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AndroPay Admin Center—Getting Started

Introduction: The Customer Administration Center, or Admin Center, is your central site for
all things AndroPay. Through the Admin Center, you can upload your payment files to the system as well as
download your lockbox files. This is where you will go to manage the access of your staff to the AndroPay
site and maintain information about your own account. You can also view reports and information
regarding the payments you have received.

Logging In: To access the Customer Administration Center, go to :

https://admin.andro-pay.com/login.aspx

A nd roPay

by UniPayDirect

Support Team:
1-877-227-1157

Home Help

User Name: Your user name is permanent

Log In and will be assigned when you are first set
User Name: Demo -up for access on the AndroPay System.

Password: eessssssssl Password: Your password will originally

be assigned by a AndroPay team member

or by the Administrator in your munici-

L Forgot Your Password?

pality. This Password can be changed at

any time but must be a minimum of 7

Forgot your password? Just

characters including 1 symbol (!,@,$, etc.)
click the link and follow the

screens below!

Forgot Your Password? Not a problem! Just click the link shown above and follow these
steps!

Help

Home

Forgot Your Password?
Enter your User Name to receive yg

Home Help
User Name: Demo|

Identity Confirmation
Answer the following question to receive your password.
User Name: Demo
Question: What state is AndroPay?

Answer: Maine

Step 2. Answer your personal challenge question

Ezn

Your pass«oro has been sent to you.

A new generic password has been sent to the email address listed on file with your User
Name. *** We recommend using the Copy and Paste function with this password as they are

*kk

a computer generated assortment of numbers, letters, and symbols
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AndroPay Admin Center—Getting Started

Welcome Page: The Welcome Page (below) is your Home Page for AndroPay and allows you to
access all of the services it provides. These are accessed by using the four User Functions found at the
upper left hand corner of the Welcome Page.

[ Support Team:

AndroPay .

Pawered by UniPayDirect

Home Help Logged In As: Demo  Log Qut

User Functions: Welcome Mayt2012

My Account
File Management
Review Data

Bill Presentment

Need to change
Users? Click her to
log out at any time

‘ ‘ Monitor this section for updates

on new features, functionality

‘ ‘ and scheduled maintenance

11
11
11
11
11

Home Help Home Help
User Functions: User Functions: Welcome
My Account My Account Log In

- ) Change Password
File Management File

Manage your Account

Review Data RevieWrDars
Bilf Presentment Bill Presentment

The Function Menu above is your key to the many capabilities of UniPay Gold.

To access a function, just drag your mouse over the appropriate category. A second drop
down menu of the functions available in that category will appear to the right. Holding your

mouse over the ‘My Account’ category, for example, will reveal the two options shown above.

Select the function you need, such as ‘Change Password’, and the system will take you to the

next screen

3 May 2012




AndroPay Admin Center—My Account

My Account: The My Account classification contains the Login and Change Password functions.
This section is available to all users to manage their own personal accounts.

Login: Use this function to log out of the system and return to the Log In page. (See Page 9 for
Login help) By doing this, you can log in as a different user on the same computer.

Change Password: This function opens the Change Your Password screen shown below.

Support Team:

A nd ropay 1—977—27—}15'{

pport@unipavdirect.co
UniPayDirect

Home Help Logged In As: Demo Log Out

My Accournt

File Managemernt

Review Data Change Your Password

Bill Presentment Password: esssssssss

ew Password: esssssssse

Confirm New Password: essssssssss

Change Password ] [ Cancel ]

Minimum Criteria for Passwords:
At least 7 total characters in length

At least 1 alphanumeric character (!,@,$)

To create a new password, just follow the steps below:

Step 1: Enter your current password in the Password field.
Step 2: Enter a new and different password in the New Password field.
Step 3: Confirm the new password by entering it in the Confirm New Password field.

You should now see the following prompt:

Change Password Complete
Your password has been changed!

If you don’t, you will receive this message indicating the minimum criteria required:

Change Your Password
Password:
Mew Password:
Confirm Mew Password:
Password incorrect or New Password
invalid. New Password lenagth

minimum: 7. Non-alphanumeric
characters required: 1.

Change Password ] ’ Cancel
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AndroPay Admin Center—Customer Admin

Customer Admin: The Customer Admin classification contains the Manage function. Only the
Administrator set up for your municipality will be able to use this function.

vy Account

L~
1

Customer Admin Mana
File Management

Review Data

&ff Presentiment

Manage: As a Customer Administrator, you will use the ‘Manage’ function to review and/or edit
any of your users. The screen below will show all personnel authorized to use AndroPay and the level of
that authorization. It also allows you to add new users, delete existing ones, and/or edit user profiles.

SUupport leam:

"
2 nd ropay 1-877-227-1157

#y LiniPayDirect

Home Help Logged In As: Demotown Log Out

My Accownt
¥ Accoei AndroPay Test Customer -

Customer Adntin

Fife Management AndroPay Test Customer + Add User  + Edit

Review Data

Demo Customer Users Edit Delete

Bifl Presentment

Adding a User: To add a user simply click the Add User link at the top right of the box

Create A New User Account

The first step to creating a new user is select- Selact Lsar Roba

. . 5 ) 2
ing the appropriate ‘User Role’ for this person. & Customer Administrators

@ Customer Users

The User Roles and corresponding abilities

. O Customer Researcher
are listed below*

T Customer File Manager

Mext

Customer Administrator Has access to the entire site including the ability to add,
delete, and edit customers

(There should be only one Customer Administrator.)

Customer User Has access to entire site excluding the ability to manage
customers.
Customer Researcher Has access to the My account and Review Data tabs (cannot

import files or generate lockbox payment files)

Customer File Manager Has access to the My Account and File Management tabs
(cannot view reports or research page)
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AndroPay Admin Center—Customer Admin

Adding a User (Continued): Simply enter the required information to complete the New User

setup process. Click ‘Create User’ when you have finished.

Create A New User Account
Full Name: Enter Users Full Name .
User Name: Create an easy to remember name Full Name: Michael Jordan
(example shown)

Password: Enter an initial password, this can be
changed at any time by user. Password: ssesssssssse
E-Mail: This email will receive the generic password At least 1 Alphanumeric
if the user has to use the ‘Forgot Password’ Func- Confirm Password: sessssssssss Character (!,@,$)

tion.
Security Question and Answer: Select a security E-mail: none@none.com

User Name: mj2323 Minimum Password Criteria:

At least 7 total characters

question and answer for the user to verify their

g Security Question: What am | famous for?

Security Answer: Basketball

[ Create User Click here to Create New User

Edit User: To edit a user’s information, click the 'Edit’ button opposite his or her name on the
User Manager screen. (Shown on page 12) This will bring you to the ‘Edit’

screen (below) Simply change any information
UserMame Demo .
necessary and click update to
. . complete.
Email suppurt@unlpayteam_cnrr *If a user has entered the wrong
password 3 times, they will be
IsLockedOut D locked out. Uncheck the box and
L p date click update to unlock them.

Delete User: To delete a user, simply click the ‘Delete’ button to the right of his or her name.
Then click the ‘OK’ button to confirm.

Support Team:

—
A 1-877-227-1157
nd ropay support@unipaydirect.co

by UniPayDirect

Home Help Logged In As: Demotown Log Out

My Account AndroPay Test Customer -
Customer Admin
File Management AndroPay Test Custol — A0 Cey e
) Message from webpage_. u
Review Data Dema Customer Users Edit Delete

Bill Presentment
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AndroPay Admin Center—File Management

File Management: The ‘File Management’ classification gives you access to 6 functions, all of
which correspond with the upload and download of files to and from the AndroPay system. As well as these
features, you can monitor and maintain your payment files as well.

My Account
Customer Admin

. T - NaF
File Management import Data |

J.T m .I:' O "-I..- |"":" Qriror

Rew-ew[ Manage your files }
Bilf Presentment

Maintain Expiration D

Import Data Files: The Import Data Files function is used to upload and import your export files

to the AndroPay system. Your customers and residents will look up their bills using the information
provided to them in these files.
’

- Support Team:
AndroPay

1-877-227-1157
vdirect. con

UniFoayOirect

Home Help

! Logged In As: Demotown Log Out

Erven :r D ¢ \oad
ey ™ v
My Account AndroPay Test Cus; SteQ :

| Browse...
Custormer Adrrin

Step 1. Click Browse to

Files Maryagerrient Upload File .
- tpemrie | find the file you wish to

Please select a file to be imported_

2011 RE - Arundel 2.csv

2011 RE - Arundel.csv ‘: ‘
ARUNDEL RE 2011.cCsv g
ARUNDEL RE 2012.c5v

Copy of Topsham TEST RE INT file.csv

CORE LOGIC SAMPLE. tx<t

Select Transaction:

Real Estate -

Resvievw Dista

Bill Pressertrrient

upload from your com-
puter or network

Short description:
Data expires on: 6/2/2012

(The file will be removed at 12AM on the date selected.)

Start Import

Home Help

Demotown

My Account

AndroPay Test Customer -
Customer Admin

File Management

Upload File
Review Data File name: 2012 Real Estate.txt Once the file has been uploaded you
File Size: 4 kb il he fil q d
Bill Presentment File upload complete. will see the fi1le name, size an
) status here. You should now also see
Please select a file to be imported

2011 RE - Arundel Z.csv
2011 RE - Arundel.csv
2012 Real Estate. txt
ARUNDEL RE 2011.csv
ARUNDEL RE 2012.csv
Coov of Topsham TEST REINT fila csv 4

the file listed in the file list below.
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AndroPay Admin Center—File Management

Import Data Files (continued):
1. Click on the file you wish to import from the list of recently uploaded files.

2. Select the transaction type for the file you are importing, in this case, Real Estate.

Support Team:

2 n d rO Pa y 1-877-227-1157

ul direct.con|
UniPayDirect

Home Help

Logged In As: Demotown Log Out

My A wunt UM
e AndroPay Test Customer ~ | Browse... |
Customer Admin
File Management Upload File
Review Data File name: 2012 Real Estate.txt
File Size: 4 kb
Bill Presentment File upload complete.

Please select a file to be imported

2011 RE - Arundel 2.csv -
2011 RE - Arundel.csy ‘._‘
2012 Real Estate. txt

ARUNDEL RE 2011.csv

ARUNDEL RE 2012.csv

Copy of Topsham TEST RE INT file.csv -
Select Transaction:

Real Estate -

Real Estate
Donations
Creative Dance
Yoga

Zumba Fitness
; g:z::::s Step 2. Use the drop down to se-
Personal Property
Counter (Taxes)
Miscellaneous
Counter

Step 1. Select the File
you wish to import

lect the correct Transaction type

3. Enter a short description to help differentiate between multiple files. This description will be shown
on the ‘Maintain Expiration Dates’ page. (Page 16).

4. Choose the date you wish the file to expire. The file will be removed and unavailable to residents as
of 12 AM on this date.

5. Click ‘Start Import’ to complete the import process.

Please select a file to be imported
2011 RE - Arundel 2.csv -
2011 RE - Arundel.csv K
2012 Real Estate. txt

3. Enter a short de-

|.m

scription to help ARUNDEL RE 2011.csv
differentiate be- ARUNDEL RE 2012.csv
tween multiple files. Copy of Topsham TEST RE INT file.csv -
Select Transaction:
Beal Estate A

Short description:

Data expires on:  6/2/2012]
(The file will be remoy o

Start Import

June 2012 o

4. You can either type in the date or
S5u Mo Tu We Th Fr Sa

h date f lendar b
1E| choose a date from a calendar by

clicking the icon next to the date field

10 11 1z 13 14 15 16

17 1g 1% 20 21 22 23

24 23 26 ZF 28 29 20
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AndroPay Admin Center—File Management

Import Monitor: This function allows you to see the files you have imported and their status. You
will be taken to the Import Monitor after you import a file to view the status and to be sure it has imported
successfully. You can also access this page by dragging your mouse over the file management classification
and selecting ‘Import Monitor’.

Support Team:

1-877-227-1157
support@uni i

Home Help Logged In As: Demotown Log Out

My Accournt AndroPay Test Customer ~

Customer Admin

Transaction ) _ Expires _ ) Started ) Completed‘ Status

File Management
Real Estate TRIO TAXES SAMPLE.csv | 6/2/2012 | Demotown = 13/2012 | 5/3f2012 ' .
Review Data 12:30 PM 12:30 PM

Failed:Index was
Bill Presentment Real Estate 2012 Real Estate. bet 6/2/2012 | Demotown | S/3/2012 | 5{3/2012 | L o e hounds

12:30 PM 12:30PM of the array.

4f23/2012
3:20 AM

Real Estate TRIO TAXES.csv 5/23/2012  KGEMGa | H23/2012

390 AM Complete

After uploading and importing a file to the system, you will be taken here
to view the progress of the upload. This page will refresh every 30 seconds.
LEls  Ifyour file is not listed as ‘Complete’ immediately, you may need to wait
Real Es until the next refresh.

BealEs This Page also serves as a permanent audit trail for all files uploaded to
I the system. As you can see, the user who uploaded the file is listed along

= with the start time, time of completion, status, and expiration date.

Maintain Expiration Dates: This function is used to view the files currently available to your
residents, change the date they expire, or remove them altogether.

Home

Help ed In As: Demotown Log Out

Want to add a few more

days after the due date?

My Account

AndroPay Test Customer - Or maybe a few days
Customer Admin less? Just change the
File Management Transaction BTl TEETiL el Expires

_ ‘Update Expiration

Review Dats Real Estate Dates’ 5/23/2012
Bill Presentment

Real Estate Tax Samples 6/2/2012

[ Update Expiration Dates ]

Need to remove a file?

Set the date to today’s date or any previous

day’s date and click ‘Update Expiration Dates’
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AndroPay Admin Center—File Management

Download Lockbox Files: To download your electronic Lockbox Files, hold your mouse over the

‘File Management’ button and click on ‘Download Lockbox Files’. This will take you to the ‘Download

Lockbox Files’ page. From this page, you can download lockbox files to be electronically posted to your

accounting software.

e Support Team:

A ndroPay

Ey UniPayDirect

As you can see there is a list of previ-

Home
ous lock box downloads at the bot-

Help

tom of the screen. This list is specific

My A . to the export type you choose and
Yy Aceoun AndroPay Test Customer - will not be removed for any reason.

Customer Admin

Select Export File and Date Range ***Always be sure to check the Form

File Management and To Dates to avoid downloading

Review Data Date From: 4/26/2012 To: 5212012 the same date twice!

Bill Presentment Export Auction 2012 - QP -

Generate Lockbox File

Download Date User From Date To Date
330/2012 11:33:04 AM KGEMGA 032312012 032912012
3212012 1:33:225 PM KGEMGA 0312112012 032112012
3212012 1:02:45 PM KGEMGA 03/21/2012 0312112012

Multiple Transaction Lockbox Files: Many accounting software have the ability to process
multiple payment types in a single lockbox. In order to accommodate this feature and provide and easier
and more efficient method for posting your lockbox files, we are able to setup a single file for most of your
transaction types. In order to accomplish this, all payment types must be handled using the same
accounting software. In most cases you will have Real Estate, Personal Property, and Excise payments on
the same software and in some cases, Water and Sewer as well. If you would like to utilize this feature,

please notify UniPay Gold Support at support@unipayteam.com. Our team will set up the export file and

you will be able to choose it from the drop down menu just as you would a single export type.

Logged In As: Demotown Log Out

Home Help

My Account AndroPay Test Customer «
Customer Admin
Select Export File and Date Range

File Managemert

Review Data Date From: 4/26/2012 To: 5/2/2012

Bill Presentment Export Auction 2012 - QP

Real Estate
Personal Propery
Counter

Generate Lockbox File I

Download Date Counter (Taxes) User From Date To Date
Miscellaneous
II2012 11:33:04 AM KGEMGA 032312012 03292012
212012 13325 FM KGEMGA 03/21/2012 03212012
3212012 1:02:45 FM KGEMGA 03212012 032112012
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AndroPay Admin Center—File Management

Download Lockbox Files (continued):
To Download your lockbox files, follow these 3 easy steps:

Step 1: Select Date Range. Enter or choose the date range of the payments you wish to review.

Support Team:

o n d ro Pa y g 7-_:;2u?n_l;:\5rd?lrect. con|

fy LiniFPayDirect

Home Help Logged In As: Demotown Log Out

My Accournt AndroPay Test Customer -

Customer Admin
Select Export File and Date Range

File Management
Review Data Date From: A/26/2012 To: 522012

8iff Presentment Export Auction 22 - aP - May 2012 L+ ]

(S T Ve Th Fr £

1 |_2| El 4 =

7 & @ 40 11 Az

Download Date 13 14 1s 18 1¥ 1@ 19 To Date

3042 . 20j| 22 || 22| 23] 24 || 2=]] 28 02/29/2012
Step 1: You can either type the date or ||, p———
you can click the calendar icon and 0312112012 03212012

choose the date needed from the
calendar.

Step 2: Select Export Type. From the dropdown menu, select the export type you want to export.

—— Support Team:

e n d ro Pa y 1;37:;:22u7n_l1:5:lrect.com

by LiniPayDirect

Home Help Logged In As: Demotown Log Out

My Accournt

AndroPay Test Customear -

Custormer Admin

File Management Select Export File and Date Range

Review Data Date From: 4/26/2012
aill Presentment Export Auction 2012 - QP -
Suction 2015 - GF Step 2: Select your export type from the
Real Estate

Personal Property
Counter

Download Date Counter (Taxes n e ‘o Date
Miscellaneous

dropdown menu.

3302012 11:33:04 AM KGEMGHA 03/23/2012 0322012
3212012 1:33:25 PM KGEMGA 03/21/2012 03212012
322012 1:02:45 PM KGEMGA 03/21/2012 03212012

Step 3: Generate Lockbox. Click the ‘Generate Lockbox File’ button and follow the prompts.

You can also click —
‘Open’ ifyou need L)

to view a file. his file?

gRay Test Customer v

» Oownioads

To: 5/212012 s ) . b Dot |8 Find the folder you
3 : 3 wish to save the file
to and click ‘Save’

Generate Lockbox File
*You can also change the file name if your
Download Date st software has certain naming requirements.
412312012 9:31:07 AM KGENGA 047232012 - 0
A : o
4512012 402.12PN KGENGA 04052012 0410572012 - i
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AndroPay Admin Center—File Management

Generate Lockbox Package: Besides the ability to download a single file for multiple transactions
(page 17), you can also download a single zip file with all of your required lockbox files. This is helpful when

downloading multiple files with different layouts or from different accounting software's. To use this
feature, drag your mouse over the 'File Management’ classification and select 'Generate Lockbox
Package’. This will bring you to the ‘Generate Lockbox Package’ screen.

Support Team:

AndroPay

red by UniPayDirect

Logged In As: Demotown

My Account AndroPay Test Customer «

Custemer Admin

File Management Select Exports and Date Range

Review Data Date From: 4/26/2012 To: 50202012
Bill Presentment Al

[T Auction 2012 - QP[] Counter

[[Real Estate [l Counter (Taxes)

[“Ipersonal Property  [[| Miscellaneous

Generate Lockbox Package

Log Out

The following steps will walk you through the creation of your lockbox package:

Step 1: Select Date Range. Type or select the date range you would like to download.

— Support Team:

A 1-877-227-1157
ndropay support@unipaydirect.co

UniPayDirect

Logged In As: Demotown Log Out

User Functions senerate Lockbox Packages

Sy Accaunc AndroPay Test Customer ~
Customer Admin

Select Exports andQate Range

File Management
Review Data Date rom: 4/26/2012 To: 5/2/201h
Bill Presentment AN May 2012 (]
Mo Tu We Th Fr Sa

i[2) s 4 s

& 7 8 9 10 11 12

"] Auction 2012 - QP | Counter

["1Real Estate [[\Counter (Taxes)

" IPersonal Property ||
187 141| 1s|26 |17l del a9

Step 1. You can either type the
date or you can click the calen- 2 255) Z=| 0 |9

dar icon and choose the date

needed from the calendar.

12
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AndroPay Admin Center—File Management

Generate Lockbox Package (continued):

Step 2: Select Export Files. Select the files you would like to download. You can also select the ‘All’
checkbox to automatically select all the exports available.

Home Help Logged In As: Demotown  Log Out

My Account AndroPay Test You can also select

dmi Y ‘All’ instead of click-
Customer Admin Select E ing each export indi-
File Management ect Expg vidually.

Review Data Date To: 5212012

Bill Presentment Al

[IReal Estate Counter (T. axes)_
- Personal Property  [| Miscellaneous

[ Generate Lockbox Package

] Click here to Gener-

ate Lockbox Package

Step 3: Generate Lockbox Package. Click ‘Generate Lockbox Package’. This will start the process
of generating the lockbox package. You will also be taken to the ‘Download Lockbox Package’ screen.

Download Lockbox Package: The Download Export Packages screen will allow you to view previ-
ously generated and downloaded packages, as well as download the package you have just created. To ac-
cess this feature, drag your mouse over the ‘File Management’ classification and select ‘Download Lockbox
Packages’.

To download your package click Ready for Download and follow the prompts.

Your file will now be downloaded in a Zip format. You will be able to open this file and see each of
the separate files you selected when generating the lockbox package.

Home Help Logged In As: Demotown  Log Out

My Account AndroPay Test Customer ~

Customer Admin

File Management Requested By Date/Time Started Date/Time Completed Date From Date To  Status
Review Data Demotown 5/3/2012 2:01:11 P 5/3/2012 1:51:07 PM 4/26/2012 522012 Ready For Download
Bill Presentment Demotown 5/3/2012 1:25:47 F 5/2/2012 1:15:42 F 42602012 5/2/2012 ::’;;é‘:;d"d:
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AndroPay Admin Center—Review Data

Review Data: The ‘Review Data’ classification gives you access to the View Reports and Research
functions. These functions will allow you to view reports on your payments received as well as the full

information on individual payments as necessary.

ed In As: Demotown Log Out

May 3, 2012

My Account
Customer Admin
File Management

Review Data

q Review your infermation }

View Reports Selecting the ‘View Reports’ button above opens the ‘Customer Reports’ page to
allow you to view the ‘Transaction Detail’, ‘Bank Deposit Aggregate’, ‘Transaction Detail (Charge back
only)’ and ‘Bank Deposit (Daily)’ reports. To view these reports simply follow the steps below.

Support Team:

And ropay 1-877-227-1157

support@unipaydirect.col
&y UniPayDirect

In As: Demotown Log Out

Select Customer: Selected Report:
Select Report
Select Report

Select the report Bank Reconciliation Report
Start Date: End Date: P

you wish to view Transaction Detail

Exit Customer Reports AndroPay Test Custol

Transaction Detail (Charge back)
- ) — Bank Deposit (Aggregate
4 4 1 of1 B Pl G Page Width Find | et B~ @ & posit (Aggregate)
—— 4 May, 2012 3 Support Team:
A nd r P Su Mo Tu We Th Fr Sa
0 a y % 30 1 2 3 4 5§
Powered by UniPayDirect & 7 8 9 10 11 12
. - 13 14 15 16 17 18 19 1 P o
ome e ogged In As: Demotown
Tome e 20 21 22 23 24 25 % L ==
7 B 312 Select Customer: Selected Report:
B 3 4 5 6 7 B 9
Exit Customer Repaorts - AndroPay Test Customer »  Select Report -
Today: May 3, 2012
Start Date: End Date: Run

SRy By Clicking ‘Run’ will

You can either type the date B  create the report on
or you can click the calendar

screen for you to Here there are three links which would allow you to 1.
Export to a PDF/EXCEL/WORD Doc. 2. Refresh 3. Print
Files

icon and choose the date

view and /or print

needed from the calendar

Start Date: l l l
- @ &

4 4 1 of 1 [ Pl P Page Width ~ Find | Next
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AndroPay Admin Center—Review Data

Review Data (continued): The following are examples of the 4 reports available.

Transaction Detail Report:

Home Help Logged In As: Demotown

Select Customer: Selected Report:

The Transaction Detail Report is a AndroPay Test Customer = Transaction Detail

Log Out

detailed report of all the payments

made in your selected date range.

Each payment is shown with post e

=]
time, confirmation number, tender Transaction Detail
type and amount paid. Chargebacks AndroPay Test Customer

From226/2012 To:S/22012
will also be marked in the right col-

umn and accounted for in the net TEST PAYMENT (Deleted)
st Time Confirm ation Tender Type Quick Pay Chargeback CC Type Amount

P28 2012 20120228128 ACH $1.00
5:1. 2P

payment amount.

m

Home Help

Transaction Detail
AndroPay

o by UniPoyDirect

AndroPay Test Customer

Frem Z28/2012 Te S/ %2012

TEST ER FostTime Confirm ation  Tender Type Quicl Pay ‘Charge baak CC Type Amount
kris ty gengs Feb 26 2012 20120226126 ACH Wi $1.00
B:12PM
Gross payments: 51.00
Total Charge Back s: $0.00
Mt Paymeits: 51.00

Logged In As: Demotown Log Out
» > Select Customer: Selected Report:
Exit Customer Reports AndroPay Test Customer = Transaction Detail -
Start Date: 2/26/2012 End Date: S32012
04 4 1 of 1 [ =l = Page Width = Find | Mext [ AT

Bank Deposit Report Aggregate:

The Bank Deposit Report Aggregate provides you with the Bank Deposit Report Agg reg ate
total of all payments received in your chosen date range.

These totals are separated by transaction type and a total AndroPay Test Customer
amount is provided in the bottom right corner.

From:2/26/2012 To:5/3/2012

Transaction Name Amount

TEST PAYNENT $1.00

$1.00

Grand Total: $1.00

Customi Jenort: Select Customer: Selected Report:
Exit Customer Reports AndroPay Test Customer ~  Bank Deposit (Aggregate) v
Start Date: 2/26/2012 End Date: S/3/2012

4 4 1 oft b bl @  Pagewidth ~ Find | Next b~ @& &

»

m

15
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AndroPay Admin Center—Review Data

Review Data (continued):

Transaction Detail Report (Charge back only):

[ 111 Yenort: Select Customer: Selected Report:
Exit Customer Reports TRIO =  Transaction Detail (Charge back) ~

StartDate: 11/27/2011 End Date: /32012

v
The Transaction Detail Report (Chargeback Only)

Find |Next B~ @& &

is a detailed report of all payments that have been

| »

charged back during the date range selected. This Transaction Detail (Charge back)

report provides the chargeback date, confirmation TRIO

number, and reason for chargeback From11/27/2011 To. 532012

m

CL RE/PP 1gt Half Only

Map and Lot Name Account Posting Policy PostTime Confirm ation Tender Type  Return Date Acct Debit CC Type Amount
Humber Date
002004 BLAMNCHE 0000000005 | Agree Dec222011 201112222 ACH Dec23, 2011 Dec 26, 2011 312087
CARLTON W 10:084 M —
& KA THERINE
A

Total ChargeBacks:  $120.87

Grand Total ChargeBacks: $120.87 -

Bank Reconciliation Report:

Support Team:

A nd roPay 1-877-227- 157r

{ by UniPayDirect

Home Help Logged In As: Demotown Log Out
) e Select Customer: Selected Report:
Exit Customer Reports AndroPay Test Customer =  Bank Reconciliation Report -

The Bank Reconciliation Report provides you with the total of all

payments received in your chosen date range. These totals are sepa-

) ) Find | next B - @ S
rated by transaction type and by date. Each day is totaled and a grand

total is provided in the bottom right corner. Bank Reconciliation REPOI't .
***This report was designed to assist in reconciling a range of pay- AndroPay Test Customer
ment with you monthly bank statement.
02/28/2012 TEST PAYMENT $0.00 $0.00
Totals: $1.00 $0.00 $0.00
Grand Totals: $1.00 $0.00 $0.00
Grand Total: $1.00 -
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AndroPay Admin Center—Review Data

Research: The Research function is your area to look up individual payments or to search through
payments received using different criteria depending on the transaction type. Once you have found the
payment(s) you are looking for, you will be able to view a full receipt.

An

Home

Support Team:

d ro Pa y 1—87?-27—-1 15):

&y UniPayDirect

Help Logged In As: Demotown Log Out

My Account AndroPay Test Customer -
Customer Ad
File Management Search by Confirmation Number

Review Data

Bill Presentme: Confirmation Number:

Search by Transaction Information

Date From: 2/3/2012 To: 5/3/2012

Transaction: Real Estate -
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Results

You can search by either of the 2 methods shown above; Confirmation Number or by
Transaction Information. If you know the confirmation number, enter it in the field and click ‘Search’. If
you do not have the specific confirmation number, choose the date range and transaction type you would
like to search in. You can also narrow your search by the ‘Look Up’ information if this is a file based
transaction. Once you have found the payment(s) you are searching for, click the confirmation number to
view the full receipt.
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P ——— Confirmation Number: 20120228128

Search by Transaction Information

Date From: 2/3/2012

) If your transaction type is currently inac-
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view a full receipt.
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20120228128 TEST PAYMENT 2/28/2012 5:12:32 PM
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AndroPay Admin Center—Review Data

Research (continued): Once you click on the Confirmation Number shown on the Research page,

a screen will open with a full receipt for the payment you selected.
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Print Close

Post Date: 2/28/2012 5:12:32 PM Confirmation Number: 201202238128

Sch. Date: Sch. Conf. Number:

MName: kristy genga Payment ACH

Address: 39 church street Type:
whitinsville, ma 01588 Email kristy.genga@unipaydirect.com
(877) 340 - 4899 Address:

saction (click for details) Quantity Amount Fee Sub Total
TEST PAYMENT 1 $1.00 $0.00 $1.00

By clicking on the transaction type, details of the payment will appear at the bottom of the ‘Detail

Receipt’ screen as shown below.

Top Best Sellers [Chargeback] 1 £7.55 £0.00 £7.55

Chargeback Date 1/20/2012 9:14:00 AM
ChargeBack Reason MNo &ccount on File

Book Number 0003
Book Name Tale of Two Cities

After viewing the receipt, the three buttons in the upper right hand corner of the Detailed Receipt
screen will enable you to Save the receipt, Print a copy for your records or for a customer, and finally to

Close the Detail Receipt Screen.

FShowi . - ] | Save
Show imported amount infermation ~| Print || Cloze

IPost Date: 1/13/2012 4:05:27 PM Confirmation Number: 201201131497375
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