disputes Management apps.

Before starting your registration, you must complete the process using a computer.

Once you finish creating your account, you will be able to access reports from any mobile device using
the email address and password you selected.

Getting Started in My Account

To begin registering your account, you will receive an email invitation from: noreply@reporting.globalpay.com.

1. Open the invitation email and click “Create account”.

«If you did not receive this email, check your spam folder or do directly to:
https:/myaccount.globalpayments.com/

2. You will be redirected to the My Account login page, where you can select your preferred language at the
bottom of the screen. Then click “Click here to set up your account.”

(globalpayments

My Account Log In

L3

Forgot your passwend?

Log In
9 ( Mew user? Click hare to sat up al::r:r.;nl.)
©

Naed halp logging in?
el N 16 BEEEEE HOIE Conter

SeloctLanguage  English w
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3. Enter the email address you will use for your Merchant Portal account.

- All platform notifications will be sent to this email address.

(globalpayments

Register
Ready to get started?

First, verify your email address.
Email Address

=

Send Verification Code

Cancel

Confirm your email address by clicking “Send Verification Code”.

4. A message will appear indicating that a token was sent to your email.
Enter it in the Verification code field and click “Verify code.”

- If you do not receive i, click “Send new code.”

(globalpayments

Register
Verify Account

Enter the verification code sent to
email.address@domain.com

Don't ask ma again for 30 days on this browsar

Varify Cade

Didr't got a verification codd? Send New Code 6
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5. Complete the form with the required information. Password must include:

+ 8-16 characters

- One lowercase letter

+ One uppercase letter

+ One number

- One special character (., #S % & ¢ ? )

(globalpayments

Register
Ready to get started?
Great, now let's continue with your registration
Email Address
B email.address@domain.com
Change Email
User Type

Meorchant C

Defintion of Merchant user goes here

First Name Last Name

hew Passward

Confinm MNew Password

Register

Cancel

0. Click “Register now.”
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You must configure a Multi-Factor Authentication (MFA) method to protect your account.

1. Select your preferred method:

Email Verification

a. Select “Email” and click
“Continue.”

b. Wait a moment and you
will be redirected to the
welcome screen.

Authenticator App

a. Select “Authenticator App”
and click “Continue.”

b. Download one of the listed
apps on your mobile device.

c. Open the app and scan the
QR code or enter the code
manually.

d. Click “Verify.”

(globalpayments

Verify Account

Choose how you weould like to receive the verification code

& Emall

® Z§ funherticator App m

B Taxt message

Cancel

@ Gional Payments, Inc. AN rignds reserved.

Terms of L | P

Text Message (SMS)

a. Select “Text Message
(SMS)” and click
“Continue.”

b. Select your country.

¢. Enter your mobile
number.

d. Enter the security code
received.
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After logging in:

2. Click “Request Access.”

(globalpayments
My Account e
Ay Dashboad

O (@ 32myapes

Dashboard
Welcome Glovanni 1o your Global Pay My Account D
W do Ao ATy PRGN Prtions. i y

Request Access
Stay in contral with 1001 1o

& What con v bl with?

Stay ahead with Marketplace Locking for more help and support?

3. A pop-up will appear requesting:

« Merchant ID (MID): Enter prefix 670 + 7 digits
« Administrator email: This field is locked.

Request Access
Merchant ID Humbar

67012345567

Aczouss Ownar/Admin Email Address
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4. Click “Request access.”

You will see a confirmation message at the top of the screen.

(globalpayments (

Egp 33 Myapps
e FOur BCCEES request hos Deen received I pour Infermation manches with cur records, access will be proviced. Please COFBCT your ACCout Drwret or AdTen for furher decas. X0

My Account I Dashboard

hboard
Ll Welcome Glovanni to your Global Payments My Account Dashboard!

ey b acord of you ans ik thvis i

Request Access

1D Wit can wo belpwith?

L)

Stay ahead with Marketplace Looking for more help and support?

5. Your registration is complete. You must request access by contacting the Contact Center:

- (55) 1167 3737 / (55) 9085 8539
- Select the option 4 > submenu 1

Have the following ready:
« Username
« Email adddress
- Affiliations (all required)

- If you have a different contact email, specify it.
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Access to Reporting

After requesting access, the Contact Center will assign you a service ticket number, which will be forwarded to
the Merchant Portal support team.
Our team will confirm your access via email at merchant.portalgptm@hgpay.com.mx.

- Please note that the service time for handling requests is 2 business days.

Once you receive confirmation:

1. Log in at: https://myaccount.globalpayments.com/

2. In the left menu:
a. Go to Reporting.
b. Select Payments.

c. Click “View details” for batches and transactions.

(globalpayments B ALLLOCATIONS b @ (e
My Account ¢ Payments

fay Desnoan Batches and Transactions Funding Reports

View Dotsils £

@
L4

@

ad

Access from any Mobile Device

Once access is granted, you can review reports from mobile devices.

- Note: On phones or tablets, some features may not be available, such as location access.



= @ o @ ‘

L4 My Profile

Personal Location Preferences
Information Access

@ Location Access editing is not available

This user has too many MIDs to edit in
our mobile version. Please use the
desktop version to edit this user,

Discard Changes Save Changes

< 2 balpaymentscom (e

Additional Users

To create additional users:

1.
2.
3

Go to https:/myaccount.globalpayments.com/
Select Users from the main menu.
Click “Create user.”

|r;. @ 22 mams

(globalpayments @ AL LOGATIONS
My Account e USers & Totsl Users
(0} Dashbosrd 7 Piees v
lev Fepent ~
Name 2 User Fole %

Statenants

sear oA
email address@domain.com
Documents
User 2
acr ']
email.address@domain com
Paymesnts @
User3 r— canyTam 1700
©® wocwon Managomant [ email address@domain.com |
User 4
0 v email.address@domain com e Hea
User 5 . e
L3 Neuticatons email.address@domain com Acminbeio C1ED2E 1217
T Product Offerings Showing 25 v of fi Records

Portfolio

ok eyt

B

Shobal Payments

Export

7
b

Create Usar
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4. Enter:
- First and last name
* Email address
- User role

These are the user roles available:

Role Description Affiliations

Administrator Primary user. Access to all affiliations in My
Assigns affiliations and permissions. Account.

User Secondary user. Access only to assigned
Access is based on assigned permissions. affiliations.

Once you have selected the role, you will need to choose what permissions you want to grant to this
account.

(globalpayments © ALLLOCATIONS [ o @ 5wams
My Account = Select & user 1ype for this user Sabich a roll for this uaer LSO
Merchant Adminstrator - a
(&) Gosttend Sebect All
|~ wepor ~ Manage Users
Reporting

Activate Dosctivate User Account Status

Create Users

Update Other Users

View Users
Payr
Prafile
B Location Management w Update My User Profile
View My Profile Information
0 uses
Business Dermagraphic
(b Metifications C raphic
r:) Edit Business Demographics
View Owner Mam v
‘.;J . ; i ew Owner Name
Caneal Hext Step

1
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Click “Next step.”
Assign the MIDs using:

o o

(globalpayments © ALLLOCATIONS o @  SeMyams

l&
My Account User Greation Wizard

{oy Dashbaard

SepZof & -)
Create New User - Assign Location Access

EoloetLocation by | £ Hierarchy @ D | 5§ Locstion Access

|~ Reperting B

Suements

B usens

0§ Meiifcations
Canced Previous Step

Y Product Offesings

Hierarchy

a. Click “Hierarchy.”

b. Under Select Actions, click “Choose MIDs from List” > find the MID and check the box. Or if you want to
assign all MIDs, select “Add All MIDs.”

c. Once you check the box, the affiliation will be added to the Selected MIDs section. Click “Select MIDs.”

-
Select MIDs Available MIDs in Hierarchy: Global Payments 067 67 001 001 000
Q rtial M (® 1003 ) Selected MIDs
&70 x
O Merchant ID Merchant Name Address
Clear All
6708
670
6708
L aE . e ”, Fama - -l s ~
= =
v

12



MID

a.
b.
c.

d.

7. Once you have added the required MIDs, click “Next step.”

Click “MID.”

Enter the prefix 670 + membership.

Select the option in the blue bar showing: MID, merchant name, and branch address.

Click “Select MIDs.”

(globalpayments
My Account

Q Dashbeard

| Reporting

@ Location Management

O users

Qi) Hatification

Y Product Offerings

Usar Croation Wizard

Step? of &

Create New User - Assign Location Access

Search MIDs

9 6701234567

6701234567 XHXH XO000K

@ ALL LOCATIONS

FOOX0E KOD0CK K00

HHCXRNRK KXK

Cancel

8. The applications section will appear, where you can enable user access.

- You may select both or only one, depending on the required functions.

(globalpayments

My Account

=

User Creation Wizard

Sep3olb

Create New User - Applications

Available Applications

& i

Disputos Managemant Roperting

| @ AL LOCATIONS

a o
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35 My Apps

Previous Step

O ®  33myam

QP sclect Al

Printous Step Haxt Stap.

13
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9. Click “Next step.”

10.
1.

Application Name

In this section, you will assign the user role for each application.
To configure permissions, click the pencil icon.

Assigned Role Permissions

& Disputes Management [ -SELECT ROLE 4 ]

_;._%a Reporting

CT ROLE 4

=

In the following table, you can find the recommended permissions.

Recommended Permissions

Create users
View users

View account
administrator

Register MIDs
View transactions
View statements
View reports
Export reports
Manage disputes

Edit personal
information

The user can create additional accounts.
The user can view other accounts.

The user can view the account administrator.

The user can add other MIDs to an account.
The user can view the Transaction Finder tool.
The user can view account statements.

The user can view all available report listings.
The user can export all available report listings.
The user can respond to chargebacks.

The user can update their preferred language, time
format, and date format.

14



12. Once the permissions have been selected, click “Update Role.”

@ Reparting - Roles and Permissions

Role: * Role Permissions:

il v | | @ semch avatatie perminaic

@ Select all
Can Export Regorts
tanlogin
Can View Defeult Reporta
Can View Reports

Edit Persanal infarmateon

13.  After completing the configuration, click “Next step.”

14, Finally, a summary of the user’s information will be displayed.

(giubalpayrnents ® AL LOCATIONS
Usor Croation Wizard  Create & new user quickly and easly, aten by sieal
My Account I
Step ol b
{g} Dashboard . .
Create New User - Review Configuration
| Repening ~
User infoemation HAME: Gio Valencia
Statements
ACCOUNT ROLE: Administrator
Docunents
Location Acceas Global Payments:
Fayments
©  Locaton Mansgemant ~ Reporing
B Vi ADDTIONAL OFTIONS
G Motteatons m Semd sotup email te new wser
T Product Gfarings
Cancel

15.  To complete the registration, click the “Complete User Creation” button.

D @ 23 mymes ‘

-
manJairegistration test@gmail.com &
(@ 1nans &
Ancount Agmin &
Aecoun Adminstmios
v

e |
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User with “Pending” status
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If a secondary user completes the registration process without following the steps in Section 3: Additional Users,
the account will remain in a “Pending” status. In this case, the administrator must do the following:

1. Go to Users.

Here, you will see the new account with a “Pending” status.

(globalpayments
My Account Ie
{o; Dashb

&

B e
3 Motae
T Product of

Users & Tot! Users

User 5

email.address@domain.com

Shawing 2% ~  of & Reconds

2. Click the three blue dots and select “Assign access.”

(globalpayments

My Account -

.
<

[c)
g
z
2
<

Users

6 Total Users

User 1
email.address@domain.com

User 2
email.address@domain.cor

User 3

email.address@domain.com
User
email.address@domain cor

User 5
email.address@domain cor

Showing 35 ~  of 6 Records

@ AL LOCATIONS

a o

28 My Aops

Portiodo

Gigbal Parmems

4

@ ALL LOCATIONS

Partt
Clabal Paymes
Chobal Payme

o @

88 My Apps

16
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3. Go to the Applications & roles tab, where you can enable the applications. Select one or both options,
depending on the required access:

e Reporting
¢ Disputes Management

(globalpayments @ ALLLOCATIONS 0 @ 22w
My Account . Giovanni Valenciato (s renems
€ Dashbosr =) = FOMMNAD | NN 11T

lor  Repong ~ Personat nformation 9 Roplications & Roles | Loestion Accos

Applications & Roles

Paymaents Agplication Name Assigned Role Enabled Actions
@ Locavon Mansgemant L @
O s .
5 Motificatians .
Ly Moreaon Sy Acoounts User &
E  Pieduct Offerings

4. Once you activate each application, a pencil icon will appear. Click it to configure the user’s role and
permissions.

Application Name Assigned Role Enabled Actions

I (7Y You must choose a role o
& ‘' for this application (ﬁ

& Ascounts User o

5. Once you confirm the role and permissions, click the “Update role” button.

m Reporting - Roles and Permissions
Role: * Role Permissions:
[ Account Administrator b " Q

[ Select All ]

Can Export Reports

Can Log In

Can View Default Reports
Can View Reports.

Edit Personal Information

Cancel Update Role 6

17
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6. Finish by clicking “Save changes.”

- Please allow a few seconds for the platform to reflect the update and for the status to change to
Active. Once completed, the new user will have access enabled to Merchant Portal.

User 1 L
K . Global Payments
email.address@domain.com

Learn more

Now that you have a Merchant Portal account, we invite you to consult the Navigation, Reconciliation,
and Chargeback Manual at https://www.hgpay.com.mx/merchant-portal

This will help you understand the platform’s different features and track your information on a daily and
efficient basis.

- 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
/ (65) 9085 8539, select option 4 > submenu: 1 to 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.

18
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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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