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Getting started

In this section, we go over everything you need to
know to integrate the Moneris eGift iFrame into
your ecommerce site.



What is the Moneris eGift iFrame?

The Moneris eGift iFrame is a Web-based solution that you can easily integrate into your ecommerce site so that
you can sell eGift cards (digital format). You can customize eGift cards with your own branding and allow your
customers to select from among your eGift cards, choose the delivery time/format of their orders, and include
personal messages to eGift card recipients. The eGift cards can be used to buy your goods/services from you
instore or online. You can also configure a promotion to reward your customers for qualifying purchases.

Because the Moneris eGift solution is deployed through an embedded iFrame, it the maintains the consistent
look and feel of your site and enables your customers to experience a seamless shopping experience on your
site.

Ready to get started?
Proceed to the How to get started steps (page 6).
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How to get started

The steps below describe what you need to do to integrate our Moneris eGift iFrame solution into your
ecommerce site.

Contact us so that we can set up your account and help you to define your eGift card program
parameters (see Defining your eGift card program parameters (page 7).

Re-initialize your Moneris point-of-sale terminals / perform a manual Sync (Moneris Go terminals).

Note: Re-initialization/Synchronization ensures that your in-store devices are ready to accept eGift
cards when customers present them to pay for your goods or services.

Confirm that your PC/mobile device meets the minimum requirements so that you can use our self-
serve tools to manage and administer your eGift card program:

= Up-to-date supported browser installed (e.g., Google Chrome, Microsoft Edge, and Apple Safari)
= Cookies enabled
= |nternet access

Confirm that we sent you the following IDs and credentials:

=  Moneris eGift iFrame URL. and program ID (Refer to the "Your eGift Program is Ready!" email)
= Client Portal Email and Password (Refer to the "eGift Program Account Information" email.)

= Moneris Merchant ID (Refer to the "eGift Program Account Information" email.)

=  Merchant Resource Center Username, Store ID, and Password (Refer to the "eGift Program Account

Information" email.)

Upload your eGift card images via the Client Portal (see Uploading a card image on page 12).

Embed the Moneris eGift iFrame code into your ecommerce site (see Embedding the Moneris eGift
iFrame code on page 20).

If you want to configure a promotion, see Promotional eGift card feature (page 23).

When you are finished, please review the information in Administrator users (page 78).
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Defining your eGift card program parameters

As part of your program setup (see How to get started on page 6), we will assist you to define your eGift card
parameters, which can include the following:

= Administrator user access (see Administrator users on page 78).

= Purchase amount threshold (see Purchase amount threshold on page 79).

= Notification alert timing (see Notification alerts on page 65).

=  Maximum number of card images (see Uploading a card image on page 12).

=  Short code support (see Using the eGift card in-store at a point-of-sale on page 75).
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Managing
Your
Image Files

In this section, we go over everything you need to
know about managing the image files and how to
deploy them to your Moneris eGift iFrame.



eGift card image management settings

The steps below describe how to access your eGift card image management settings in the Client Portal so that
you can upload, edit, modify, or delete the card images you want to deploy to your Moneris eGift iFrame.!

Note: You may upload/replace images as often as you require (e.g., you may want to incorporate specific

themes for different holiday or seasonal promotions depending on the time of year).

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When the homepage displays (shown below), click on Card Management in the menu bar.

Moneris@

| My Profile | Cardholders | User Management | Reports | My Download | Card Management

Welcome < Firstname Lastname > Log Out

Welcome to the self-serve Client Portal.

The portal can be used to access and manage your program card information. The tabs on the top
menu can be used to navigate through the portal. Users may see different tabs based on the role and
authority level assigned to them,

Home

My Profile

Cardholders

User Management

Reports

Card Management

Brings you back to this welcome page

Enables you to see and madify your user profile, including log in ID,
password and security questions.

Displays real-time information for your cardholders, including profile,
card status, account balance, and up-to-date transaction history.

Is available for users with an Admin role. Enables administrators to add
and manage other users.

Enables you to view reports with details on your customers as well as
your loyalty rewards program.

Allows users to complete batch card activations if they run a gift card
program,

Email Gift & Loyalty Support
Enter your subject here:

Enter your message here:

If you prefer to be contacted by phone,
enter your phone number here:

—

© yyyy-y¥yy Moneris Solutions Corporation. Al rights reserved.

3. When the "Actions" navigation pane displays (shown below), click on eGift Program Management.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download |

Batch Activation
View Request History
Configure Batch Activation
Cancel Request

Cancel Batch Activation

£Gift Card

Queued Orders

eGift Program Mansgement

The Batch Activation service allows users to request bulk card activations for your gift card program.
The service will process in real time requests for 500 cards or less; if the request contains more than
500 cards, this service will forward it via email to the Gift & Loyalty Support who will complete it

within 48 business hours.

The service requires the user to provide full card numbers. Depending on your program configuration,
these numbers can have a total Length between 8 and 19 digits, When submitting a batch activation
request please take into consideration that the range of cards in your request has to be continuous.

The user that requests batch activations will receive email notifications when the request status is

updated. Through the "Configure Batch Activation” menu link the user also has the option to add other

recipients to the service notification list.

Welcome < Firstname Lastiame > Log Out

© WYY VYYY Moneris Solutions Corporation. All rights reserved.

! For more on how your customers interact with the iFrame when they are shopping for eGift cards, see The order process described (page 38).

Moneris® eGift Card Program Reference Guide



When the "eGift Program List" page displays (shown below), click on the program ID of the eGift card
program for which you want to manage the card images.

Moneris@l

Home | My Profile | Cardholders | User Management | Reports | My Download |[NelERIERERES T

Welcome < Firstname Lastname > Log_Qut

Batch Activation eGift Program List
View Bequest History Select a program to configure a promation or update card images.
Configure Batch Activation el Program tiame

0000000

< Program name > Gift Gard
Cancel Request

Cancel Batch Activation

eGift Card

Queued Orders

Tracking Program Errors

€Gift Program Management

© WYY -Y¥¥Y Moneris Solutions Carporation. Al rights reserved.

When the "Promotions - < your program ID >" page displays (shown below), click on
eGift Card Images Management in the "Actions" pane.

Moneris@‘

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

£Gift Program Management

Welcome < Firstname Lastname > Lo Out

£Gift Program Management > View Promotions

Promotions - 0000000
£Gift Card Images

Configure New Promefion
Management

Start Date End
~  Date

.  ThresholdValue ,  Card . Cardslssued . Status ., Actions
] % value 0] ] ]

Cards
Remaining

There are no promaotions. Configure a promotion today!

© yyyy - yyyy Moneris Solutions Corporation. Al rights reserved.

When the "eGift Card Images" page displays (shown below), you can do any of the following:

Welcome < Firstname Lastname > Log Out
Moneri s@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Batch Activation

Submit || R
View Request History, ubmit

Configure Batch Activation

eGift Program Management » View Promotions > eGift Card Images

Cancel Request N
eGift Card Images
Cancel Batch Activation
£Gift Card
English (0/4)@
Queued Orders
Tracking Program Errers

There must be at least one visible image.
2Gift Program Management

Apple Wallet Strip image

English (07 4) @

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved
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= To upload a new card image, see Uploading a card image (page 12).
= To delete an uploaded card image, see Deleting an uploaded card image (page 15).
= To edit an uploaded card image, see Editing an uploaded card image (page 16).
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Uploading a card image

The steps below describe how to upload one or more eGift card images (English and/or French) to your Moneris
eGift iFrame.? You choose which image(s) to feature on the English or French deployment of your iFrame.

Important! Please ensure the image(s) that you want to upload are formatted according to the specifications
outlined in Image file specifications (page 18).

1.

Access your eGift card image management settings (see eGift card image management settings on page 9).

On the "eGift Card Images" page (shown below), do one of the following:

Note:

The page shown below depicts an example wherein no card images are uploaded. If you have

previously uploaded one or more images, they will be featured on your own "eGift Card Images" page.

Moneris \.

eGift Card Images

eGift Card Images
French (0/16) @

English (0/16) @

There must be at least one visible image. There must be at Least one visible image.

o

Apple Wallet Strip image

English (07 16) @) French (0/16) @

To upload an image using "drag-and-drop":

a.

Locate the desired image (JPEG, PNG or GIF file
type) on your device drive.

Drag the image file over the empty "English" or
"French" image placeholder in the "eGift Card

Images" area (shown above), and release the image.

Note: If there is no empty image placeholder for the

desired language type, it means you have reached

the maximum card image limit set for your program.

Please delete a card image first (see Deleting an
uploaded card image on page 15).

Wait while the upload processes.

EMPTY "ENGLISH" IMAGE PLACEHOLDER

EMPTY "FRENCH" IMAGE PLACEHOLDER

To upload an image using file manager dialog:

a.

C.

Click on the empty image placeholder
("English or "French") in the "eGift Card
Images" area (shown above) to launch your
device's file manager dialog.

Note: Ifthere is no empty image placeholder for
the desired language type, it means you have
reached the maximum card image limit set for
your program. Please delete a card image first
(see Deleting an uploaded card image on page 15).
Locate the desired image (JPEG, PNG or GIF

file type), and click on it.

Wait while the upload processes.

Moneris® eGift Card Program Reference Guide
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3. When the upload completes, the image fills the image placeholder (shown below).

Note: If you uploaded an image per the specifications outlined in Image file specifications (page 18), the
image also automatically fills the corresponding image placeholder in the "Apple Wallet Strip image" area.
A new empty image placeholder appears if your eGift card program permits the upload of another image.

Mon eris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Batch Activation
Submit || Reset
P

Configure Batch Activation

Welcome < Firstname Lastname > Log Qut

&Gift Program Management > View Promotions > eGift Card Images

Cancel Request

eGift Card Images
Cancel Batch Activation
eGift Card

English (1 /16 ) © French (0/16) @
Queued Orders

Tracking Proeram Errors

There must be at least one visible image.
€Gift Program Management

. [ NEWLY UPLOADED "ENGLISH" CARD IMAGE
< Your business name >

eGIFT CARD

= -

[ -4

< NEW "ENGLISH" IMAGE PLACEHOLDER (EMPTY)
APPEARS HERE

Apple Wallet Strip image

Engiisn (116 @ French (0/16)@

NEW "APPLE WALLET STRIP" IMAGE
APPEARS HERE (CORRESPONDS TO NEWLY
UPLOADED "ENGLISH" CARD IMAGE)

< Your business name >

eGIE #" JARD

4. You may take any of the following actions:
= To upload another card image, repeat from step 2 (page 12).

Note: If your ecommerce solution supports the both the English and French deployments of the

Moneris eGift iFrame, you would repeat the steps to upload a matching card image in the alternate
language.

= To edit an uploaded image, see Editing an uploaded card image (page 16).

= To delete an uploaded image Deleting an uploaded card image (page 15).

To reset your image configuration back to its previous state, click on the Reset button or click on any
other Client Portal menu item to go to a different page.

= To proceed and upload the image(s), go to step 5.

5. Click on the Submit button.

Moneris® eGift Card Program Reference Guide 13



6. When the "Submit Card Images" dialog displays (shown below), click on its Yes button.

Are you sure you want to submit the
card images ?

[ves [ ]

7. When the "Upload has been successfully saved" response displays, the operation is complete.

Important! If you are setting up your Moneris eGift iFrame for the first time, please ensure to embed the
customized Moneris eGift iFrame code into your ecommerce site per our specifications (see Embedding
the Moneris eGift iFrame code on page 20).

Moneris® eGift Card Program Reference Guide 14



Deleting an uploaded card image
The steps below describe how to delete an uploaded eGift card image from your Moneris eGift iFrame.

Note: Once you have deleted the card image, it will no longer be deployed in your Moneris eGift iFrame for
your customers to select when they are placing their order (see Placing an order on page 40).

1. Access your eGift card image management settings (see eGift card image management settings on page 9).

2. On the "eGift Card Images" page (shown below), do the following:

Note:
"French" card images are currently uploaded.

V7®
Moneris@

a. Locate the card image that you want to delete, and click on

its Remove icon (shown below).

eGift Card Images

< Your business name >

eGIFT CARD

i .4

eGIFT CARD
LD ©4

< Your business name >

eGIFT CARD
LI

b. Wait while the request is processed.

¢. When the card image is deleted, only its empty image

placeholder remains.
eGIFT CARD
) €4

3. Click on the Submit button.

< Your business name >
eGIFT CARD

f &

4. When the "Submit Card Images" dialog displays (shown
below), click on its Yes button.

Are you sure you want to submit the .
Apple Wallet Strip image

card images ?

< Your business name >

5. When the "Upload has been successfully saved" response o 705

< Your business name >

< Your business name >

i 41 18
< Your name >
D

The page shown below depicts a scenario wherein four "English" card images and four matching

Submit || Reset

<Nom de votre commerce >

carte-cadeau électronique
L) 4

< Nom de votre commerce >

carte-cadeau électronique
8 s

< Nom de votre commerce >

carte-cadeau électronique
) G

< Nom de votre commerce >

carte-cadeau électronique
8 s

< Nom de votre commerce >

carte-cade. # Jlectronique

commerce >

slectronique

displays, the operation is complete.

< Your busine:

Important! If you are setting up your Moneris eGift iFrame
for the first time, please ensure to embed the customized
Moneris eGift iFrame code into your ecommerce site per our o
specifications (see Embedding the Moneris eGift iframe code

on page 20).

< Your business name >

< Nom de votre commerce >

carte-cade. *' slectronique

votre commerce >

Jlectronique

Moneris® eGift Card Program Reference Guide
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Editing an uploaded card image

The steps below describe how to use the Client Portal's editing tools to crop or rotate an uploaded eGift card

image.

Note:

your customers to select when they are placing their order (see Placing an order on page 40).

Once you save (submit) your edits, the updated image will be deployed to your Moneris eGift iFrame for

1. Access your eGift card image management settings (see eGift card image management settings on page 9).

2. On the "eGift Card Images" page (shown below on the right), do the following:

Note:
"French" card images are currently uploaded.

a. Locate the card image that you want to edit, and click on

its Edit ° icon (shown below).

< Your business name >

eGIFT CARD

Ly -4

b. When the edit tools panel and frame borders display
(shown below), you may do any of the following:

< Your business name >

eGIFT CARD

Cancel

FRAME BORDERS

"EDIT TOOLS" PANEL

= To crop the image, click and drag on the frame
borders to extend or retract them vertically or

horizontally as required.

Note:

If the uploaded image is already sized to the

correct dimensions (see Image file specifications on

page 18), you will not be able to perform additional

edits.

= To rotate the image, click on the Rotate button
until you achieve the desired orientation.

Moneri@

The page shown below depicts a scenario wherein four "English" card images and four matching

Home | My Profile | Cardhalders | Canfiguration | Reports | My Downlosd | Card Managsment

eGift Card Images

weo

< Your business name >

eGIFT CARD
LD €4

< Your business name >
eGIFT CARD
P

< Your business name >

eGIFT CARD
) €4

< Your business name >

eGIFT CARD
P &

Apple Wallet Strip image

< Your business name >
€GIF # JARD

< Your business name >
eGIF # ARD

< Your business name >
Gk # JARD

il

< Your business name >

eGIF # JARD

Submit || Reset

< Nom de votre commerce >

carte-cadeau électronique
L) €4

< Nom de votre commerce >

carte-cadeau électronique
LI 4

< Nom de votre commerce >

carte-cadeau électronique
[ D) €4

< Nom de votre commerce >

carte-cadeau électronique
8 s

e

< Nom de votre commerce >

carte-cade. * slectronique

< Nom de votre commerce >

carte-cade.# :lectronique

< Nom de votre commerce >

carte-cade. # Jlectronique

< Nom de votre commerce >

carte-cade.# :lectronique
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c. When you are finished making your edits, click on the Ok button to close the edit tools panel
(shown on the previous page).

d. Click on the Submit button near the top of the page.

e. When the "Submit Card Images" dialog displays (shown below), click on its Yes button.

Submit Card Images

Are you sure you want to submit the
card images ?

[ves [ ]

f.  When the "Upload has been successfully saved" response displays, the operation is complete.

Important! If you are setting up your Moneris eGift iFrame for the first time, please ensure to embed the

customized Moneris eGift iFrame code into your ecommerce site per our specifications (see Embedding
the Moneris eGift iFrame code on page 20).
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Image file specifications

The artwork images that you want to upload and feature on your eGift cards must conform to the following
specifications as outlined in the table below.

Note: Your card images will be featured prominently on your eGift cards and throughout the order process (see

Placing an order on page 40).

image specification

Logo Your logo must be distinctively visible in the eGift card. (The logo is an
immediate identifier of your card for your staff and the recipient.)

Supported file types PNG, JPG, and GIF

Transparency We recommend that you do not incorporate transparency in your images; they
should be 100% opaque.

Maximum file size 320 KB

Dimensions eGift card:
= Width: 300 pixels
= Height: 188 pixels

Apple Wallet Strip:
= Width: 312 pixels
= Height: 123 pixels

Ready to upload your card images?

To upload the card images for display on your Moneris eGift iFrame,® see Uploading a card image (page 12).

Note: If your ecommerce solution supports the both the English and French deployments of the Moneris
eGift iFrame, please ensure to create matching card images in each language. Once uploaded, the "English"
card image will be featured on the English deployment of the iFrame while the matching "French" card image
will be featured on the French deployment of the iFrame.

To upload a card image for a specific promotion, see Promotional eGift card feature (page 23).

Note: The same card image will be featured on all promotional cards issued for the promotion regardless of
whether customers submit their eGift card orders through the English or French deployment of the Moneris
eGift iFrame.

Moneris® eGift Card Program Reference Guide 18



Embedding the
Moneris eGift
iFrame code

In this section, we go over everything you need to
know to embed the Moneris eGift iFrame code into
your ecommerce site.



Embedding the Moneris eGift iFrame code
Follow the steps below to embed the Moneris eGift iFrame code into your ecommerce site.

Important! Do not continue with these steps unless you have already uploaded your card image(s) to your
Moneris eGift iFrame (see Uploading a card image on page 12).

1. Onyour ecommerce site, create an HTML hyperlink (e.g., "eGIFT CARDS") that opens the sub-page that will
host your eGift iFrame (see example below).

CUSTOMER CLICKS HERE TO
LAUNCH THE SUB-PAGE

® SIGN IN

<PRODUCT 1> | <PRODUCT 2> | <PRODUCT 3 > | < eGIFT CARDS >

< sub-page hosting the eGift iFrame >

2. Referto your Moneris "Your eGift iFrame is Ready!" email to obtain your eGift iFrame code. This code
contains a customized URL, which is specific to your eGift card program (see labelled URL example below).

Your eGift card program ID

https://vgdelivery.com/VirtualGiftCard?Programlid=< PID >&currentCulture=< Language >

Language of the Moneris eGift iFrame:
0 =English | 1=French

Moneris® eGift Card Program Reference Guide
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3. Embed the iFrame code in an eGift cards sub-page on your ecommerce site (see example below).

SIGN IN
<PRODUCT 1> | <PRODUCT 2> | <PRODUCT 3> | <eGIFT CARDS >

eGIFT CARDS
SUB-PAGE

@ <iframe width="100%" height="1700x" frameborder="0"
scrolling="no"src=https://vgdelivery.com/VirtualGiftCard?
Programld=#it#iti#&currentCulture=ti</iframe>

iFRAME CODE

Example: If your eGift program ID is "#######", then:

= To render the Moneris eGift iFrame in English, you would embed the iFrame code containing your
"English" URL: https://vgdelivery.com/VirtualGiftCard?Programld=##t#####&currentCulture=0

= To render the Moneris eGift iFrame in French, you would embed the iFrame code containing your
"French" URL: https://vgdelivery.com/VirtualGiftCard?Programld=####i#&currentCulture=1

4. When you are finished, the Moneris eGift iFrame should be deployed to your ecommerce site as shown in
the "English" example below. (Customers visiting your site can order eGift cards as described in Placing an
order on page 40.)

SIGN IN
<PRODUCT 1> | <PRODUCT 2> | <PRODUCT 3 > | < eGIFT CARDS >

< Your business name >'s eGift Cards

e €GIFT CARDS
SUB-PAGE

< Your business name >

GIFT CARD @ MONERIS eGIFT iFRAME

5. Continue the How to get started steps (page 6).
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Configuring
a Promotion

In this section, we describe everything you need to
know to configure a new promotion for your eGift
card program.



Promotional eGift card feature

If you configure a promotion for your eGift card program, you can reward qualifying eGift card purchasers with
one or more free promotional eGift cards (funded by you), which they can use instore or online to purchase your
goods/services.

How the promotion works

If your promotion is active, a "PROMOTION" panel displays at the top of your Moneris eGift iFrame (shown
below). This panel advertises the opportunity for purchasers to receive a promotional eGift card for themselves
if an eGift card item in their order equals the promotion purchase threshold set for your program. Promotional
cards expire on a date that is based on the redemption period you configure for your promotion.

< Your business name >'s eGift Cards
[i ]— * Promotion panel text:
"PROMOTION

Purchase a SAA eGift Card by mm dd,yyyy and get a

free SAA promotional eGift card for yourself! The
e promotional eGift card is redeemable for up to mm
dd, yyyy."

Entarrsabact  vaba

epr

o | s

Choose yaur delivery method

[a]

Once we successfully process and complete a purchaser's qualifying order, we load* and send one or more
promotional eGift cards to the email address registered by the purchaser when they submitted their order
(see The order process described on page 38).

How to configure your promotion

= To configure and activate a new promotion, see Configuring a new promotion (page 24).

= To update an active promotion, see Updating an active promotion (page 30).

= To force-stop an active promotion prior its configured end date, see Force-stopping an active promotion
(page 34).
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Configuring a new promotion

The steps below describe how to configure and activate a new promotion for your eGift card program (for more

about how the promotion works, see Promotional eGift card feature on page 23).

Important! If you are setting up your Moneris eGift iFrame for the first time, please ensure that you follow

the How to get started steps on page 6.

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When the homepage displays (shown below), click on Card Management in the menu bar.

Moneris@

Welcome < Firstname Lastname > Log Out

Welcome to the self-serve Client Portal.

The portal can be used to access and manage your program card information. The tabs on the top
menu can be used to navigate through the portal. Users may see different tabs based on the role and
authority level assigned to them,

Home Brings you back to this welcome page

My Profile Enables you to see and medify your user profile, including leg in ID,
password and security questions.

Cardholders Displays real-time information for your cardholders, including profile,
card status, account balance, and up-to-date transaction history.

User Management Is available for users with an Admin role. Enables administrators to add
and manage other users.

Reports Enables you to view reports with details on your customers as well as
vour loyalty rewards program.

Card Management Allows users to complete batch card activations if they run a gift card
program.

3. When the "Actions" navigation pane displays (shown below), click on eGift Program Management.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download

The service will process in real time requests for 500 cards or less; if the request contains more than

Batch Activation 500 cards, this service will forward it via email to the Gift & Loyalty Support who will complete it
within 48 business hours.

View Request History

The service requires the user to provide full card numbers. Depending on your program configuration
these numbers can have a total Length between 8 and 19 digits, When submitting a batch activation
request please take into consideration that the range of cards in your request has to be continuous.

Confieure Batch Activation

Cancel Request

Cancel Batch Activation The user that requests batch activations will receive email notifications when the request status is
— updated. Through the "Configure Batch Activation” menu link the user also has the option to add other
£Gift Card recipients to the service notification list.

Queued Orders

<Gift Program Management

© WYY VYYY Moneris Solutions Corporation. All rights reserved.

Cardholders | User Management | Reports | My Download | Card Management

Email Gift & Loyalty Support
Enter your subject here:

Enter your message here:

4

If you prefer to be contacted by phone,
enter your phone number here:

L 1

y¥yy Maneris Solutions Corparation. All rights reserved.

Welcome < Firstname Lastiame > Log Out
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When the "eGift Program List" page displays (shown below), click on the program ID of the eGift card
program for which you want to configure a promotion.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | JeIERIEREREY BT

Welcome < Firstname Lastname > Log_Qut

Bateh Activation eGift Program List
View Bequest History Select a program to configure a promation or update card images.
Configure Batch Activation Frogram ld Program Name

0000000 < Program name > Gift Gard
Cancel Request

Cancel Batch Activation

eGift Card

Queued Orders

Tracking Program Errors

€Gift Program Management

© WYY -Y¥¥Y Moneris Solutions Carporation. Al rights reserved.

When the "Promotions - < your program ID >" page displays (shown below), click on the
Configure New Promotion button.

Note: You may have one or more active or expired promotions listed on your page.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

€Gift Program Management

Welcome < Fisstname Lastname > Log Out

€Gift Program Management > View Promotions

Promotions - 0000000

£Gift Card Images
lanagement

Configure New Promaticn

Start Date End a  Threshold Value . . Status . Actions
v Date ¥ * * B

Card a  Cardslssued Cards.
Value v Remaining

There are no promotions. Configure a promotion today!

® yyyy - yyyy Moneris Solutions Corporation. All rights reserved.
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6. When the "Configure new promotion - < your program ID >" page displays (shown below), go to the next
step.

Out

Firsiname Lasiname > Lg8 QUL

Moneris

eGift Program Management > View Promotions > Configure New Promotion - 0000000

Configure New Promotion - 0000000

Batch Activation

quest History e —
| Submit | [ Reset |

Configure Batch Activation
Cancel Request Promotion Details Promotion Settings Promotion Period @
Cancel Batch Activation Promotion Name (En) Promotion Card Value () Start Date (DD/MM/YYYY)
£Gift Card ‘
OQueued Orders Promotion Name (Fr) - Cptional Purchase Threshold (5) @ End Date (DD/MM/YYYY) @
Tracking Program Errors

Description (En) (internal) € Card Quota @

£Gift Program Management ‘ Redemption Period £

Days After Activation

300/300 characters

Or
Description (Fr) (internal) - Optionat @ Start Date (DD/MM/YYYY)
‘ End Date (DD/MM/YYYY)
500/500 characters
Promotion Card Images
eGift Card Images Apple Wallet Strip image
© ¥¥YY - ¥¥¥¥ Moneris Solutions Corporation. All rights reserved.

7. Goto the "Promotion Details" area (shown above), and enter the descriptive details of this promotion:
a. Inthe Promotion Name (En) field, enter the promotion name in English.
b. Inthe Promotion Name (Fr) field, optionally enter the promotion name in French.
c. Inthe Description (En) (internal) field, enter the promotion description in English.

d. Inthe Description (Fr) (internal) field, optionally enter the promotion description in French.

8. Go to the "Promotion Settings" area (shown above), and configure the promotion purchase threshold; card
value; and card quota:

a. Inthe Promotion Card Value ($) field, enter the dollar amount to load on any eGift card that is sent as
part of this promotion.

b. Inthe Purchase Threshold ($) field, enter the purchase amount (i.e., for one eGift card item) that must
be equalled or exceeded to qualify a purchaser to receive an eGift card for this promotion.

Note: The purchaser would receive a free promotional eGift card for each qualifying item that they
included in their order.
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9.

10.

c. Inthe Card Quota field, enter the maximum number of eGift cards that you want to be made available
as part of this promotion (e.g., if your promotional budget is $2000, and you are offering $10
promotional eGift cards, you would enter "200" into this field to limit the number of promotional eGifts
to match your budget).®

Go to the "Promotion Period" area (shown on previous page), and set the date range for which you want the
promotion to be active:

Note: When the promotion is active, it will be advertised on your Moneris eGift iFrame (see Placing an
order on page 40).

a. Click on the Start Date field, and select the promotion start date (dd/mm/yyyy).

Note: The start date must be at least two days from the date on which you are configuring the
promotion.

b. Click on the End Date field, and select the promotion end date (dd/mm/yyyy).

Go to the "Redemption Period" area (shown on previous page), and set the date range during which the
promotional cards will be redeemable at your point of sale. You have two options:

Note: Once the redemption period passes for a promotional eGift card, we deactivate the card regardless
of the remaining balance.

To set the redemption period based on card activation date:

a. Inthe Days After Activation field, enter the number of days the card should remain active following card
activation.

Note: Card activation occurs on the date that the order is approved (auto-approved or manually
approved). We send the promotional card to the purchaser via their notification on the same day as card
activation.

To set a redemption period start date and end date that is independent of card activation date:
a. Click on the Start Date field, and select a redemption period start date (dd/mm/yyyy).

Note: The start date must be on or after the promotion activation date (defined in step 9 above).

b. Click on the End Date field, and select a redemption period end date (dd/mm/yyyy).

Note: After the last day of the specified redemption end date, the cards for this promotion will be auto-
deactivated regardless of their card balance.
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11. Go to the "Promotion Card Images" area (shown below) and upload the image(s) that you want to feature
on promotional eGift cards for this promotion:

Note: The same card image will be featured on all promotional cards issued for this promotion regardless
of whether customers submit their eGift card orders through the English or French deployment of the
Moneris eGift iFrame.

Important! Please ensure the image(s) that you want to upload are formatted according to the
specifications outlined in Image file specifications (page 18).

End Date (DD/MM/YYYY)

Prometion Card Images

Gift Card Images Apple Wallet Strip image

® EMPTY IMAGE PLACEHOLDER

\anerts Solutions Corporation. All rights reserved.

To upload an image using "drag-and-drop": To upload an image using file manager dialog:

a. Locate the desired image (JPEG, PNG or GIF file | - Click onthe "eGift Card Images” placeholder
type) on your drive. (shown below) to launch your device's file

manager dialog.

b. Drag the image file over the "eGift Card Images" | b, Locate the desired image (JPEG, PNG or GIF file
placeholder (shown above), and release the type), and click on it.
image.

12. When the preview image displays (shown below), do any of the following:

< Your business name >
eGIFT CARD

FRAME BORDERS

"EDIT TOOLS" PANEL
Cancel

H n H n H @ . .
= To rotate the image, go to the "edit tools" panel, and click on the Rotate . button until you achieve
the desired orientation.

= To proceed with this image, click on the Ok button.
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13. Upload the Apple Wallet version of the image to the "Apple Wallet Strip image" placeholder (shown below).

Note: To upload the image, click on the "Apple Wallet Strip image" placeholder, and upload the image
using the same methods that you did in the previous steps.

End Date (DD/MM/YYYY)

Prometion Card Images

Gift Card Images Apple Wallet Strip image

< Your business name > [ EMPTY PLACEHOLDER

eGIFT CARD

\aneris Solutions Corporation. All rights reserved.

14. When you are finished, click on the Submit button to save your settings and activate the promotion.

Important! Once you activate the promotion, you may subsequently update the card quota setting or
force-stop the promotion (otherwise you can wait for the promotion to finish).

15. When the "Successfully created the promotion" response displays, the operation is complete.

Moneris® eGift Card Program Reference Guide
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Updating an active promotion

The steps below describe how to update the card quota setting and/or the end date of an active promotion.

Note: For more on the promotion feature, see Promotional eGift card feature (page 23).

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When the homepage displays (shown below), click on Card Management in the menu bar.

Moneri s@

Cardholders | User Management | Reports | My Download | Card Management

Welcome to the self-serve Client Portal. Email Gift & Loyalty Support
The portal can be used to access and manage your program card information. The tabs on the top
menu can be used to navigate through the portal. Users may see different tabs based on the role and
authority level assigned to them,

Enter your subject here:

Enter your message here:
Home Brings you back to this welcome page.

My Profile Enables you to see and medify your user profile, including leg in ID,
password and security questions.
4
cardnolders Displays real-time information for your cardholders, including profile,  If you prefer to be contacted by phone,
card status, account balance, and up-to-date transaction history. enter your phone number here:
User Management. Is available for users with an Admin role. Enables administrators to add
and manage other users.

Reports Enables you to view reports with details on your customers as well as
vour loyalty rewards program.

Card Management Allows users to complete batch card activations if they run a gift card
program.

© yyyy-yyyy Maneris Solutions Corporation. All rights reserved.

3. When the "Actions" navigation pane displays (shown below), click on eGift Program Management.

Welcome < Firsiname Lastname > Log Out
Moneri s@

Home | My Profile | Cardholders | User Management | Reports | My Download

The service will process in real time requests for 500 cards or less; if the request contains more than
Batch Activation 500 cards, this service vl forward it via email to the Gift & Loyalty Support who will complete it
within 43 business hours.
 View Request History
The service requires the user to provide full card numbers, Depending on your program configuration,
Configure Batch Activation these numbers can have a total Llength between 8 and 19 digits. When submitting a batch activation

request please take into consideration that the range of cards in your request has to be continuous.
Cancel Request

Cancel Batch Activation The user that requests batch activations will receive email notifications when the request status is
— updated. Through the "Configure Batch Activation” menu link the user also has the option to add other
£Gift Card recipients to the service notification list.

Queued Orders

Gift Program Manseement

© YYYY - ¥¥¥¥ Moneris Solutions Corporation. All rights reserved,
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When the "eGift Program List" page displays (shown below), click on the program ID of the eGift card
program for which you want to update a promotion.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download |[NelERIERERES T

Wielcome < Firstname Lastname > Log Out

Bateh Activation eGift Program List
View Request History Select a program to configure a promation or update card images.
(Configure Batch Activation Program Id Program Name

0000000 < Program name > Gift Gard
Cancel Request

Cancel Batch Activation

€Gift Card

Queued Orders

Tracking Program Errors

€Gift Program Management

© WYY -Y¥¥Y Moneris Solutions Carporation. Al rights reserved.

When the "Promotions - < your program ID >" page displays (shown below), locate the "Active" promotion
that you want to update, and click on its View hyperlink under the "Actions" column.

Note: Active and expired promotions are listed by "Start Date" (yyyy-mm-dd; hh:mm AM/PM), "End
Date"(yyyy-mm-dd; hh:mm AM/PM), "Threshold Value" (qualifying eGift card purchase amount), "Card
Value" (amount loaded on every promotional card), "Cards Issued" (number of cards issued for during this

promotion), "Cards Remaining" (number of cards remaining from card quota), and "Status" ("Expired" or
"Active").

Welcome < Firsthame Lastname > Log Out

. @ If the up/down # icon displays beside a
Moneris

header, you can click on the icon to re-sort
Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management the list in ascending/descending order.

€Gift Program Management » View Promotions

£Gift Program Management

Promotions - 0000000
£Gift Card Images Configure New Promotion
Management

Start Date Enabate .  Threshold .  Cara . Carcs cards . staws,  Acions
- * value T Value * lssued Remaining  * * c—
Jyyy-mm-dd yyyy-mmedd SAAAA $ARAA # « sctive View
hmm AMIPM hmm AMPM
pyyy-mim-dd yyvy-mm-dd SAAAA SALAA # # Expired  Yiew
Phmm AMIPM hhmm AMPM
yyyy-mim-dd Yyyy-mm-dd SAAAA SALAA # [ Expired  View
Hhimm AM/PM Hmm AMPM
yyyy-mm-dd Jyyy-mm-dd sanaA sannn # ¥ Bgired  View
Hhimm APM Hmm AMPM

© ¥¥¥¥ - ¥¥¥¥ Moneris Solutions Corporation. All rights reserved.
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date as desired:

Moneris@

When the "Promotion details" page displays (shown below), update the card quota and/or promotion end

Welcome = Firstname Lastname > Log Out

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Batch Activation

View Reguest History

Configure Batch Activation
Cancel Request

Cancel Batch Activation
€Gift Card

Queued Orders

Tracking Program Errors

eGift Prosram Management

Card Quota

eGift Program Management > View Promotions > Promotion Details

Promotion Details

Promotion Details

Promotion Name (En)
< Promotion name >

Promotion Name (Fr) - Optional

Description (En) (internal) €
< Description name >

5007300 characters

Description (Fr) (internal) - Optionat @

5007500 characters

Promotion Card Images

eGift Card Images

< Your business name >

eGIFT CARD

Promotion Settings

Promotion Card Value (5)
AA

Purchase Threshold (5) @
AR

Card Quota @

Apple Wallet Strip image

< Your business
eGIFT CARD

Promotion Period @

Start Date (DD/MM/YYYY)
dd/mm/fyyyy

End Date (DD/IM/YYYY) @
dd/mmi/yyyy

Redemption Pericd €

Days After Activation
AA

Or

Start Date (DD/MM/YYYY)

End Date (DD/MM/YYYY)

© ¥Y¥Y - ¥¥¥¥  Moneris Solutions Corporation. All rights reserved.

a. Inthe Card Quota field, edit the maximum number of eGift cards that you want to send as part of this
promotion (e.g., if your promotional budget is $2000, and you are offering $10 promotional eGift cards,
you would enter "200" into this field to limit the number of promotional eGifts to match your budget).®

End date

a. Click on the End Date field, and select the new promotion end date (dd/mm/yyyy).

Note:

You must select a date that occurs after the currently set promotion end date. You cannot select

promotion end date that occurs two days prior to currently configured end date.

6 A buffer of 25 promotions eGift cards will be available for this promotion over and above the maximum number of cards that you set. The buffer cards

will be used under these conditions: 1) if multiple qualifying orders are queued that deplete your inventory of promotion cards; or 2) if an individual order
qualifies for multiple promotion cards that exceed the quantity of available promotion cards

Moneris® eGift Card Program Reference Guide
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7. When you are finished, click on the Update button.

8. When the "Are you sure you want to update this promotion?" dialog displays, click on its Yes button.

Update Promotien

Are you sure you want to update this
promotion?

Promotion will be updated immediately

9. When the "Promotion updated successfully" response displays, the operation is complete.
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Force-stopping an active promotion

The steps below describe how to force-stop (end) an active promotion prior to its configured end date.
Promotional cards issued during this promotion will still be redeemable until they have expired per the
redemption period set for this promotion.

Note: For more on the promotion feature, see Promotional eGift card feature (page 23).

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When the homepage displays (shown below), click on Card Management in the menu bar.

Welcome < Firstname Lastname > Log Out
Moneri s@

Cardholders | User Management | Reports | My Download | Card Management

Welcome to the self-serve Client Portal. Email Gift & Loyalty Support
The portal can be used to access and manage your program card information. The tabs on the top Enter your subject here:
menu can be used to navigate through the portal. Users may see different tabs based on the role and

authorty level assgned to the. [

Enter your message here:

Home: Brings you back to this welcome page N
My Profile Enables you to see and modify your user profile, including log in ID,
password and security questions.
4
Cardholders Displays real-time information for your cardholders, including profile,  If you prefer to be contacted by phone,
card status, sccount balance, and up-to-date transaction history. enter your phone number here:

L 1

User Management Is available for users with an Admin role. Enables administrators to add
and manage other users.

Reports Enables you to view reports with details on your customers as well as
vour loyalty rewards program.

Card Management Allows users to complete batch card activations if they run a gift card
program.

y¥yy Maneris Solutions Corparation. All rights reserved.

3. When the "Actions" navigation pane displays (shown below), click on eGift Program Management.

Wielcome < Firstname Lastname > Log Out.
Moneri s@

Home | My Profile | Cardholders | User Management | Reports | My Download
[rcions [ S —

The service will process in real time requests for 500 cards or less; if the request contains more than

Batch Activation 500 cards, this service will forward it via email to the Gift & Loyalty Support who will complete it
within 48 business hours.

View Request History

The service requires the user to provide full card numbers. Depending on your program configuration
these numbers can have a total Length between 8 and 19 digits, When submitting a batch activation
request please take into consideration that the range of cards in your request has to be continuous.

Confieure Batch Activation

Cancel Request

Cancel Batch Activation The user that requests batch activations will receive email notifications when the request status is
— updated. Through the "Configure Batch Activation” menu link the user also has the option to add other
£Gift Card recipients to the service notification list.

Queued Orders

eGift Program Mansgement

© WYY VYYY Moneris Solutions Corporation. All rights reserved.
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When the "eGift Program List" page displays (shown below), click on the program ID of the eGift card
program for which you want to update a promotion.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | JeIERIEREREY BT

Wielcome < Firstname Lastname > Log Out

R — eGift Program List
ST Select a program to configure a promation or update card images.
Configure Batch Activation pperosld (LT

0000000 < Program name > Gift Card
Cancel Request
Cancel Batch Activation
Gift Car

Queued Orders

Tracking Program Errors

€Gift Program Management

© WYY -Y¥¥Y Moneris Solutions Carporation. Al rights reserved.

When the "Promotions - < your program ID >" page displays (shown below), locate the "Active" promotion
that you want to end, and click on its View hyperlink.

Note: You may have one or more promotions (expired or pre-active) listed on your page.

Weicome < Firstname Lastname > Log Out

If the up/down # icon displays beside a
Moneris header, you can click on the icon to re-sort

the st n ascencin/descending order.

€Gift Program Management > View Promotions

£Gift Program Management

Promotions - 0000000 5
RIS Configure New Promation
Tiansgement

Start Date EndDate ,  Threshold ,  Card . Cards Ccards . Status . Actions .—
- * Ve * Value ¥ Issued Remaining ~ © ®

Jyyy-mm-dd Vyyy-mm-dd SAAAR $ARAR # # Active View

o AM/EM hiznm AWM

yyyy-mm-gd yyyy-mm-ga SAAAA SAAAA # # Expired  View

hhemm AMPM i AMZPM

Yyyy-mm-ad pyy-mm-dd SAAAA SAAAA # 1 Expired  View

e AM/PM hhim ANPM

yyyy-mm-dd yyyy-mm-dd SAAAA SAAAA # # Expired  View

hemm AM/PM hhzmm AWM

© Y9 - ¥y Moneris Solutions Corporation. All rights reserved.
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Moneris@‘

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Batch Artivation
View: Request History,
Confizure Batch Activation

Cancel Request

Cancel Batch Activation
€Gift Card
Queued Orders

Tracking Program Errors

£Gift Frogram Management

eGift Program Management > View Promotions > Promotion Details

Promotion Details

Promotion Details

Promotion Name (En)
< Promotion name >

Promotion Name (Fr) - Optional

Description (En) (internal) €
< Description name >

Promotion Settings

Promotion Card Value (5)
AA

Purchase Threshold (5) @
AA

Card Quota @

When the "Promotion details" page displays (shown below), click on the End now button.

Wielcome < Firstname Lastname > Log Out

Promotion Period @

Start Date (DD/MM/YYYY)
dd/mmiyyyy

End Date (DD/MM/YYYY) @
dd/mm/yyyy

Redemption Pericd €

Days After Activation
AA

500/500 characters
- o
Description (Fr) (internal) - Optionat @ Start Date (DD/MM/YYYY)
End Date (DD/MM/YYYY)

5007500 characters

Promotion Card Images

eGift Card Images

Apple Wallet Strip image

< Your business name >
eGIFT CARD

< Your business name >

eGIFT CARD

© ¥¥¥Y - ¥¥¥y  Moneris Solutions Corporation. All rights reserved.

7. When the "Are you sure you want to end this promotion?" dialog displays, click on its Yes button.

End Promotion

Are you sure you want to end this
promotion?

This will end the promotion immediately

8. When the "Promotion deleted successfully" response displays, the operation is complete.

Note: When your screen refreshes back to the "Promotions - < your program ID >" page, the promotion
that you just force-stopped will now indicate an "Expired" status.
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Shopping for
eGift Cards

In this section, we go over everything you need to
know regarding how your customers place their
eGift card orders through the Moneris eGift iFrame,
including any actions you may be required to take to
ensure a successful order fulfillment.



The order process described

This section below describes in detail each phase of the eGift card order process from the point at which the
customer accesses your Moneris eGift iFrame to the point at which the recipient receives their eGift card.

1. The purchaser adds one or more items to their shopping cart and submits their order through the Moneris
eGift iFrame (for details, see Placing an order on page 40).

2. We immediately send the purchaser's debit/credit card data through the Moneris Gateway to be processed
as a Preauthorization transaction, which will lock the funds until the order is approved or rejected.

3. The purchaser waits for the Moneris eGift iFrame to display a confirmation response:

"Order Placed!" confirmation response:

If the "Order Placed!" confirmation response displays (shown below), it means the we successfully
processed an approved Preauthorization, and we will allow the order to proceed to the next phase in the
order process (continue at step 4 below).

< Your business name >’s eGift Cards

= Response text:
"Order Placed! Status updates for this order will be sent to
@ < purchaser@domain.com >.

Order Placed ! »  Optional user action:
T Update ol order il be et 0 The purchaser can submit another order by clicking on the
Buy another gift card button (continue at Placing an order on

ot 40)

"Payment Declined" dialog:

If the "Payment Declined" dialog displays (shown below), it means we could not process an approved
Preauthorization with the purchaser's debit/credit card and/or billing details.

C < = Dialog text:
Payment Declined "Payment Declined: We are unable to process
We are unable to process your order. Please ensure your payment information, including your your order. Please ensure your payment
billing address, is correct and try again. information, including your billing address, is

correct and try again."

=  Optional user action:
The purchaser can click on the dialog's "Close" X
icon, whereupon the Moneris eGift iFrame
returns to the "Billing" page so that the
purchaser can re-enter their billing details and
re-submit their order (see Entering the billing
details on page 44).

4. We auto-approve the order and complete it, or we route the order to the queue for pending review:
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If the order is auto-approved/manually approved:

a. We process a Completion (Capture) transaction to close the Preauthorization and release the funds for
settlement.”

b. We send an order summary/receipt notification to the purchaser:

= |f order is auto-approved, we send the "Thank you for shopping with us!": order summary
notification (see page 72).

= |f the order is manually approved, we send the "Thank you for shopping with us!": order approved
notification (page 71).

c. If one or more items in the order qualifies the purchaser to receive a promotional eGift card,® we send
them a "Thank you for your purchase" notification (see page 73), which contains a link to their card.

d. Perthe delivery date specified in the order, we send a "Recipient, you've received a SAA eGift Card!"
notification (see page 74) to the eGift card recipient(s).® The notification contains a link to their card.

Note: See also "Order Details" page: processed order (page 100).

If we route the order to the queue

Note: Routing occurs if the order purchase equals or exceeds the purchase amount threshold set for your
program (see Purchase amount threshold on page 79).

a. We send a "Pending Order" notification (see page 66) to you/administrator users to inform you about
the newly queued order.

b. We send a "Thank you for shopping with us!": order pending review notification (see page 70) to the
eGift card purchaser to inform them about the status of the order.

c. You/your administrator users must access the Client Portal and manually approve or reject the order
(see Viewing queued eGift card orders on page 80):

= |f you approve the order, continue in If the order is auto-approved/manually approved above.

= |f you reject the order:
i. We release the locked funds by processing a zero-dollar Completion (Capture) transaction,
which cancels the original Preauthorization.

ii. We send the "Order Cannot Be Completed" notification (see page 69) to the purchaser to
inform them that we could not complete their order.

Note: See also "Order Details" page: rejected order (page 104).
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Placing an order
The steps below describe what a customer (purchaser) needs to do to place an eGift card order.

Note: Placing an order is the first phase in the overall order process (see The order process described on page
38).

Launching the sub-page?? containing the Moneris eGift iFrame

The purchaser clicks on the HTML hyperlink on your ecommerce site to launch the sub-page containing the
embedded Moneris eGift iFrame (shown below).

< Your business name >’s eGift Cards

The "PROMOTION" panel displays if a promotion is active for soco @
your eGift card program (see Promotional eGift card feature on (
page 23). f

Purchase a $AA eGift Card by mm dd, yyyy and get a free $AA promotional

eGift card for yourselfl The ional eGift card is red: ble up to mm dd,

Yyyy -

Customizing the card

In the "Customize your gift card" panel (shown here), the
purchaser does the following: Customize your gift card

1. The purchaser clicks on the thumbnail card image that
they want to feature on the eGift card they are ordering.

Note: For instructions on how to upload card images < Your business name >
for the purchaser to select, see Uploading a card image €GIFT CARD

(page 12).

THUMBNAIL CARD IMAGES
1

2. Inthe Enter/Select a value field, the purchaser enters

the dollar amount to load on the eGift card, or they click Enter/Select 2 value
on a pre-selected amount (e.g., $10 or $25). B | $10 || 52 |
Enter whole amount between $1 - $500
Quantity
3. Inthe "Quantity" drop-down, the purchaser selects the 1.

number of eGift cards (1, 2, 3, 4,...15) that they want to
send to a recipient per the customizations that they
selected in the previous steps.

Choose your delivery method

Text Message

Choosing a delivery (notification) method Recipients Emall

1. Inthe "Choose your delivery method" panel (shown
here), the purchaser does the following:

Recipient's name

a. To enable card delivery by email, the purchaser clicks Purchaser's nama
on the Email button, or they click on the Text
Message button for delivery by SMS text. Message
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b. If the purchaser selects the "Email" option, they enter Recipient's Email
the recipient's email in the Recipient's Email field. If

the purchaser selects the "Text Message" option, they Recipient's name
enter the recipient's phone number in the Recipient's
Phone ﬁ6|d. Purchaser's name

c. Inthe Recipient's name field, the purchaser enters the
recipient's name (e.g., first name or nickname) Message

d. Inthe Purchaser's name field, the purchaser enters
their own name (the recipient will receive a Deleny Date (MM/DDAYYY)
notification indicating the eGift card is from the S
name entered here).

e. Inthe Message field, the purchaser optionally
enters a personal message to include in the
delivery (notification).

f. In the purchaser wants the card to be delivered
on a date other than today, they click on the
calendar & icon in the Delivery Date (MM/DD/YYYY)
field, and select a desired date on the displayed calendar.

g. Continue at Proceeding to checkout, or adding another item (page 42).

B

Add to Cart Proceed to Checkout
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Proceeding to checkout, or adding another item

Once the purchaser customizes their card (see Customizing the card on page 40) and selects their delivery
method (see Choosing a delivery (notification) method on page 40), they choose whether to proceed to the
checkout or add another item to their shopping cart as described below:

To proceed to the checkout:

Delivery Date (MM/DD/YYYY)

1. The purchaser clicks on the Proceed to Checkout button. mmddiyyyy

B

2. Continue in Reviewing the shopping cart contents (page
) "

To add one or more new items to the cart:
1. The purchaser clicks on the Add to Cart button.

2. When the customization and delivery page refreshes,
continue in Customizing the card (page 40).
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Reviewing the shopping cart contents

When the purchaser opts to proceed to the checkout (see Proceeding to checkout, or adding another item on
page 42), the Moneris eGift iFrame displays the order summary, which lists the recipient name and email
address, delivery date (mm-dd-yyyy), and quantity per shopping cart item.

The purchaser reviews their order and can edit their cart as described below.

Note: If your eGift card program is configured with a promotion and one or more items in the order qualifies
(see Promotional eGift card feature on page 23), the shopping cart summary will also list one or more "Free"
promotional cards for the purchaser.

SHOPPING CART: WITHOUT PROMOTIONAL CARD SHOPPING CART: WITH PROMOTIONAL CARD

< Your business name >’s eGift Cards < Your business name >’s eGift Cards
sAA 1@ Ao O

1 Item(s) 2 ltem(s)

< Recipient name > CABAA

< Recipient name > CASAA % < recipient@demain.com =
< recipient@domain.com = Delivery date : Month dd, yyyy

Delivery date : Month dd, yyyy A Edit W Delete 1 v

SAAeGift cardis) will be sent after 1x Free
checkout

Subtotal ~ CASAA

Continue shopping Proceed
Continue shopping Proceed

/' Edit & Delete 1 ~

Subtotal ~ CASAA

To proceed with the order as is:
1. The purchaser clicks on the Proceed button.

2. Continue in Entering the billing details (page 44).

To edit an item in the shopping cart:
1. The purchaser locates the item they want to edit and clicks on its #° Edit option.

2. Continue in Editing an item in the shopping cart (page 47).

To delete an item in the shopping cart:
1. The purchaser locates the item they want to delete and clicks on its # Delete option.

Note: If the "Your cart is empty Add a gift card to get started" response displays, the purchaser clicks on
the Continue shopping button. The Moneris eGift iFrame refreshes back to the card customization and
delivery page so that the purchaser can start their order again (continue in Customizing the card on page 40).

To add one or more items to the shopping cart:
1. The purchaser clicks on the Continue Shopping button.

2. The Moneris eGift iFrame refreshes back to the card customization and delivery page so that the purchaser
can add one or more items (continue in Customizing the card on page 40).
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Entering the billing details

Once the purchaser opts to proceed with their current shopping cart items (see Reviewing the shopping cart

contents on page 43), the Moneris eGift iFrame displays the "Billing" fields (shown below).
The purchaser enters their cardholder billing details as described below.

Note:

submitting their order.

1.

2
3
4.
5

10.

11.

12.

In the First Name field, the purchaser enters their first name.
In the Last Name field, the purchaser enters their surname.

In the Email field, the purchaser enters their email address.!
In the Phone field, the purchaser enters their phone number.

In the Ext. field, the purchaser optionally enters their phone
extension.

In the Address Line 1 field, the purchaser enters their street
address.!?

In the Address Line 2 field, the purchaser enters their unit or
apartment number if applicable.

In the "Country" drop-down, the purchaser selects their
country (e.g., CANADA).

In the City field, the purchaser enters their city.

In the "Province/State" drop-down, the purchaser selects their
province/state (e.g., Ontario).

In the Postal Code/Zip Code, the purchaser enters their
postal code/ZIP code.

The purchaser does one of the following:

To proceed with the order as is:
a. The purchaser clicks on the Proceed to checkout button.

b. Continue in Entering the payment details (page 45).

To add one or more items to the shopping cart:

a. The purchaser clicks on the Continue shopping button.

The purchaser will be redirected back to this page if they receive a "Payment Declined" response upon

< Your business name >’s eGift Cards

san= 10

Billing

First Name Last Name

Email

Phone Ext(Optional)

Address Line 1

Address Line 2 (Optional)

City Country

CANADA

Province/State Postal/Zip Code

Select your province/state v

Continue shopping Proceed to checkout

b. When the page refreshes, continue in Customizing the card (page 40).
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Entering the payment details

Once the purchaser enters their billing details (see Entering the billing details on page 44), the Moneris eGift
iFrame displays the payment fields (shown below).* The purchaser enters their payment details as described
below.

Note: If the purchaser wants to edit their billing details, they click on Back to return to the "Billing" fields (see
Entering the billing details on page 44).

1. Inthe Cardholder Name field, the purchaser enters their i ]
. . . . < Your business name >’s eGift Cards .0
name as printed on their debit/credit card. $AA=0 0

2. Inthe Card Number field, the purchaser enters their full
debit/credit card number (PAN).

3. Inthe MMYY field, the purchaser enters their debit/credit =
card expiry date (mm/yy). Carcholder Name
4. Inthe CVV field, the purchaser enters their debit/credit Card Number

card's 3- or 4-digit card verification value.

MMYY cw@®@

5. The purchaser clicks on the Checkout button.

6. The purchaser waits for a confirmation response (continue
in Waiting for the confirmation response on page 46).

Total $10.00

Back

*By clicking Checkout, it means you accept the Terms & Conditions
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Waiting for the confirmation response

Once the purchaser enters their payment details and submits their order (see Entering the payment details on
page 45), the Moneris eGift iFrame displays a confirmation response or a declined response:

"Order Placed!" confirmation response:

If the "Order Placed!" confirmation response displays (shown below), it means the we successfully processed a
Preauthorization with the purchaser's debit/credit card information, and we will allow the order to proceed to
the next phase in the order process (continue at step 4 in The order process described on page 38).

< Your business name >’s eGift Cards

©

Order Placed ! @

Status updates for this order will be sent to
< purchaser@domain.com >,

Buy another gift card
_ @

"Payment Declined" dialog:

Response text:
"Order Placed! Status updates for this order will
be sent to < purchaser@domain.com >.

Optional user action:

The purchaser can submit another order by
clicking on the Buy another gift card button
(continue in Placing an order on page 40).

If the "Payment Declined" dialog displays (shown below), it means we could not process an approved
Preauthorization with the purchaser's debit/credit card and/or billing details.

Payment Declined

We are unable to process your order. Please ensure your payment information, including your

billing address, is correct and try again.

= Dialog text:
"Payment Declined: We are unable to
process your order. Please ensure your
payment information, including your billing
address, is correct and try again."

= QOptional user action:
The purchaser can click on the dialog's

"Close" X icon, whereupon the Moneris eGift

iFrame returns to the "Billing" page so that
the purchaser can re-enter their billing
details and re-submit their order (see
Entering the billing details on page 44).
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Editing an item in the shopping cart

If the purchaser opts to edit an item in their shopping cart (see Reviewing the shopping cart contents on page
43), the Moneris eGift iFrame redirects the purchaser back to the customization and delivery page
(shown below) so that they can edit one or more order details as described below.

1. The purchaser can edit one or more "Customize your gift
card" settings (shown here):

a. To change the eGift card image, the purchaser clicks
on the desired thumbnail card image.

b. To change the dollar amount loaded on the card,
purchaser can enter a new value in the Enter/Select a
value field or they can click on a pre-selected amount

< Your business name >’s eGift Cards

$Anc0 1O

(g‘&f Purchase a$AA eGift Card by mm dd, yyyy and get a free $AA promotional
eGift card for yourself! The promotional eGift card is redeemable up to mmdd,

YYYY -

Customize your gift card

< Your business name >
eGIFT CARD

(e.g., $10 or $25). |

THUMBNAIL CARD IMAGES

c. To change the quantity of cards, the purchaser clicks
on "Quantity" drop-down and selects the number of
eGift cards (1, 2, 3, 4,...15) that they want to send to a
recipient per the customizations selected in the
previous steps.

2. The purchaser can edit one or more "Choose your
delivery method" details (shown here):

a. The purchaser clicks on the Email button to select
delivery (notification) by email, or they click on the
Text Message button for delivery by SMS text.

b. If the purchaser selects the "Email" option, they enter
the recipient's email in the Recipient's Email field. If
the purchaser selects the "Text Message" option, they
enter the recipient's phone number in the Recipient's
Phone field.

c. Inthe Recipient's name field, the purchaser enters
the recipient's name (e.g., first name or nickname).

Enter/Select a value
- (o0 [
Enter whole amount between $1 - $500

Quantity

# -

Choose your delivery method

l Email | Text Message

Recipient’s Email Recipient's Phone

< recipient@domain.com > 000-000-0000
Recipient's name

< Recipient name >

Purchaser's name

< Purchaser name >

Message

< Personal message text >

Delivery Date (MM/DD/YYYY)

mm/ddiyyyy B

ﬂ coree
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d. Inthe Purchaser's name field, the purchaser enters
their own name (the recipient will receive a notification
indicating the eGift card is from the name entered
here).

e. Inthe Message field, the purchaser optionally enters a
personal message to include in the delivery.

f. In the purchaser wants the card to be delivered on a
date other than today, they click on the calendar Elicon
in the Delivery Date (MM/DD/YYYY) field, and select a
desired date on the displayed calendar.

3. The purchaser clicks on the Save button.

4. Continue at Reviewing the shopping cart contents (page 43).

Purchaser’s name

< Purchaser name >

Message

< Personal message text >

Delivery Date (MM/DD/YYYY)

mm/ddiyyyy

B

m Cone!
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Client Portal:

Logging In/
Logging Out

In this section, we describe everything you need to
know about starting a session/ending a session on
the Client Portal.



Logging into the Client Portal

The Moneris Client Portal supports an array of administrative features that you can use to access and manage
your eGift card program. You can view queued orders and approve or reject them, cancel orders, update
recipient contact information, resend notifications, etc.

The steps below describe how to log in and start a session on the Client Portal.
1. Visit moneris.com/giftloyaltycard/merchant to access the Client Portal "Log In" page (shown below).

Note: If you want to go directly to your order queue, please access this "Log In" page by clicking on the
button/link in your administrator user notification alert (see Notification alerts on page 65).

Moneris@

Log In

First time logging in?
To access your program or account online, click on the link below and follow the steps to
& account.

o complete the proc
provided to you.

s5 you will need the registration information

Create Online Account

Cardhoiders: in order to complete the process you will need the initial password that has

been provided to y your card.

Create Online Password

LogIn
If you already registered for online access, please log in.

Email / Card Number

Merchants: Enter your email address.
Gift and Loyalty Cardholders: Enter the 19 digit number
displayed on your card.

Password / CVC

Merchants and Loyalty Cardholders: Enter your online
password.
Gift Cardholders: Enter the 3 digit CVC located on the back

of your card.

Forgot my online password
If you have forgotten your online password click on the link
below and follow the steps to reset it.

Reset Online Password

Please note that after 3 unsuccessful attempts to login, your
account will be locked. Once your account 15 locked, you will
be unable to reset your password for 30 minutes.

® vy - Wy Maneris Solutions Corporation. All rights reserved.

2. Enter your login credentials:

a. Inthe Email / Card Number field, enter the email address that you registered with us when we set up
your Client Portal account.

b. Inthe Password / CVC field, enter your Client Portal login password.
c. Click on the Log In button.

Note: If you are logging in for the first time, you will be prompted to change your password and create
answers to security questions.
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3. When you are logged in, one of the following pages displays:

If the Client Portal homepage displays (shown below), it means you logged in via the Client Portal URL.

Moneris

Welcome < Firstname Lastname > Log Out

My Profile | Cardholders | User Management | Reports | My Download | Card Management

Welcome to the self-serve Client Portal.

The portal can be used to access and manage your program card information. The tabs on the top
menu can be used to navigate through the portal. Users may see different tabs based on the role and
authority level assigned to them.

Home

My Profile

Cardholders

User Management

Reports

Card Management

Brings you back to this welcome page.

Enables you to see and modify your user profile, including log in ID,
password and security questions.

Displays real-time information for your cardholders, including profile,
card status, account balance, and up-to-date transaction history.

Is available for users with an Admin role. Enables administrators to add
and manage other users.

Enables you to view reports with details on your customers as well as
your layalty rewards program.

Allaws users to complete batch card activations if they run a gift card
program.

Email Gift & Layalty Support
Enter your subject here:
7

Enter your message here:

e

If you prefer to be contacted by phone,
enter your phone NUMber here:

L ]

© yyyy - ¥yyy Moneris Solutions Corporation. All rights reserved.

If the "Queued Orders" page displays (shown below), it means you logged in via an administrator user
notification alert (see Notification alerts on page 65).

Moneris

Welcome < Firstname Lastname > Log Out

Home | My Profile | Cardholders | User Management | Reports | My Download

Batch Activation

View Reguest History

Configure Batch Activation
Cancel Request

Cancel Batch Activation
£Gift Card

Queved Orders

Tracking Program Errors

€Gift Program Management

Queued Orders

Order Order Date / Time  “  CC4Digits 3  Email 8

Order History Total §  Actions

View dd-Month-yyyy hhimmess 1234 purchaser@domain.com

View dd-Monthyyyy hhommss 9999 purchaser2@domain.com

View dd-Month-yyyy hnm'ss 4567 purchaser3gdomain.com #

View dd-Month-yyyy h:mmss 8888 purchaserd@domain.com

View dd-Month-yyyy hommss 7777 purchasers@domain.com #

SAAAA  Approve
Reject

SAAAA  Approve
Reject

Approved SAAAA Approve
Reject

SAAAA  Approve
Reject

Approved SAAAA Approve
Reject

© yyyy - ¥yyy Moneris Solutions Corporation. All rights reserved.
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Forgot your Client Portal password?
If you forget your Client Portal password, you can reset it by following the steps below.
1. Visit moneris.com/giftloyaltycard/merchant to access the Client Portal "Log In" page (shown below).

Note: If you want to go directly to your order queue, please access this "Log In" page by clicking on the
button/link in your administrator user notification alert (see Notification alerts on page 65).

Moneri@‘ |

Log In
First time logging in? Loz In
To access your program o account onling, click on the link below and follow the steps to If you already registered for online access, please log in.
create an online account.
Merchants: in order to complete the process you will need the registration information Email / Card Number
that has been initially provided to you.
Create Online Account Merchants: Enter your email address.
Cardholders: in order to complete the process you will need the initial password that has Gift and Loyalty Cardholders: Enter the 19 digit number
been provided to you with your card. displayed on your card.
Create Online Password password / CVC

Merchants and Loyalty Cardholders: Enter your online
password.
Gift Cardholders: Enter the 3 digit CVC located on the back

of your card.

Forgot my online password

If you have forgotten your online passviord click on the Link
below and follow the steps to reset it.

Reset Online Password
Please note that after 3 unsuccessful attempts to login, your
account will be locked. Once your account is locked, you will
be unable to reset your password for 30 minutes.

€ ¥yyy-yyyy Moneris Solutions Corporation. All rights reserved.

2. Click on Reset Online Password.

3. When the "Reset Online Password" page displays (shown below), do the following:

Moneris@

Reset Online Password

Enter your Login ID

I

I'm not a robot

[ ]
CAPTCH

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

a. Inthe Enter your Login ID field, enter your Client Portal login email address.

Moneris® eGift Card Program Reference Guide 52


https://cp.ernex.com/Authentication/SignOn.aspx?ReturnUrl=/default.aspx?utype=client&logo=2&utype=client&logo=2

b. Checkmark the I'm not a robot box.

¢c. When the "reCAPTCHA" challenges display, respond to them and click on the Verify button.

d. When the green checkmark (approved) "reCAPTCHA" response displays (shown below), go to the next
step.

™

1\..!"" I'm not a robot

Peacy - Ture

e. Click onthe Send Code button.

Note: We will send a reset code to your Client Portal login email address. When you receive the reset
code in your inbox, proceed to the next step.

4. When the "Reset Online Password" page refreshes to display the "Verification Code" field (shown below), do
the following:

Moneris@

Reset Online Password

We have sent you an e-mail to reset your password.
Enter your Login ID

ladministrator_user@domain.com|”

Verification Code

[ ]

I'm not a robot

@ yyyy-vyyy Moneris Solutions Corparation. All rights reserved.

a. Inthe Verification Code field, enter your reset code.
b. Checkmark the I'm not a robot box.
c. When the "reCAPTCHA" challenges display, respond to them and click on the Verify button.

d. When the green checkmark (approved) "reCAPTCHA" response displays (shown below), go to the next
step.
™
v“" I'm not a robot

e e T

e. Click on the Verify Code button.
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5. When the "Reset Online Password" page refreshes to display your security questions, (shown below), do the
following:

Moneris@‘ |

Reset Online Password

. Please provide answers ta your chosen
security questions.
« Mote: after 3 incorrect attempts you

Confirm Favourite Colour will be locked out of the system.

. + The password must be at least
characters containing at least 1 upper
case, 1 lower case character , 1 digit
and 1 special character

Re-enter new password « If you do not remember your answers,

. please call your program suppart

Confirm Pet’s Hame
.

Choose new password
.

service

© YyYy - ¥¥yy Moneris Solutions Corporatien. All rights reserved.

a. Enter ananswer in each of the two security question fields.

b. Inthe Choose new password field, enter a new password.

Note: The password must be at least 9 characters containing at least 1 upper case, 1 lower case
character, 1 digit and 1 special character.

c. Inthe Re-enter new password field, re-enter the new password.
d. Click on the Submit button.

e. When the Client Portal homepage displays (shown below), it means you have successfully reset your
password and are now logged in.

Moneris@
ml My Profile | Cardholders | User Management | Reports | My Download | Card Management

Welcome to the self-serve Client Portal. Email Gift & Loyalty Support

Welcome < Firstname Lastname > Log Out

The portal can be used to access and manage your program card information. The tabs on the top
i Enter your subject here:
menu can be used to navigate through the portal. Users may see different tabs based on the role and .
autnorty evel asgned to them. L ]
Enter your message here:
Home: Brings you back to this welcome page. .

My Profile Enables you to see and modify your user profile, including log in ID,
password and security questions.
¥

cardholders Displays real-time information for your cardholders, including profile,  If you prefer to be contacted by phone,
card status, acoount balance, and up-to-date transaction history. enter your phone number here:
User Management Is available for users with an Admin role. Enables administrators to add
and manass otner ussrs.
Reports Enables you to view reports with details on your customers as well as

your loyalty rewards program

Card Management Allows users to complete batch card activations if they run a gift card
program.

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved.
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Logging out of the Client Portal
The steps below describe how to end your session on the Client Portal.

1. While you are logged into the Client Portal, go to the top right corner on any Client Portal page (Shown
below), and click on Log out.

s
Mon ens@
ml My Profile | Cardholders | User Management | Reports | My Download | Card Management

Welcome to the self-serve Client Portal. Email Gift & Loyalty Support
The portal can be used to aceess and manags your program card informatian. The tabs on the top Enter your subject here:
menu can be used to navigate through the portal. Users may see different tabs based on the role and

autnorty level assigned to them. [

Welcame < Firsiname Lasiname > Log Out

Enter your message here:

Home: Brings you back to this welcome page. .
My Profile Enables you to see and modify your user profile, including log in ID,

password and security questions.

A

cardholders Displays real-time information for your cardholders, including profile, 17 you prefer to be contacted by phone,

card status, account balance, and up-to-date transaction history. enter your phone number here:
User Management Is available for users with an Admin role. Enables administrators to add

and manage other users.
Reports Enables you to view reports with details on your customers as well as

your loyalty rewards program.

Card Management Allows users to complete batch card activations if they run a gift card
program.

@ yyy¥ - ¥y¥y Moneris Solutions Corporation. All rights reserved,

2. When the "You have logged out" response displays (shown below), it means you have successfully ended
your session on the Client Portal.

Moneris@

You have logged out Return to Log In page

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved.
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"My Profile”
Settings

In this section, we describe everything you need to
know about configuring your user account
preferences.



Accessing your "My Profile" settings

The steps below describe how to change your user account preferences including your default display language,
login email, login password, and security questions.

1. Loginto the Client Portal (see Logging into the Client Portal (page 50).

2. When you are logged in, click on My Profile in the menu bar (shown below).
Home II Cardholders | User Management | Reports | My Download | Card Management

3. When the "My Profile" options display in the "Actions" navigation pane (shown below), do any of the
following:

Moneris@

Home |[ROVAJLGICEI Cardholders | User Management | Reports | My Download | Card Management
T section enabkes you ko see and iy your user profie, nchuing log n D, password and security

questions.

Welcome < Firstname Lastname > Log Out

Update Profile

Update Passviord

Update Security Information
!

pdate Login ID (e-mail)

& YYYY - ¥¥¥Y Joneris Solutions Corporation. All rights reserved.

To change your default display language, see Changing your Client Portal default display language
(page 58).

To change your login password, see Changing your Client Portal login password (page 59).

To change your login email, see Changing your Client Portal login email (page 61).

To change your security questions, see Changing your Client Portal security questions (page 63).

Moneris® eGift Card Program Reference Guide 57



Changing your Client Portal default display language

The steps below describe how to change your user account's default display language while you are logged into
the Client Portal.

1. Access your "My Profile" settings (see Accessing your "My Profile" settings on page 57).

WA e - . .
2. Onthe "Actions" navigation pane (shown below), click on Update Profile.
Welcome < Firstname Lastname > Log Out
i @
Moneris
Home |EIVALEUIEMI Cardholders | User Management | Reports | My Download | Card Management
This section enables you to see and madify your user profile, including log in 1D, password and security
questions.
Update Profile
Update Passviord
Update Security Information
Update Login 1D {e-mail)
© YYYY - ¥¥¥Y JMoneris Solutions Corporation. All rights reserved.

When the "Update Profile" page displays (shown below), do the following:

Welcome < Firstname Lastname > Log Out

\
Update Profile
Update Profile
First Name [< Firstname = .
Update Password .
Last Name [ < Lastname =
Update Security Information Langusge [English < |*
Update Login ID (e-mail) Update

€ yyyy - y¥yy Moneris Solutions Corporation. All rights reserved.

a. Inthe "Language" drop-down, select an option:

To change the default display language to English, select English.
To change the default display language to French, select French.

b. Click on the Update button to save your changes.

When the "Profile has been updated" response displays, the operation is complete.
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Changing your Client Portal login password

The steps below describe how to change your Client Portal login password.

1. Access your "My Profile" settings (see Accessing your "My Profile" settings on page 57).

m . n . . .
2. On the "Actions" navigation pane (shown below), click on Update Password.
Welcome < Firstname Lastname > Log Out
i @
Moneris
Home |[ROVAJLGICEI Cardholders | User Management | Reports | My Download | Card Management
This section enables you to see and madify your user profile, including log in ID, password and security
questions.
Update Profile
Update Passviord
Update Security Information
Update Login D (e-mail)
@ ¥ - ¥¥¥¥ Moneris Solutions Corporation. All rights reserved.

When the "Update Password" page displays (shown below), do the following:

Moneris@

Home II Cardholders | User Management | Reports | My Download | Card Management

Update Password

Update Profile
U

Welcome < Firstname Lasiname > Log Out

We have sent you an e-mail to update your password.
pdate Password

Verification Code

Undate Searty information I

Update Login ID (e-mail)

Im not a robot

™

© yyyy - ¥yyy Moneris Solutions Corporation. All rights reserved.

Wait for a temporary verification code to arrive in your inbox.

Note: We will send the temporary verification code to your Client Portal login email address.

b. Checkmark the I'm not a robot box.

When the "reCAPTCHA" challenges display, respond to them and click on the Verify button.

When the green checkmark (approved) "reCAPTCHA" response displays (shown below), go to the next
step.

\.ﬂ"" I'm not a robot
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e. Inthe Verification Code field, enter your temporary verification code, and click on the Verify Code
button.

4. When the password fields display (shown below), do the following:

lame > Log Out

Moneris \or

m Update Password Trepa:sam::g:: :

containin,
character

Update Profile
Update Password

Update Security Information New password
U

pdate Login ID (e-mail)

Re-enter new password

| Update || Cancel |

@ yyyy-vyyy Moneris Solutions Corporation. All rights reserved.

a. Inthe Old password field, enter your current password.

b. Inthe New password field, enter your new password.
Note: The password must be at least 9 characters containing at least 1 upper case, 1 lower case
character, 1 number and 1 special character.

c. Inthe Re-enter new password field, re-enter your new password.

d. Click on the Update Password button to save your changes.

e. When the "Profile has been updated" response displays, the operation is complete.

Note: The next time you attempt to log into the Client Portal, you must enter your new password.
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Changing your Client Portal login email

The steps below describe how to change your Client Portal login email.

1. Access the "My Profile" settings (see Accessing your "My Profile" settings on page 57).
2. On the "Actions" navigation pane (shown below), click on Update Login ID (e-mail).
Welcome < Firstname Lastname > Log Out
Moneris@
_ This section enables you to see and modify your user profile, including log in ID, password and security
Update Profile guestions
Update Password
Update Security Information
Update Login ID {e-mail)
© ¥YY¥ - Y¥YY Moneris Soluticns Corporation. All rights reserved.
3.

When the "Update Login ID (e-mail)" page displays (shown below), do the following:

Moneris@

MIIMIMWIMIM,M“MIMWMM

Update Profile

Update Password
Update Security Information . *

Welcome < Firstname Lastname > Log Out

Update Login ID (e-mail)

Update Login ID (e-mail)

™

Im not a robet

& yyyy - ¥yyy Moneris Solutions Corporation. All rights reserved.

Updating your email address will also change your login ID to the new email address.

a. Inthe Password / CVC field, enter your Client Portal login password.

b. Inthe New Login ID, enter your new email address.
Important! Please ensure this is a valid address. If you ever forget your password and need to reset it,

we will send a temporary code to the address. You will be prompted to enter this temporary code to
log in.

c. Inthe Re-enter New Login ID, re-enter your new email address.
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d. Checkmark the l am not a robot box.

e. When the "reCAPTCHA" challenges display, respond to them and click on the Verify button.

f.  When the approved (green checkmark) response displays (shown below), go to the next step.

™

\..-"'" I'm not a robat

Pevacy - THTTE

g. Click on the Update button to save your changes.

h. When the "Profile has been updated" response displays, the operation is complete.

Note: The next time you attempt to log into the Client Portal, you must enter the new email address
that you have just registered.
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Changing your Client Portal security questions

The steps below describe how to change one or more of your security questions. Periodically, the Client Portal
will prompt you to answer a security question when you attempt to log in.

1. Access your "My Profile" settings (see Accessing your "My Profile" settings on page 57).

2. Inthe "Actions" navigation pane (shown below), click on Update Security Information.
Welcome < Firstname Lastname > Log Out
Moneris@
Home II Cardholders | User Management | Reports | My Download | Card Management
This section enables you to see and modify your user profile, including log in ID, password and security
Update Profile gusssins
Update Password
Update Security Information
Update Login ID {e-mail)
© YVYY¥ - VY¥Y Joneris Solutions Corporation. All rights reserved.
3. When the "Update Security Information" page displays (shown below), do the following:
Welcome < Firstname Lastname > Log Out
Moneris@
Update Security Information
Update Profile
Password / CVC
Update Password
Update Security Information Security question #1
e Ln:er your answer .
Security question 2
\ gk
Enter your answer
@ yyyy - yyyy Moneris Solutions Corporation. All rights reserved.
a. Inthe Password / CVC field, enter your Client Portal login password.
b. Click on any "Security question #" drop-down, and select a question.
c.

In the corresponding Enter your answer field, enter a custom answer to the question.

d. Click on the Update button to save your changes.

When the "Profile has been updated" response displays, the operation is complete.
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Notification Alerts

In this section, we describe everything you need to
know about the notification alerts that we send to
inform you, your customers, and the eGift card
recipients about the status of their eGift card orders.



Notification alerts

A notification alert contains status information about an eGift card order that has been submitted through your
Moneris eGift iFrame. Whenever a customer (purchaser) submits an eGift card order (see The order process
described on page 38), it triggers our server to send one or more notification alerts to one or more of the
following persons:

=  eGift card program administrator user(s)
=  eGift card purchaser
=  eGift card recipient

The type and timing of the notification depends on the several factors, including the purchase amount threshold
for which your eGift card program is configured, your actions, and the period of time during which one or more
pending orders sit in the queue as described in the table below:

Notifcation recipient _ Notifcation type

Administrator user

Pending Order

New order awaiting approval/rejection (see "Pending Order" notification
on page 66).

Pending Orders
Reminder

Order(s) queued for specific time period®® and still awaiting
approval/rejection (see "Pending Orders Reminder" notification on page
67).

eGift card purchaser

Thank you for
shopping with us!

Order pending approval: see "Thank you for shopping with us!": order
pending review notification (page 70).

Order processed and completed (manually approved): see "Thank you for
shopping with us!": order approved notification (page 71).

Order processed and completed (auto-approved): see "Thank you for
shopping with us!": order summary notification (page 72).

Thank you for your
purchase!

A promotional eGift card is available to be accessed by the purchaser
(see "Thank you for your purchase" notification on page 73).

Reminder

The recipient has not accessed their eGift card within a specific time
period?® (see "Reminder" notification on page 68).

Order Cannot Be
Completed

Order cannot be completed because the order was reviewed and
rejected or because of system issue (see "Order Cannot Be Completed"
notification on page 69).

eGift card recipient

You've received a
SAA eGift Card

A non-promotional eGift card is available to be accessed by the recipient
(see "Recipient, you've received a SAA eGift Card!" notification on page
74).
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"Pending Order" notification

We send this notification alert email (shown below) to you/your administrator user(s).

Why we send this notification:

When a purchaser submits an eGift card order that equals or exceeds the purchase amount threshold configured
for your program (see Placing an order on page 40), it triggers our server to send this notification alert to inform
you that there is a newly queued order awaiting approval/rejection. The notification contents are described

below.

Note: If the order is not approved or rejected within a specific period of time (as determined by your eGift card
program configuration), it triggers our server to send a reminder notification alert to you (see "Pending Orders

Reminder" notification on page 67).

I\ 2]
[« N)

Pending Order

Your approval is required to complete a new eGift Card sale
totaling $SAA

Notification text:

"Pending Order: Your approval is required to
complete a new eGift Card sale totaling SAA."

User options:

You can click on the Review Now button to view the
order details and approve or reject the order (see
Viewing queued eGift card orders on page 80).

Footer contents:

The footer displays Moneris Solutions Corporation
contact information, including a hyperlink to
moneris.com.
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"Pending Orders Reminder" notification

We send this notification alert email (shown below) to you/your administrator user(s).

Why we send this notification:

If your order queue contains one or more pending eGift card orders?’ for an extended period of time (as
determined by your eGift card program configuration), it triggers our server to send this notification to inform
you that there are queued order(s) still awaiting manual approval/rejection. The notification contents are
described below.

= Notification text:
"Pending Orders Reminder: You have eGift Card
sales totaling SAA awaiting your approval. "

Pending Orders Reminder®—— __ . s options:

You have eGift Card sales totaling $AA awaiting your approval. You can click on the Review All Orders button to
view the order details and manually approve or
reject orders (see Viewing queued eGift card

orders on page 80).

Order Details ® = Order details (summary):

The "Order Details" area displays the line items

"Queued Orders" (total number of orders in the

o $A/—\ qgueue) and "Total Amount" (dollar amount of all
queued orders combined).

Queued Orders Total Amount

. Footer contents:

The footer displays Moneris Solutions Corporation
contact information, including a hyperlink to
moneris.com.
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"Reminder" notification

We send this notification alert email (shown below) to the purchaser who submitted the eGift card order
through your Moneris eGift iFrame (see Placing an order on page 40).

Why we send this notification:

If the eGift recipient has not accessed their (non-promotional) eGift card within a specific period of time
following the creation of the eGift card (the time period is determined by your eGift card program
configuration), it triggers our server to send this notification to the purchaser to inform them that the eGift card
has not been accessed. The notification contents are described below.

i\ 2]

Reminder o

We'd like to inform you that = Recipient name > hasn't opened their
eGift Card for < Your business name >. Please contact us if the
recipient's email is incorrect or invalid

Order Information

Order ®

Delivery Date Delivery To ‘Order Number

dd-Month-yyyy recipient@domain.com 000000000A 12345678501

< Your business name >
< Address line 1 > < Address line 2 >
Tel: 000-000-0000

Emall: your_business_@domain.co

Notification text:

"Reminder: We'd like to inform you that

< Recipient name > hasn’t opened their eGift Card
for <Your business name >. Please contact us if the
recipient’s email is incorrect or invalid."

User options:

Upon purchaser request, you can update the
delivery method and resend the eGift card to the
recipient (see Resending a "Recipient, you've
received a SAA eGift Card!" notification on page
95).

Order details:

The "Order Information" area displays the line
items "Delivery Date" (dd-Month-yyyy), "Delivery
To" (recipient email address), and "Order Number"
(a unique identifier).

Footer contents:

The footer displays your business contact
information, including a mail-to hyperlink to your
customer inbox.
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"Order Cannot Be Completed" notification

We send this notification alert email (shown below) to the purchaser who originally submitted the eGift card
order through your Moneris eGift iFrame (see Placing an order on page 40).

Why we send this notification:

If a purchaser submits an order that we cannot process (e.g., because the order was queued and rejected by an
you/an administrator user®®), it triggers our server to send this notification to inform the purchaser their order
cannot be completed. The notification contents are described below.

$

Order Cannot Be oe———

Completed

We appreciate your business and interest in our eGift Cards.
Unfortunately, your order cannot be completed.

Visit Our Website [

Order Information
Incomplete Order
Order Number Order Date Amount
000000000E 12244663800 dd-Month-yyyy SAA

< Your business namea >

< Address line 1 > < Address line 2 >
Tel: 000-000-0000
Email: your_| dor

Notification text:

"Order Cannot Be Completed: We appreciate your
business and interest in our eGift Cards.
Unfortunately, your order cannot be completed."

User options:

The purchaser can click on the Visit Our Website
button, which redirects them back to your
ecommerce site so they can re-submit their order.

Order details:

The "Order Information" area displays the

"Order Number" (a 12-digit unique identifier), the
"Order Date" (dd-Month-yyyy), and "Amount"
(total dollar value of the order).

Footer contents:

Your business contact information, including a

clickable mail-to hyperlink to your customer inbox.
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"Thank you for shopping with us!": order pending review notification

We send this pending review notification alert email (shown below) to the purchaser who submitted the eGift
card order through your Moneris eGift iFrame (see Placing an order on page 40).

Why we send this notification:

When the purchaser submits an eGift card order that is routed to the queue for review, it triggers our server to
send this notification to the purchaser to inform them that their order has been received and to expect a follow-
up notification pending a review of the order. The notification contents are described below.

Thank you for shopping I

with us!

Your order is pending review. We will send a follow-up email to
confirm that we have approved and processed the order.

< Your business name >

eGIFT CARD .
Order Overview

o—
Order Details
D T onderumber
o Monthyy = 03000000 1234567850
Payment .
CadType ——— CordHumber
Billing e ——T———

T

Adelress
Purch

Order Summary

2 Item(s)

Gift Caed Amaunt

Total 2 item(s) SAA

Notification text:

"Thank you for shopping with us! Your order is pending review. We will
send a follow-up email to confirm that we have approved and processed
the order.

Order overview:

The "Order Details" area displays the order details including "Date" (dd-
month-yyyy), "Time" (hh-mm-ss), and "Order Number".

The "Payment" area displays the debit/credit card payment card details
"Card Type", "Expiration Date" (masked mm/yy), and "Card number"
(masked except for last four digits).

Billing details:

The "Billing" area displays the purchaser billing details "Address",
"Telephone", "Ext", and "Email".

Order Summary

The "Order Summary" area displays the eGift card(s) in the order and the
amount loaded on each card, funded by the purchaser's debit/credit
payment card. (Any promotional card in the order is free.)

Footer contents:

The footer displays your business contact information, including a mail-to
hyperlink to your customer inbox.
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"Thank you for shopping with us!": order approved notification

We send this notification alert email (shown below) to the purchaser who submitted the eGift card order
through your Moneris eGift iFrame (see Placing an order on page 40).

Why we send this notification:

When the purchaser submits an eGift card order that is routed to the queue and manually approved, it triggers
our server to send this notification to the purchaser to inform them that we have successfully processed and
completed their order.?® This notification serves as both the order receipt and the order summary.

The notification contents are described below.

Note: If you need to change the notification language (English or French) and/or the delivery address, see
Resending a "Thank you for shopping with us!" notification (page 94).

= Notification text:
Thank you for shopping | ) ] )
with us! "Thank you for shopping with us! Your order has been approved and is on
Your order has been approved and is on its way. its way.

— = QOrder overview:

< Your business name >

eGIFT CARD

The "Order Details" area displays the order details including "Date" (dd-
month-yyyy), "Time" (hh-mm-ss), and "Order Number", a unique
identifier also referred to as the "Order ID" in the Merchant Resource

e Center or the "Gift Card Order#" in the Client Portal (see "Order Details"
o -
Order Details page: processed order on page 100).
per— e i Note: The "Gift Card Order#" constitutes the last portion of the order
o—— number/order ID.

Payment

e The "Payment" area displays the debit/credit card payment card details
"Card Type", "Expiration Date" (masked mm/yy), and "Card number"
(masked except for last four digits).

Billing details:

The "Billing" area displays the purchaser billing details "Address",
"Telephone", "Ext", and "Email".

Order Summary
2 Itemls) o Order Summary
E - The "Order Summary" area displays the eGift card(s) in the order and the
amount loaded on each card, funded by the purchaser's debit/credit
= payment card. (Any promotional card in the order is free.)

Tatal 2 itemis) SAA
. Footer contents:

The footer displays your business contact information, including a mail-to
hyperlink to your customer inbox.
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"Thank you for shopping with us!": order summary notification

We send this notification alert email (shown below) to the purchaser who submitted the eGift card order
through your Moneris eGift iFrame (see Placing an order on page 40).

Why we send this notification:

When the purchaser submits an eGift card order that is auto-approved (i.e., not routed to the queue),
processed, and completed, it triggers our server to send this notification to the purchaser.?’ This notification
serves as both the order receipt and the order summary. The notification contents are described below.

Note: If you need to change the notification language (English or French) and/or the delivery address, see
Resending a "Thank you for shopping with us!" notification (page 94).

Thank you for shopping . .
with us!
Here'sa summary of your order "Thank you for shopping with us! Here's a summary of your order.

Notification text:

< Your business name >

GIFT CARD =  Order overview:

The "Order Details" area displays the order details including "Date" (dd-
month-yyyy), "Time" (hh-mm-ss), and "Order Number", a unique

Order Overview identifier also referred to as the "Order ID" in the Merchant Resource
Order Detaits Center or "Gift Card Order#" in the Client Portal (see "Order Details"
o ot o page: processed order on page 100).

Note: The "Gift Card Order#" constitutes the last portion of the order
Payment number/order ID.

The "Payment" area displays the debit/credit card payment card details
Biling "Card Type", "Expiration Date" (mm/yy), and "Card number" (masked
o except for last four digits).

Billing details:

The "Billing" area displays the purchaser billing details "Address",
Order Summary "Telephone", "Ext", and "Email".

2tem(s)
nnnnnnn Amount
n

Order Summary

The "Order Summary" area displays the eGift card(s) in the order and the
amount loaded on each card, funded by the purchaser's debit/credit
Towziemts  $AA payment card. (Any promotional card in the order is free.?!)

Footer contents:

The footer displays your business contact information, including a mail-to
hyperlink to your customer inbox.
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"Thank you for your purchase" notification

We send this notification alert email (shown below) to the purchaser who submitted the eGift card order
through your Moneris eGift iFrame (see Placing an order on page 40).

Why we send this notification:

When we successfully process an eGift card order to completion and the order incudes at least one item that
qualifies the purchaser to receive a free promotional card, it triggers our server to generate the promotional
eGift card(s) and send this notification email to the purchaser.

The notification contains a link to the promotional eGift card(s) and indicates dollar value for each card as
described below. (For information about the promotion feature, see Promotional eGift card feature on page
23.)

Note: If you need to resend this notification or update delivery details, including email address, delivery date,
and language (English/French), see Resending a "Thank you for your purchase" notification (page 97).

@&——— = Notification text:

Thank you for your

purchase "Thank you for your purchase. You received # promotional

< H >ll
You received # promotional card(s) for < Your business name > ca rd(s) for <Your business name

cifoljaeines shaneid =  eGift card details:

eGIFT CARD

The "Your Promo Card(s)" area displays a thumbnail image of
the card and the "Value" (dollar amount loaded on the card).

Your Promo Card(s)

Promo Card Details @

m Value 0— = Purchaser (recipient) action:
$AA Get eGift Card

The purchaser clicks on the Get eGift Card button to access
their promotional card (see The eGift card on page 75).

Note: The purchaser will be prompted to respond to a
"reCAPTCHA" verification challenge prior to access.

< Your business name >

< Address line 1 > < Address line 2>
Tel: 000-000-0000
mail:

—-®  Footer contents:

The footer displays your business contact information,
including a mail-to hyperlink to your customer inbox.
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"Recipient, you've received a SAA eGift Card!" notification

We send this notification alert email or SMS text message to the recipient of a non-promotional eGift card.

Why we send this notification:

When we successfully process an eGift card order to completion (see The order process described on page 38), it
triggers our server to generate the eGift card(s) and send this notification to the recipient(s) per the
specifications in the order. The notification contains a link to the eGift card(s) and indicates dollar value for each

as described below.?

Note: If you need to resend this notification or update delivery details, including email address/mobile phone
number, delivery date, and language (English/French), see Resending a "Recipient, you've received a SAA eGift

Card!" notification (page 95).

< Recipient name >, you've received a
$AA eGift Card for < Your business name >®——— =
from < Purchaser name >!

< Your business name >

eGIFT CARD

Your eGift Card(s)

eGift Details @

Value
$AA Get eGift Card
.— |}

Notification text:
"< Recipient name >, you’ve received a SAA eGift Card for

<Your business name > from < Purchaser name >!"

eGift card details:

The "Your eGift Card(s)" area displays a thumbnail image of

the card and the "Value" (dollar amount loaded on the card).

Recipient action:

The recipient clicks on the Get eGift Card button to access
their card (see The eGift card on page 75).

Note: The recipient will be prompted to respond to a
"reCAPTCHA" verification challenge prior to access.

Footer contents:

The footer displays your business contact information,
including a mail-to hyperlink to your customer inbox.
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The eGift card

Once generated, an eGift card is rendered on a Moneris-hosted page, which the recipient can access via their
notification alert (see Notification alerts on page 65). The eGift card is fully activated and ready to use as

described below.

eGift Card: $AA / Promo Card: $AA e—— =

< Your business name >

eGIFT CARD

Use this barcode at checkout to redeem your gift card.

Gift card number
3000000000000000000
Short code CVC

0000001 123

Expiry (mmiddlyyyy) @

Customer Service

< Your business name >
< Address line 1>

< Address line 2 > .
< Address line 3 >

Tel: (000) 000-0000
Email: your_business@domain.com

www.domain.com

Disclaimer [

» < Your disclaimer text. Your disclaimer text. Your disclaimer text. Your disclaimer text.
Your disclaimer text. Your disclaimer text. Your disclaimer lext. Your disclaimer text.
Your disclaimer text. Your disclaimer text. Your disclaimer text. Your disclaimer text.
Your disclaimer text. Your disclaimer text. Your disclaimer text. Your disclaimer text.
Your disclaimer text. Your disclaimer text. Your disclaimer text. Your disclaimer text.
Your disclaimer text. Your disclaimer text. Your disclaimer text. Your disclaimer text. >

Using the eGift card in-store at a point-of-sale

Dollar amount ("SAA") loaded on the card:
- The "eGift Card: SAA" header displays if the card is a
non-promotional card.

- The "Promo Card: SAA" header displays if the card is
a promotional card (see Promotional eGift card
feature on page 23).

Card details:

- Scannable bar code, "Gift card number" (19-digit
number), "Short code" (7-digit number), and "CvC"
(3- or 4-digit card verification code).

- "Expiry" date (mm/dd/yyyy) displays and is applicable
only for promotional cards (see Promotional eGift
card feature on page 23).

Contact information:

The "Customer Service" area displays your address,
phone number, and email contact information.

Disclaimer:

The "Disclaimer" area displays your disclaimer
statement.

The recipient can present their eGift card bar code (shown above) for you to scan with your Moneris terminal®,
or you can perform a manual entry transaction on the terminal by keying in the gift card number (or the short

code?®) and the CVC.
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Using the eGift card online

The recipient can enter the full gift card number (or short code?®) and the CVC in your ecommerce checkout's
gift card payment fields.
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Administering
Your Orders

In this section, we go over everything you need to
know about managing your eGift card orders
through the Client Portal.



Administrator users

A Client Portal user with administrator access, you are responsible for the performing administrative duties to
support your eGift card program. Administrative duties are described below.

Note: If you are designating additional administrator user(s), please consider what will happen if one or more
users is unavailable to action queued orders. If too many queued orders are idle for too long, it may negatively
impact your sales. (For a full description of the order process from start to finish, see The order process described
on page 38.)

Administrative duties

Administrator duties include responding to notification alerts; daily monitoring of queued orders; approving,
rejecting, and cancelling orders; resending notifications; and managing/updating artwork files as required:

Responding to notification alerts:?®

= See "Pending Order" notification (page 66).
= See "Pending Orders Reminder" notification (page 67).

Daily monitoring and reviewing of queued eGift card orders:

= See Viewing queued eGift card orders (page 80).
= See Retrieving/viewing non-queued eGift card orders (page 92).

Approving and rejecting queued eGift card orders:

= See Approving a queued eGift card order (page 81).
= See Rejecting a queued eGift card order (page 83).

Resending a notification:

= See Resending a "Thank you for shopping with us!" notification (page 94).
= See Resending a "Recipient, you've received a SAA eGift Card!" notification (page 95).
= [Promotional card] See Resending a "Thank you for your purchase" notification (page 97).

Cancelling orders and deactivating cards:

= See Cancelling an entire eGift card order (page 85) or Partially cancelling an eGift card order (page 87).

Managing/updating artwork files

= See eGift card image management settings (page 9).

Reviewing and exporting reports

= See Enterprise and exception eGift card reports (see page 113).
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Purchase amount threshold

When an eGift card order is submitted for an amount that equals or exceeds the purchase threshold configured
for your eGift card program, we automatically route the order to the order queue as a "pending" order. The
pending order is held in the queue until an administrator can review and then approve or decline the order (see
Administrator users on page 78).

Note: If you configured a promotion for your eGift card program, we send one or more promotional eGift cards
to the purchaser who submitted the order provided the order content meets the conditions of your promotion
(see Promotional eGift card feature on page 23).
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Viewing queued eGift card orders

The order queue contains all the eGift card orders waiting to be approved or rejected. We automatically route
an eGift card order to the queue if the order equals or exceeds the purchase amount threshold configured for
your program (for details about the order process, see The order process described on page 38).

Your queued orders are listed on the "Queued Orders" page (shown below), which you can access by using one
of the methods described below:

e > Log Out

Orders are listed according to the following headers:

Moneris \
= "Order Date / Time": Date (dd-Month-yyyy) and time
S hh:mm:ss) on which the buyer submitted the order.

Batch Activation Queued Orders

® = "CC 4 Digits:" Last four digits of the buyer's debit/credit
View Request History card
Order Order Date / Time “  CC4Digits &  Email & Order History Total &  Actions .
Configure Batch Activation
View d-Menthyyyy hhemmss 1234 purchaser@domain com SAAAA  Anprove = "Email": The purchaser's email address
Cancel Reguest Reject . .

Cancel Batch Activation
e Viey dd-Month-yyyy hh'mm'ss 9999 purchaser2g@domain.com SAAAA

= "Order History": Number of previously approved orders
submitted by a purchaser using a recurring email
address (orders are linked by the recurring address).

€Gift Card

Queued Orders View dd-Month-yyyy hhcmmss 4567 purchaserd@domain com # Approved SAA AR

Tracking Program Errors

View dd-Month-yyyy nhimmss 8888 purchaserd@domain.com SAAAA = "Total": Total dollar amount of the order.

€Gift Program Management

View dd-Month-yyyy hhmmess 7777 purchaserS@domain.com #Approved SAAAA

ry
Note: You can click on the up/down ¥ icon beside a
header to re-sort the list in ascending/descending order.

® Yyyy - vy Moneris Solutions Corporation. All rights reserved.

Use the Client Portal URL and navigate menus: Click on your administrator notification alert:

1. Loginto the Client Portal (see Logging into the 1. Click on the link/button contained in your
Client Portal on page 50). notification alert:

= See "Pending Order" notification (page 66).

2. When you are logged in, click on = See "Pending Orders Reminder" notification
Card Management in the menu bar (shown (page 67).
above).

2. When the Client Portal homepage displays, log in
3. Go to the "Actions" navigation pane, and click on (see Logging into the Client Portal on page 50).
Queued Orders.

3. When the "Queued Orders" page displays, you may
4. When the "Queued Orders" page displays, you take further action (see Optional actions for queued
may take further action (see Optional actions for orders below).
queued orders below).

Optional actions for queued orders

= To approve an order and/or view the order details, see Approving a queued eGift card order (page 81).

= Toreject an order and/or view the order details, see Rejecting a queued eGift card order (page 83).
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Approving a queued eGift card order

The steps below describe how to manually approve a queued eGift order so that we can process it to
completion.

1. Loginto the Client Portal, and access your order queue (see Viewing queued eGift card orders on page 80).

2. Onthe "Queued Orders" page (shown below), do the following:

Welcome < Firstname Lastname > Log Out

’ Orders are listed according to the following headers:
Moneris@

= "Order Date / Time": Date (dd-Month-yyyy) and time

hh:mm:ss) on which the buyer submitted the order.
EE o
Bateh actvation Queued Orders = "CC 4 Digits:" Last four digits of the buyer's debit/credit

e — T o] comm | emo| mm card.
Configure Batch Activation
o - purnaser@domain com sansn = "Email": The purchaser's email address.
Cancel Baich Activation View dd-Monthyyyy hhimmiss 999G purchaser2@domain.com SAAAL " . " .
it Card = "Order History": Number of previously approved orders
Queved Orders view dooninyyyy thmmss 4567 purchasers@domain cam #approved sanAn = submitted by a purchaser using a recurring email
Tracking Program Errors address (orders are linked by the recurring address).

View dd-Month-yyyy hh:mm:ss. 8888 purchaser4@domain.com SAAAA ‘Approve
Gift Program Management Reject

" "
View dd-Month-yyyy hh:mmss 777 purchasers @domain.com # Approved SAAAA Aporove - TOtaI N TOtaI do”ar amount Of the Order'
FReject

Note: You can click on the up/down s icon beside a
header to re-sort the list in ascending/descending order.

© yyyy - yyyy Moneris Solutions Corporation. Al rights reserved.

To approve without viewing the order details:
a. Locate the desired order, and click on its Approve link in the "Actions" column.

b. Continue at step 3 (page 82).

To view the order details prior to approving:
a. Locate the desired order, and click on its View link in the "Order" column.
b. When the "Order Details" page displays (shown below), click on the Approve button.

Note: For descriptions of line items, see "Order Details" page: queued order (page 98).

Welcome < Firstname Lastname > Log Out
Moneri s@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Queued Orders » Order Details - 12345678901

Order Details

Batch Activation

View Request History

Gift Card Order #: 12345578901 A Reject
Configure Batch Activation N ppovel el
Order Date / Time : da-Month-yyyy himm:s
Cancel Request Order Status: Queued

Queued Order Reason: Purchase is greater than or equal to the threshold value.
Cancel Bateh Activation

Pragram name > Gift Card

€Gift Card
Queued Orders Recipient  Delivery To ‘Original Delivery Date Detivery Date Amount Quantity Subtotal
Tracking Program Ervors <Roname> < recipienl@domain.com > ddMonth-yyyy dMonlhyyy  SAAAA # SAMAA
e <P name> < purchaser@domain.com > do-Montn-yyyy ddMonihoyyyy  SARAA  # Free (Promotional item)
Total  saaAR
Billing Information: Payment Information:
Firsirame > < Lastname > Card Type: <

Email Address: < purchaser@domain com > Card Number:
Phone Number: 0000000000 Ext.: 000
Address 1: 1> Unice

Province/State: < p
city: < City>
Postal/Zip Code: =

View Order History

€ ¥y¥y - ¥yyy Moneris Solutions Corporation. ALl rights reserved.

c. Continue at step 3 (page 82).
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3. When the "Approve Order?" dialog displays (shown below), click on its Confirm button.

Queued Orders

Approve Order?

This action will allow your order to be processed.

Cancel Confirm

4. Wait while we process the request (this may take several seconds). When the dialog closes, the operation is
complete:

= [fyou initiated the approval from the "Order Details" page, it refreshes and displays the response
"The order has been approved successfully. The order number was AOO000000000".

= [fyou initiated the approval from the "Queued Orders" page, it refreshes and displays the response "The
order has been approved successfully and processed. The order number was AOO000000000".
(The newly approved order is de-listed.)

= The order is logged as "Approved" in the Client Portal (see Retrieving/viewing non-queued eGift card
orders on page 92).

What happens after you approve the order

We close the Preauthorization by processing a Completion (Capture) transaction so that the Preauthorized funds
are captured for settlement.

We generate the eGift card and send a notification alert to the eGift card recipient (see "Recipient, you've
received a SAA eGift Card!" notification on page 74).

Note: If the order qualifies the purchaser to receive a promotional eGift card, we send a notification alert to the
purchaser (see "Thank you for your purchase" notification on page 73).
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Rejecting a queued eGift card order

The steps below describe how to reject a queued eGift order so that we discontinue it.

1. Loginto the Client Portal, and access your order queue (see Viewing queued eGift card orders on page 80).

2. Onthe "Queued Orders" page, do the following:

Moneris@

Welcome < Firstname Lastname > Log Out

Huuluyhuﬁlelmrduuuslmgruaugeumlnzpnmluymludl

EEN oo

Batch Activation

View Request History

Configure Batch Activation

Order

Queued Orders

OrderDate /Time = CC4Digits &  Email

3 Order History Total &  Actions

Cancel Request

Cancel Bateh Activation

£Gift Card

Queued Orders

Tracking Program Errors

€Gift Program Management

dd-Month-yyyy hhmmss 1234

purchaser@domain com

SAAAA  fgorove

Beject
GdMonhyyyy thmmss 6968 putchaser2gdomain com SAAAA  Agpro
ad-Montn-yyyy Nhmmss 4567 putchaser3@domain.com #Approved SAA AR
Gd-Monthoyyyy thmmss 8888 purchaserdg@domain.com SARAL
coMontnyyyy Bhemmss 7777 purchasers@domain.com #Approved SAAAM  Aoorove

Beject

© ¥y - Y¥yy Moneris Solutions Corporation. All rights reserved.

To reject without viewing the order details:

a. Go tothe "Actions" column, and click on the order's Reject link.

b. Continue at step 3 (page 84).

To view the order details prior to rejecting:

a. Gotothe "Order" column, and click on the order's View link.

Orders are listed according to the following headers:

= "Order Date / Time": Date (dd-Month-yyyy) and time
hh:mm:ss) on which the buyer submitted the order.

= "CC 4 Digits:" Last four digits of the buyer's debit/credit
card.

= "Email": The purchaser's email address.

= "Order History": Number of previously approved orders
submitted by a purchaser using a recurring email
address (orders are linked by the recurring address).

= "Total": Total dollar amount of the order.

Note: You can click on the up/down s icon beside a
header to re-sort the list in ascending/descending order.

b. When the "Order Details" page displays (shown below), click on the Reject button.

Note:

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Dewnload | Card Management

Batch Activation

View Request History

Configure Batch sctivation
Cancel Request
Cancel Batch Activation

eGift Carg

Queved Orders

Tracking Program Errors

€Gift Program Management

Queued Orders > Order Details - A12345673901
Order Details
Gift Card Order #: A1

Order Date / Time : dd
Order Status: Queued

yyyy hh:mm:ss

For descriptions of line items, see "Order Details" page: queued order (page 98).

Welcome < Firstname Lastname > Log Out

Queued Order Reason: Purchase is greater than or equal to the threshold value.

Program name > Gift Card

Recipient  Delivery To Original Delivery Date

<R.name> < recipieni@domain.com > ad-Month-yyyy

<P name> < purchaser@domain.com > da-Monteyyyy

Billing Information:

Firstname
Email Address: <
Phone Numi
Address 1: <

Province/State: < pro.

G N
Postal/Zip Code: < MiMiM1 >

View Order History

c. Continue at step 3 (page 84).

Delivery Date ~ Amount Quantity Subtotal

doMonthyyyy  SAAAA # SAARA

diMonthyyyy  SAAAA & Free (Promotional tem)

Total  SAAAA

Payment Information:

Card Type: < ¢
Card Number: X

€ Y¥Yy-Y¥y¥ Meneris Solutions Corporation. All rights reserved.
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3. When the "Why are you rejecting this order?" dialog displays (shown below), do the following:

a. Select the radio button corresponding to the reason describing why | auwscaorers
you are rejecting the order. Reasons include Suspicious credit card, | why are you rejecting this order ?
Suspicious email, Inability to contact customer to validate order, e R e e e

Order value exceeds comfort level, History of declined orders, or Suspiious emai
Other.
Note: If you select "Other", enter a description in the field. Inabily o contaet customer to validatz order
Order value exceeds comfort level
b. Click on the Confirm button. History of deciined orders

Other

Enter the reason for rejecting this order

c. Wait while we process the request (this may take several seconds).

Cancel

4. When the "Order Queue" page refreshes, the newly rejected order is de-listed and the operation is
complete.

What happens after you reject the order

= The order is logged in the Client Portal as a "Rejected" order (see Retrieving/viewing non-queued eGift card

orders on page 92).

= Qurserver is triggered to send a notification alert to the eGift card purchaser to indicate their order could
not be completed (see "Order Cannot Be Completed" notification on page 69).
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Cancelling an entire eGift card order

The steps below describe how to cancel an entire eGift card order that we have already successfully processed
and completed. Cancelling the entire order permanently deactivates all the eGift card(s) in the order.

Note: To cancel only part of an order, see Partially cancelling an eGift card order (page 87).

1. Retrieve the "Processed" order that you want to cancel, and open its "Order Details" page (see
Retrieving/viewing non-queued eGift card orders on page 92).

2. When the "Order Details" page (shown below) displays on your screen, go to the next step.

Note: For descriptions of line items, see "Order Details" page: processed order (page 100).

Welcome < Firstname Lasiname > Log Out

£Gift Card > Search Order » Order Details - A123456783901
Batch Activation )

Order Details
View Request History

Gift Card Order #: A 1| Payment Order #: 650246800000000000 | Resend Receipt || Cancel Order |
Configure Batch Activation )

Order Date / Time : Month-yyyy hhumm ss
Cancel Request Order Status: Processed
Cancel Batch Activation < Program name > Gift Card
£Gift Card

P Recipient  Delivery To Original Delivery Date  Delivery Date  Amount Quantity Subtotal Actions
Queued Orders

P <R name> < recipieni@domain.com > d-Month-yyyy dd-Month-yyyy SAAAS # SAAAA #
Tracking Program Errors

P <P name> < purchaser@domain com > dd-Month-yyyy dd-Monih-yyyy SAAAA # Free (Promational Item) #
£Gift Program Management

Total SAABA

Billing Information: Payment Information:

< Firstname > < Lasiname Card Type: < Card brand

Email Address: - main.com > Card Number:

Phone Number: 000

Address
Address 2: =

Country: < COU
Province/State:
City: < City >

Postal/Zip Code:

| Back to Search |

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

3. Click on the Cancel Order button.

4. When the "Cancel Order Confirmation" dialog displays (shown below), click on its Yes button.

Cancel Order Confirmation

Are you sure you want to cancel this order? This
action is irreversible.

NOTE: This action does not reverse the financial
transaction associated with this order.

Yes No
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5. Wait while we process the cancel request (this may take several seconds).

6. When the "Order successfully cancelled" response displays, proceed to reverse the debit/credit transaction
used to fund the eGift card order:

= |f you cancelled an order that was completed on the same day (i.e., while your debit/credit batch is still
open), proceed to Voiding the debit/credit transaction used to fund an eGift card order (page 129).

= If you cancelled an order that was completed on the previous day (i.e., after your debit/credit batch
closes), proceed to Refunding the debit/credit transaction used to fund an eGift card order (page 133).
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Partially cancelling an eGift card order

The steps below describe how to partially cancel an eGift card order that we have successfully processed and
completed. Partially cancelling an order involves manually deactivating one or more eGift cards in the order and
partially refunding the debit/credit transaction used to fund the order.

Note: To cancel an entire eGift card order, see Cancelling an entire eGift card order (page 85).

1. Retrieve the "Processed" order that you want to partially cancel, and open its "Order Details" page (see
Retrieving/viewing non-queued eGift card orders on page 92).

2. When the "Order Details" page (shown below) displays on your screen, do the following:

Note: For descriptions of line items, see "Order Details" page: processed order (page 100).

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

£Gift Card > Search Order » Order Details - 412345678901

Order Details

Welcome < Firstname Lastname = Log Qut

Batch Activation

View Request History

Gift Card Order #: A12345678801 | Payment Order #: 650246800000000000 Resend Receipt H Cancel Order
Configure Batch Activation Order Date / Time : dd-Month-yyyy himm ss
Cancel Request Order Status: Processed
Cancel Batch Activation < Program name > Gift Card
£Gift Card

P Recipient  Delivery To Original Delivery Date Delivery Date  Amount Quantity Subtotal Actions
Queved Orders

P <R name> < reciplent@domain com > dd-Manth-yyyy dd-Month-yyyy  SAA A # SAAAA #
Tracking Program Errors

B <P name> < puichaser@domain.com > de-Wanth-yyyy dd-Manih-yyyy SAAAA # Free (Promational Item) #

£Gift Propram Management

Total SAAAA

Billing Information: Payment Information:

< Firstname > < Lasti Card Type: < Card
Email Address: = purchaser@domain.com > Card Number: X330000000 DO0000(1 234
Phone Number: 0000000000 Ext.: 000

Address 1: < Address line 1> Unit #

Address 2: < Add line 2>

Country: < COUNTRY

Province/State: < Province / State

City: <City >

Postal/Zip Code: =<MIMIMI >

Back to Search

2 yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

a. Locate the recipient to whom you sent the eGift card(s) that you now want to deactivate, and click on
the "more items" » icon beside the recipient's name (shown below).

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

£Gift Card > Search Order » Order Details - 412345878901
Bakch Activation

Order Details

Welcome = Firsiname Lasiname > Log Out

View Request History

Gift Card Order #: A12345678201 | Payment Order #: 660245300000000000 Resend Receipt H Cancel Order
Configure Batch Activation ) i
Order Date / Time : dd-Month-yyyy hivmm:ss
Cancel Request Order Status: Processed
Cancel Batch Activation = Program name = Gift Card
£Gift Card
» Recipient  Delivery To Original Delivery Date  Delivery Date  Amount Quantity Subtotal Actions " "
I MORE ITEMS" ICON
» kR name> < reciplen@domain.com > dd-Manth-yyyy dd-Month-yyyy SAAAA # SAAAA P
Tracking Program Errors
B <P name> < purchaser@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA # Free (Promotional Item) P

6k Drmnram Manamamant
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b. When the "card details" bar displays (shown below), record/copy the full "Card Number" to your
clipboard.

Note: The "order update details" bar displays only if you/an administrative user updated the
purchaser's original delivery/notification details.

Moneris@l

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

£Gift Card = Search Order » Order Details - A12345678901
Batch Activation

Order Details

Welcome < Firstname Lastname > Log Out

View Request History

Gift Card Order #: A12345678501 | Payment Order #: 6602456800000000000 Resend Receipt || Cancel Order
Configure Batch Activation .
Order Date / Time : dd-Month-yyyy hhimm ss
Cancel Request Order Status: Processed
Cancel Batch Activation < Program name > Gift Card
EGift Card
» Recipient Delivery To Original Delivery Date  Delivery Date  Amount Quantity Subtotal Actions
Queued Orders
¥ <R name> < recipient@domain.com > ad-Month-yyyy do-Month-yyyy SAAAA & SAAAA i
Tracking Program Errors
eGift Program Manasement Delivery Date Previously Delivered To Madify User Change Date "ORDER UPDATE DETAILS" BAR
dd-Month-yyyy < com > < admin_L com > dd-Manth hh:mm:ss|
Card Humber Status Program ID Activation Transaction ID "CARD DETAILS" BAR
3000000000000000000 < Status > 0000000 09676543
P <P name > < purchaser@domain.com > dd-Month-yyyy dd-Monlh-yyyy SASAA ¥ Free (Promational Item) P

Total SAM AL

Billing Information: Payment Information:
< Firstname > < Lasiname > card Type: < Card brang >
Email Address: < purchaser@domain com > Card Number: XO000000000000 234

Phone Number: 0000000000 Ext.: 000
Address 1:< Address line 1> Unit £
Address 2:< Address line 2 >

Country:< COUNTRY >
Province/State: < Province / State »
City: < City =

Postal/Zip Code: < MiMIMI >

Back to Search

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

c. Repeat steps 2a to 2b for any other eGift card that you want to deactivate in this order.

d. When you are finished, go to step 3.

3. Go to the menu bar (shown below), and click on Cardholders.

Home | My Profile |eEIGLEILEISN| User Management | Reports | My Download | Card Management
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4. When the "Lookup Cardholder" page displays (shown below), do the following:

Moneris@

Home | My Profile IERELEIERSN| User Management | Reports | My Download | Card Management

Lookup Cardholder

Welcome < Firstname Lastname > Log Out

This screen enables you to search any
Lookup Cardholder cardholder and view their detailed account

information. The following screens enable you

Please enter the entire card number for which you need information. to:
® cadmumeer ] + View and edit any cardholder profile
on file
+ View any cardnolder' status and
Search by one or more of the fallowing fields N Y
balance
First Name Last Name « View any cardholders transaction
[ | history
+ Manage the cardholder's online portal
N account: reset their password, disable
Postal / Zip Code Phone Number
o e their portal account
[ | . Deactivate a card
(no spaces or dashes) {no spaces or dashes)

« Transfer card value and profile

© ¥YYY-¥¥y¥ Moneris Solutions Corporation. All rights reserved.

a. Inthe Card Number field, enter the card number of the eGift card that you want to permanently
deactivate.

b. Click on the Search button.

5. When the "Card Number" page displays (shown below), go to the "Actions" navigation pane and click on
Deactivate.

Moneris@

Home | My Profile IeESGCLMIEIEN| User Management | Reports | My Download | Card Management

Display Card Information

Welcome < Firstname Lastname > Log Out

Card Number - 3000000000000000000

T Card Number 3000000000000000000
Print Transaction History, Cablite Active

Update Profile Expiry Date -

Deactivate Card Last Transaction Date and Time Yyyy-Month-dd hemm
Hold Card Current Balance SAAAA

Adjust Cash Balance
Update Cardholder Log In
‘Replace Card

© yyyy - y¥y¥ Moneris Solutions Corporation. All rights reserved.
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6. When the "Deactivate Card" page displays (shown below), do the following:

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Welcome < Firstname Lastname > Log Out

) R
Deactivate Card - 3000000000000000000 Hote: ance a card has been deactivated it can

Display Card Information never be used again, If deactivated, a

Card Number 3000000000000000000 cardholder will have to re-apply to obtain
Display_Transaction History :
. new card (which will have a new number).
Card Status Active
Print Transaction History,
Updste Profile Ermlde ila
Deactivate Card Last Transaction Date and Time yyyy-Month-dd hh:mm
Hold Card Current Balance SAAAN

Adjust Cash Balance Please select your location from the pull down menus below.

Update Cardholder Log In This transaction will be attributed to the selected location.
Replace Card Business | v

Location| v *

® ¥yyy - y¥¥Y Moneris Solutions Corporation. All rights reserved.

a. If the "Business" drop-down displays, click on it and select your business.

b. If the "Location" drop-down displays, click on it and select a location to which the transaction is to be
attributed.

c. Click on the Deactivate button.

7. When the "Are you sure you want to deactivate the card?" response displays (shown below), click on the
Deactivate button.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Lookup Cardholder

Welcame < Firstname Lastname > Log Out

Deactivate Card - 3000000000000000000 This screen enables you to deactivate a card.

Note: once a card has been deactivated it can
never be used azain. If deactivated, a

Card Number 3000000000000000000 cardholder vill have to re-apply to obtain a
. nesw card (which will have a new number).

Card Status Active

Expiry Date NiA

Last Transaction Date and Time “yyyy-Month-dd hhmm

Current Balance SAAAA

Are you sure you vant to deactivate the card?

© w3y - Yy Moneris Solutions Corporation. All rights reserved.
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When the "The transaction is completed" response displays (shown below), the operation is complete.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Welcome < Firstname Lastname > Log Out

3000000000000000000
Display Card Information
Display Transaction History Card Number 3000000000000000000
T " . . n
BRI Card Status Deactivated @ Card status: Deactivated
Update Profile Expiry Date N/A
—— Last Transaction Date and Time yyyy-Month-dd hh-mm
e "Current Balance: $0.00"
Hold Card Current Balance w000 @ . .

Adjust Cash Balance The transaction is completed.
Ry N, Transaction Reference Number ssaseazs @

"The transaction is completed.
Beolace Card Transaction Reference Number..."

@ yyyy-yyyy Moneris Solutions Corporation. All rights reserved.

9. For every other card that you want to deactivate in the order, repeat step 3 to step 8 of this procedure.

Otherwise, when you are finished deactivating cards, go to step 10.

10. Proceed to partially refund the debit/credit transaction used to fund the deactivated eGift cards in the order
(see Refunding the debit/credit transaction used to fund an eGift card order (page 133).

Moneris® eGift Card Program Reference Guide 91



Retrieving/viewing non-queued eGift card orders

The steps below describe how to retrieve one or more non-queued eGift card orders by using either the
purchaser's email or the eGift card order number as the search criterion. Once you retrieve an order, you can

opt to view the order details from its "Order Details" page and take further action such as resending a
notification or cancelling the order.

Note: A non-queued eGift card order has the status "Processed”, "Rejected", "Declined", or "Cancelled".
To view a list of queued orders, see Viewing queued eGift card orders on page 80. (See also Order status
definitions on page 141 for additional status types.)

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When you are logged in, click on Card Management in the menu bar (shown below).

Home 1| My Profile | Cardholders | User Management | Reports | My Download |[eEllBIELETTY NI

3. Onthe "Actions" navigation pane (shown below), click on eGift Card.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download |l FIELETEL NS
The Batch Activation service allows users to request bulk card activations for your gift card program.

The service will process in real time requests for 500 cards or less; if the request contains more than
Batch Activation 500 cards, this service will forward it via email to the Gift & Loyalty Support who will complete it
within 48 business hours.

Welcome < Firstname Lastname > Log Out

View: Request History

The service requires the user to provide full card numbers. Depending on your program configuration,
these numbers can have a total length between 8 and 19 digits. When submitting a batch activation
request please take into consideration that the range of cards in your request has to be continuous.

Configure Batch Activation

Cancel Request

e R The user that requests batch activations will receive email notifications when the request status is
N updated. Through the "Configure Batch Activation” menu link the user also has the option to add other
eGift Card recipients to the service notification list.

Queued Orders

eGift Program Management

© WYY -¥Y¥Y Moneris Solutions Corporation. All rights reserved.

4. When the "Search Order" page displays (shown below), do one of the following:

Moneris@

Home | My Profile | Cardholders | User Management | Configuration | Reports | My Download |[E&ICRIEREREN LT

Batch Activation

Welcome < Firstname Lastname > Log Out

€Gift Card > Search Order

Search Order
View Request History,

Configure Batch Activation Search by:
@ Order Number
Cancel Request O Sender’s Email

e ]
£Gift Card

Queued Orders

Tracking Program Errors

£Gift Program Management

& yyyy - yyyy Moneris Solutions Corporation. All rights reserved.
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To search by order number:

a. Select the Order Number radio button.

b. Inthe field, enter the "Gift Card Order#" of the desired order.

c. Click on the Search button to display the order's "Order Details" page:

= Processed order: see "Order Details" page: processed order (page 100).
= Rejected order: see "Order Details" page: rejected order (page 104).

= Declined order: see "Order Details" page: declined order (page 106).

= Cancelled order: see "Order Details" page: cancelled order (page 108).

To search by email address:

a. Select the Sender's Email radio button.

b. Inthe field, enter the email address of the purchaser who submitted the order.
c. Click on the Search button.

d. When the "Orders placed by < purchaser@domain.com >" page displays (shown below), it lists all the
orders that were submitted by a purchaser using a specific recurring email address.

Note: Only orders having the status "Processed", "Rejected", "Cancelled", and "Declined" are listed.

me < Firstname Lastname >Log Out

Moneris \or

eGift Card > Search Order > Search Order Result
Batch Activation Ord L d by < h d . S . e
rders placed by < purchaser@domain.com List details include "Order #",
View Request History O

Order # Order Date / Time Order Status Total "Order Date/Time" (dd-Month-yyyy /
AT23456789

901 de-Month-yyyy hhimm:ss Processed SASAA hh:mm:ss), "Order Status", and
! de-Menth-yyyy hhmmiss Rejecled SAAAA "Total" (dollar value of order).

da-Month-yyyy Nhmm:ss Cancelled SAAAA

Configure Batch Activation

Cancel Request E12244¢

Cancel Batch Activation

dd-Manth-yy hh:mm:ss Declined SALAL
£Gift Card vy

Queved Orders

Tracking Program Errors

£Gift Program Management

& ¥¥YY - ¥¥yy Moneris Solutions Corporation. All rights reserved.

e. Toview the "Order Details" page of a specific order, click on the "Order #" link of the desired order:

= Processed order: see "Order Details" page: processed order (page 100).
= Rejected order: see "Order Details" page: rejected order (page 104).

= Declined order: see "Order Details" page: declined order (page 106).

= Cancelled order: see "Order Details" page: cancelled order (page 108).
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Resending a "Thank you for shopping with us!" notification

Follow the steps below to resend an order summary/receipt notification to the eGift card purchaser (see "Thank
you for shopping with us!": order summary notification on page 72). You can change the notification language
(English or French) and/or the delivery address.

1. Retrieve the desired "Processed" order, and open its "Order Details" page (see Retrieving/viewing non-
qgueued eGift card orders on page 92).

2. Onthe "Order Details" page (shown below), click on the Resend Receipt button.

Note: For descriptions of line items, see "Order Details" page: processed order (page 100).

Welcome = Firsiname Lastname > Log Out
Moneris
€Gift Card = Search Order = Order Details - A12345678801
Order Details
Gift Card Order #: Payment Order #: £60246800000000000 Resend Receipt || Cancel Order
Configure Batch Activation - .
Order Date / Time : dd-Month-yyyy hh:mm:ss
Cancel Request Order Status: Processed
Cancel Batch Activation Program name > Gift Card
£Gift Card
» Recipient  Delivery To Original Delivery Date  Delivery Date  Amount Quantity Subtotal Actions
Oueued Orders
P <R.name> < recipieni@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA # SAMAA -
Tracking Program Errors
P <P pame> < purchaser@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA # Free (Promotional Item) &
eGift Program Management
Total  SAAAA
Billing Information: Payment Information:
Card Type: < Ca
Card Number: » 0001234
Address 1:<
Address ne 2
Country: < COUNTR
Province/State: < Province / State =
City: <c
Postal/Zip Code: < MIMIN1 >
| Back to Search |
D yyyy -yyyy Moneris Solutions Corporation. All rights reserved.

3. When the "eGift Resend Receipt" dialog displays (shown below), do the following:

a. To change the notification language to English, click on the English radio

button, or click on the French radio button to change the notification Resend To
language to French. el

|a‘ purchaser@domain.com > |

b. To change the notification address, edit the address in the "Email" field.

Email Language Preferences

c. Click on the Resend button to close the dialog. ®english O French

d. When the "Successfully resent to the purchaser" response displays, the Cancel  Resend
operation is complete.

Note: The response may read incorrectly as "Successfully resent to the recipient”.
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Resending a "Recipient, you've received a SAA eGift Card

notification

The steps below describe how to resend a non-promotional eGift card notification and/or update other delivery
details, including delivery method, address/mobile phone number, delivery date, and language (English/French)
This notification contains the link to recipient's eGift card (see "Recipient, you've received a SAA eGift Card!"

notification page 74).
Note:
notification (page 97).

1.
gueued eGift card orders on page 92).

notification, and click on their Actions #"icon.

Note:

To resend a promotional eGift card notification, see Resending a "Thank you for your purchase"

Retrieve the desired "Processed" order, and open its "Order Details" page (see Retrieving/viewing non-

On the "Order Details" page (shown below), locate the recipient to whom you want to resend the

For descriptions of line items, see "Order Details" page: processed order (page 100).

Moneris

Batch Activation

€Gift Card > Search Order » Order Details - A12345878001

Order Details
View Request History

Gift Card Order #: -
Order Date / Time :

Order Status: Processed

Configure Batch Activation

W

yyyy hh:mm:ss

Cancel Request

Cancel Bateh Activation Program name > Gift Card

€Gift Card

P Recipient Delivery To Original Delivery Date

Queued Orders

P <R pame> < recipieni@domaincom > dd-Month-yyyy
Tracking Program Errors
P <P name> < purchaser@domain com > dd-Month-yyyy

£Gift Program Management

Billing Information:

Firstname > < Lasiname >
Email Address: <r
Phone Number: 000
Address 1: <
Address
Countryz < COU
Province/State: < Province / State >
City: < City =

Postal/Zip Code: < MIM1M1

Back to Search

1| Payment Order #: 660246800

| Resend Receipt || Cancel Order |

Delivery Date  Amount Quantity Subtotal Actions
dd-Month-yyyy SAAAA # SAMAA /. "ACTIONS" ICON
dd-Month-yyyy  SAAAA # Free (Promoticnal Item) &

Total SAAAA

Payment Information:

Card Type:
Card Numb

S yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

3. When a "Delivery Method" dialog displays (shown on the next page), do any of the following:

Moneris® eGift Card Program Reference Guide

95



To send the notification by email/change the email address:
elivery

a. Click on the drop-down, and select Email. Resend To

< recipient@damain.com = |
c. Tochange the delivery date to a date other than today, enter the new e Delivery Date (DDA VYY):
date (dd/mm/yyyy) in the New Delivery Date field.

b. Inthe "Resend To" field, enter/edit the email address.

Email Language Preferences

®n glish ) French

d. To change the notification language to English, click on the English radio
button. Otherwise, click on the French radio button to change the
notification language to French.

Cancel Resend

e. Click on the Resend button.

f.  When the "Successfully updated recipient's resend delivery date" response displays, the operation is
complete.

To send the notification by SMS text/change the phone number:

a. Click on the drop-down, and select SMS/Text.

Resend Ta
c. To change the delivery date to a date other than today, enter the new [=1 | eao-000-0000 |
date (dd/mm/yyyy) in the New Delivery Date field.

b. Inthe "Resend To" field, enter/edit the mobile phone number.

New Delivery Date (DD/MM/YYYY):

d. To change the notification language to English, click on the English radio
button. Otherwise, click on the French radio button to change the Email Laneusge Freferences
notification language to French.

@ En glish (O French

Cancel Resend

e. Click on the Resend button.

f.  When the "Successfully updated recipient's resend delivery date" response displays, the operation is
complete.
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Resending a "Thank you for your purchase" notification

The steps below describe how to resend a promotional eGift card notification alert to a purchaser and/or update
other notification delivery details, including email address, delivery date, and language (English/French). This
notification contains the link to the purchaser's free promotional eGift card(s) (see "Thank you for your
purchase" notification on page 73).

1. Retrieve the desired "Processed" order, and open its "Order Details" page (see Retrieving/viewing non-
gueued eGift card orders on page 92).

2. Onthe "Order Details" page (shown below), locate the recipient of the "Free (Promotional Item)", and click
on their Actions ¢ icon.

Note: For descriptions of line items, see "Order Details" page: processed order (page 100).

Welcome = Firsiname Lastname > Log Out
[
Moneris
€Gift Card > Search Order > Order Details - A12345678801
Order Details
Gift Card Order #: Payment Order #: 660246800000000000 Resend Receipt || Cancel Order
Configure Batch Activation . .
Order Date / Time : dd-Month-yyyy hh:mm:ss
Cancel Request Order Status: Processed
Cancel Batch Activation Program name > Gift Card
£Gift Card
» Recipient  Delivery To Original Delivery Date  Delivery Date  Amount Quantity Subtotal Actions
Oueued Orders
P <R name> < recipiem@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA # BAM AL o
Tracking Program Errors n n
P <P pame> < purchaser@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA # Free (Promotional Item) s ._ ACTIONS ICON
eGift Program Management
Total SAAAA
n . n
Free (Promotional Item)
Billing Information: Payment Information: INDICATOR
Firstname > < Card Type: d brs
Email Address: com > Card Humb:

Phone Number: 000
Address 1:<
Address
Country: < COUNTR

Province/State: < Province / State >
City: < City
Postal/Zip Code: < MiM1M1 »

| Back to Search |

D yyyy-yyyy Moneris Solutions Corporation. All rights reserved.

3. When the "Delivery Method" dialog displays (shown below), do the following:

a. Inthe "Email" field, optionally edit the email address.

Resend To
|"~5 recipient@domain.com = |

c. To change the notification language to English, click on the English radio | . ocier ace ormmvy:

b. To change the delivery date to a date other than today, enter the new
date (dd/mm/yyyy) in the New Delivery Date field.

button. Otherwise, click on the French radio button to change the
notification language to French. Email Language Preferences

® English ) French
d. Click on the Resend button.

Cancel Resend

e. When the "Successfully updated recipient's resend delivery date"
response displays, the operation is complete.
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"Order Details" page

"Order Details" page: queued order

A queued order is an order that is routed to the queue because the order amount equals or exceeds the
purchase amount threshold set for your eGift card program. The order awaits your approval or rejection.
The "Order Details" page of a queued order (shown below) displays all the information about the order,

including billing and payment details, delivery details, and dollar totals. You can approve or reject the order as
described below.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

\iglcome < Firstname Lastname > Log Out

Queued Orders > Order Details - A12345678901

Approve button

Batch Activation

Order Details

View Request History

Configure Batch Activation
Cancel Request
Cancel Batch Activation

eGift Card

Gift Card Order #: A12345578901

(see Approving a queued eGift card
order on page 81).

Reject button (Rejecting a queued

Queued Order Reason: Purchase is greater than or equal

< Program name > Gift Card ._e ?

Order Date / Time : dd-Manth-yyyy hh:mm:ss .—e
Order Status: Queued 9
ti

eGift card order page 83).

e threshold value. ._o

Queued Orders Recipient  Delivery To Original Delivery Date Delivery Date  Amount Quantity ~ Subtotal
Tracking Program Errors <R. name= | < reciplen@demain.com = dd-Menth-yyyy dd-Month-yyyy — SAAAA  # SAAAR
!
€Gift Program Management <P name > | < purchaserg@domain.com > de-Month-yyyy dd-Month-yyyy  SAAAA  # Free (Promational Item)

Billing Information: 0—0

= Firstname = < Lastname
Email Address: < purl i
Phone Humber: 0000000000  Ext.: 000
Address 1:< Address line 1> Unit #
Address 2: < Address line 2>

Country: < COUNTRY

Province/State: < Province / State >
City: < City >

Postal/Zip Code: < MIMIMI =

@domain.com >

@—. Total SAMAA
e_. Payment Information:

Card Type: < Card brand >
Card Number: Y0OUOOCOD000COMT 234

View Order History ®

To view the order history of this
purchaser's recurring email address,
click on the View Order History
button (continue at step 4d in
Retrieving/viewing non-queued eGift
card orders on page 93).

€ yyyy - ¥yyy Moneris Solutions Corporation. All rights reserved.

This table describes the labelled image of the "Order Details" page shown above.

Label | Line item Description

A "Gift Card order #" Unique identifier appended to the order.

B "Order Date / Time" Date (dd-Month-yyyy / hh:mm/ss) on which the purchaser submitted the order.

C "Order Status" Indicates "Queued".

D "Queued Order Reason" Indicates reason for queuing (i.e., purchase is greater then or equal to threshold value).
E "< Program name > Gift Card" Moneris program identifier.

F "Recipient" eGift card recipient name/nickname
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Line item ‘ Description

Delivery email address/mobile phone number as originally specified by the purchaser
when they submitted the order.

G "Delivery To" . . . .
Note: Any promotional card(s) will be auto-sent to the purchaser's email address if the
order is approved and successfully processed to completion.
eGift card delivery date (dd-Month-yyyy) that was originally scheduled by the purchaser

o . when they submitted the order.

H "Original Delivery Date"

Note: Any promotional card(s) for which the purchaser qualifies will be sent to them on
the date the order is approved and successfully processed to completion.

| "Delivery Date"

Date (dd-Month-yyyy) of the first occurrence an attempted eGift card delivery to a
recipient in this order.

Note: Because the order is queued, this date may differ from the actual date on which

the eGift card is sent to the recipient (i.e., once the order is approved and successfully
processed to completion).

Dollar amount to be loaded on the eGift card(s) that will be sent to a recipient if the order

! Amount is successfully processed and completed.
" o Number of eGift cards to be sent to a recipient if the order is approved and successfully
K Quantity .
processed to completion.
N " Total dollar value of eGift card(s) to be sent to a recipient if the order is approved and
L Subtotal .
successfully processed to completion.
Total dollar value of all eGift cards in the order, excluding any free promotional cards.
M "Total" Note:  The total dollar value of the order is funded by the purchaser's debit/credit card
if the order is approved and successfully processed to completion.
N "Billing Information" Purchaser "Email Address", "Phone Number", "Ext.", "Address 1", "Address 2", "Unit#",
& "Country", "City", and "Postal/Zip Code".
"Card Type" (brand) and "Card Number" (masked debit/credit card number except for last
(o] "Payment Information" 4 digits) of the payment card to be used to fund the non-promotional eGift card(s) in the

order if the order is approved and successfully processed to completion.
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"Order Details" page: processed order

A processed order is an eGift card order that we completed, resulting in the creation of one or more eGift cards
per the specifications in the order (see Placing an order on page 40). The "Order Details" page of a processed
order (shown below) displays all the information about the order, including billing and payment details, delivery
details, and eGift card details, including dollar totals, and card number. You may opt to resend a receipt or
notification or cancel the order as described below.

Note:

To view the "Order Details" page of a processed order, see Retrieving/viewing non-queued eGift card

orders (page 92). See also Enterprise and exception eGift card reports (page 113) for additional order details.

Mon eris@

Welcome = Firsiname Lasiname > Log Out

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Batch Activation

€Gift Card > Search Order » Order Details - A12343678901

Order Details
View Request History

Gift Card Order #: A12345578501

Configure Batch Activation

Order Status: Processed

Order Date / Time : dd-Month-yyyy hih:mm.ss

Resend Receipt button

—

(see Resending a "Thank you for shopping

with us!" notification on page 94).

Cancel Request

Cancel Batch Activation

£Gift Card

P Recipient  Delivery To

Queued Orders

TIracking Program Errors

£Gift Propram Management

< Firsiname > = Lastname

Email Address:

Country: < COUN
City: < City >

Postal/Zip Code: < MIMIMI >

< Program name > Gift Card .—e ?

i Dl< R. name> | < recipient@domain.com =

P <P name > | < purchaser@domain.com =

Billing Information: .—o

main_com >
0 Ext.: 000
Uinit #

Provinoe/State: < Province / State >

Payment Order #: 660246800000000000 e | Resend Receipt || Cancel Order |

Cancel Order button (see Cancelling an
entire eGift card order on page 85).

Original Delivery Date Delivery Date  Amount Quantity Subtotal Actions

Resend notification or update non-
promotional eGift card delivery details
(see Resending a "Recipient, you've
received a SAA eGift Card!" notification
on page 95).

dd-Month-yyyy de-Manth-yyyy SAAAA # SARAM

dd-Maonth-yyyy dd-Month-yyyy SAAAA # Free (Promotional Item) -~

Total

e—. Payment Information:

Card Type: <
Card Number: X

SAAAA

cal

Resend notification or update
promotional eGift card delivery details
(see Resending a "Thank you for your
purchase" notification on page 97).

To perform another search, click on the

Back to Search | @

the "more items"

Back to Search button (continue at step 4
in Retrieving/viewing non-queued eGift
card orders on page 92).

@ yyyy-yyyy Moneris Solutions Corporation. All rights reserved.

— To display any order update details and the card details for any eGift card in the order, click on
icon beside a recipient name (for more, see Card details: processed order on page 102).

This table describes the labelled image of the "Order Details" page shown above

Label ‘ Line item Description

"Gift Card order #"

Unique identifier appended to the order in the Client Portal. This identifier also constitutes the
last portion of the "Order Number" shown in the "Thank you for shopping with us!" notification
that we send to the purchaser upon completion of their order. See "Thank you for shopping with
us!": order approved notification on page 71), or see "Thank you for shopping with us!": order
summary notification (page 72).

The "Order Number" is referred to as "Order ID" in the Merchant Resource Center and is
appended to the debit/credit transaction used to fund the order.

Note: You can use this identifier to retrieve the order in the Client Portal (see Retrieving/viewing
non-queued eGift card orders on page 92, or see Enterprise and exception eGift card reports on page
113). You can use this identifier in the Merchant Resource Center to retrieve the debit/credit
transaction used to fund the order.

Moneris® eGift Card Program Reference Guide

100



Label ‘ Line item Description

A unique identifier (referred to as the "Sequence number" in the Merchant Resource Center.

B IR O 7 Appended to the debit/credit transaction used to fund the order).

C "Order Date / Time" Date (dd-Month-yyyy) and time (hh:mm:ss) when the purchaser submitted the order.
D "Order Status" Indicates "Processed".

E "< Program name > Gift Card" | Moneris program identifier.

F "Recipient" eGift card recipient name/nickname.

Non-promotional eGift card: Delivery email address/mobile phone number of the recipient as
originally specified by the purchaser when they submitted the order.

G "Delivery To"
Promotional eGift card: Purchaser's email address as specified by the purchaser when they
submitted the order.
eGift card delivery date (dd-Month-yyyy) that was originally scheduled by the purchaser when
they submitted the order.

H "Original Delivery Date"

Note: Any promotional card(s) for which the purchaser qualified would have been delivered on
the date the order was approved.

Date (dd-Month-yyyy) of the last occurrence of an eGift card delivery to a recipient in this order
| "Delivery Date" (e.g., this date may change if an administrative user subsequently resends the eGift card
notification).

J "Amount" Dollar amount loaded on the eGift card(s) that were sent to a recipient.
K "Quantity" Number of eGift cards that were sent to a recipient.
"Subtotal" Total dollar value of eGift card(s) that were sent to a recipient.

M "Total" Total dollar value of all eGift cards in the order, excluding any free promotional cards.
Note:  The total dollar value of the order is funded by the purchaser's debit/credit card.

N e RillingREatMAtian: Purc'flwaser "Erpail Adc!lress", "Pone Number", "Ext.", "Address 1", "Address 2", "Country", "City",
and "Postal/Zip Code".

o "payment Information” "Card Type" (brand) and "Card Number" (masked debit/credit card number except for last 4

digits) of the payment card used to fund the non-promotional eGift card(s) in the order.
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Card details: processed order

A processed order's "Order Details" page contains details about any eGift card that is part of the order. eGift
card details are displayed in the "card details" bar of each recipient (shown below). Details include card account
number, card status, and activation ID. If you updated any of the original order details or resent the notification,
your activities are logged in the "order update details" bar (shown below).

Note: For additional options and descriptions of all other non-labelled line items, see "Order Details" page:
processed order (page 100).

— To view the eGift card details and any order update details, click on the

" . n . . .
more items icon beside the recipient name (shown below).
Wielcome < Firstname Lastname > Log Out
Moneri s@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

eGift Card > Search Order > Order Details - A12345675801
Batch Activation .

Order Details
View Request History

Gift Card Order #: A12345678501 | Payment Order #: 650246800000000000 Resend Receipt H Cancel Order
Configure Batch Activation .
— Order Date / Time : dd-Month-yyyy hh:mm:ss
Cancel Request Order Status: Processed
Lancel Batch Activation Program name = Gift Card
€Gift Card

P Recipient Delivery To Original Delivery Date Delivery Date  Amount Quantity Subtotal Actions
Dueued Orders

i v|< R. name> < recipient@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA & SAAAM s

Tracking Program Errors
eGift Program Management Delivery Date Previously Delivered To Modify User Change Date

"ORDER UPDATE DETAILS" BAR di-Month-yyyy < reciplent@domain com > < admin_user@domain com > dd-Month hh:mm'ss

Card Humber .—o Status Program D Activation Transaction 1D

"CARD DETAILS" BAR

3000000000000000000 = Stalus > 0000000 09876543
P <P.name > < purchaser@domain.com >| dd-Month-yyyy do-Month-yyyy SAAAA  # Free (Promotional Item) Va
Total SAAAA
Billing Information: Payment Information:
= Firsiname > < Lasiname > Card Type: < Card brand >
Email Address: < purchaserg@domain.com > Card Number: YOO000000000C00 234

Phone Number: 0000000000  Ext.: 000
Address 1:< Address line 1> Unit £
Address 2:< Address line 2 >

Country:< COUNTRY >
Province/State: < Province / State »
City: < City >

Postal/Zip Code: <MiMIMI >

Back to Search

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

This table describes the labelled image of the "Order Details" page shown above.

Label | Line item Description

- " Date (dd-Month-yyyy) of the last occurrence of an eGift card delivery to a recipient in this
A Delivery date . .
order as scheduled by you/an administrative user).
"Previously Delivered To" Email address/mobile phone number to which the eGift card was previously sent.
"Modify User" The administrator user who effected the last update to the order delivery details.
D "Change Date" Date (dd/Month) and tlm? (hh:mm:ss) when you/the administrator user effected an update
to the order delivery details.
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Label ‘ Line item Description

E "Card Number" eGift card account number.

Indicates "Downloaded" if the recipient accessed the eGift card via their notification, or
Indicates "Processed" if the recipient has not accessed their eGift card via their notification.

F "Status"
Note: For recipient notification types, see Notification alerts (page 65).
"Program ID" Your eGift card program identifier.
H "Activation Transaction ID" eGift card activation transaction identifier.
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"Order Details" page: rejected order

A rejected order is an eGift card order that we initially routed to the order queue but which you subsequently
rejected (see Rejecting a queued eGift card order on page 83).

The "Order Details" page of a rejected order (shown below) displays all the information about the order,
including billing and payment details, delivery details, and dollar totals as described below.

Note: To retrieve a rejected order, see Retrieving/viewing non-queued eGift card orders on page 92.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Batch Activation

View Request History

Configure Batch Activation
Cancel Request

Cancel Batch Activation
£Gift Card

Queued Orders

TIracking Program Errors

£Gift Program Management

Welcome < Firstname Lasiname > Log Out

€Gift Card > Search Order = Order Details - E12244688800

Qrder Details

Reject Reason: < Reason for rejection =

< Pragram name > Gift Card .—o

Recipient  Delivery To

Gift Card Order #: E12244668800
Order Date / Time : dd-Manth-yyyy htmm:ss ‘—o
Order Status: Rejected !i :

Original Delivery Date Delivery Date Amount Quantity Subtotal

<R name> | < reciplent@domain.com > dd-Month-yyyy dd-Monthyyyy — SAAAA  # SAAAA

<P name > | < purchaser@domain.com > dd-Month-yyyy dd-Month-yyyy — SAAAA  # Free (Promoticnal ltem)

m_. Total SAAAA
Billing Information: 0—0 e—. Payment Information:

= Firstname > < Lasiname > Card Type: < Card brand >
Email Address: @domain com > Card Mumber: X
Phone Humber: 0000000000 Ext.: 000

Address 1: < Address line 1> Unit &

Address 2: < pddress ling 2>

Country:< COUNTRY >

Province/State: < Province / State >

City: < City >

Postal/Zip Code: < MIMIM1 >

® To perform another search, click on
the Back to Search button (continue
at step 4 in Retrieving/viewing non-
queued eGift card orders on page 92).

€ YYYY- ¥yyy Moneris Solutions Corporation. All rights reserved.

This table describes the labelled image of the "Order Details" page shown above.

Label | Line item Description

Unique identifier appended to the order in the Client Portal.

A "Gift Card order #" Note: You can use this identifier to retrieve the order in the Client Portal (see
Retrieving/viewing non-queued eGift card orders on page 92).

B "Order Date / Time" Date (dd-Month-yyyy) and time (hh:mm:ss) on which the purchaser submitted the order.

C "Order Status:" Indicates "Rejected".

D "Reject Reason" Indicates the reason for the order rejection.

E "< Program name > Gift Card" Moneris program identifier.

F "Recipient" eGift card recipient name/nickname.
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Label ‘ Line item ‘ Description

Non-promotional eGift card: Delivery email address/mobile phone number of the
recipient as originally specified by the purchaser when they submitted the order.

G "Delivery To" . . . "
Promotional eGift card: Purchaser's email address as specified by the purchaser when
they submitted the order.
eGift card delivery date (dd-Month-yyyy) that was originally scheduled by the purchaser
. . when they submitted the order.
H "Original Delivery Date"

Note: Any promotional card(s) for which the purchaser qualified would have been
delivered on the date the order was approved.

| "Delivery Date"

Date (dd-Month-yyyy) of the only occurrence an attempted eGift card delivery to a
recipient in this order.

Note: Because the order was routed to the queue and subsequently rejected, this date is
same as "Original Delivery Date".

Dollar amount that would have been loaded on the eGift card(s) in the order if the order

! Amount had been approved.
N - Number of eGift cards that would have been sent to the recipient if the order been
K Quantity
approved.
" " Total dollar value of eGift card(s) that would have been sent to a recipient if the order
L Subtotal
been approved.
M "Total" Total dollar value of all eGift cards in the order, excluding free promotional cards.
N "Billing Information" Purchaser "Email Address", "Phone Number", "Ext.", "Address 1", "Address 2", "Unit#",
J "Country", "City", and "Postal/Zip Code".
"Card Type" (brand) and "Card Number" (masked debit/credit card number except for last
(o} "Payment Information" 4 digits) of the payment card that would have been used to fund the order if the order

had been approved.
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"Order Details" page: declined order

A declined order is an eGift card order that was submitted but which we could not register due to a system
error.

The "Order Details" page of a declined order (shown below) displays all the information about the order,
including billing and payment details, delivery details, and dollar totals as described below.

Note: To retrieve a declined order, see Retrieving/viewing non-queued eGift card orders on page 92.

Moneri@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

€Gift Card > 5earch Order > Order Details - BO0200700800
Batch Activation

Order Details

\elcome < Firstname Lasiname > Log Out

View Request History

Gift Card Order #: BOD200700800
Configure Batch Activation

Order Date / Time : dd-Month-yyyy hh:mm:ss .—‘:’
Cancel Request Order Status: Declined .—o

Cancel Batch Activation

< Program name > Gift Card
£Gift Card

Queued Orders Recipient  Delivery To Original Delivery Date DeliveneDate Amount Quantity Subtotal
Tracking Program Errors <R name> | < recipient@domain.com > dd-Month-yyyy dd-Month-yyyy — SAAAA  # SAAAA

£Gift Program Management

<P name > | < purchaser@domain.com > dd-Month-yyyy dd-Month-yyyy ~ SAAAA  # Free (Promotional Item)

o—Q Total AN AN
Billing Information: .—@ o—. Payment Information:

< Firstname > < Lasiname > Card Type: < Card brand >
Email Address: = purchaser@domain com > Card Number: XX0000
Phone Humber: 0000000000 Ext.: 000

Address 1: < Address ling 1> Linit #:

Address 2: < Agdress line 2 >

Country:< COUNTRY >

Province/State: < Province / Slate >

City: < City >

Postal/Zip Code: < MiMIM1 =

Back to Search ®

To perform another search, click on
the Back to Search button (continue
at step 4 in Retrieving/viewing non-
queued eGift card orders on page 92).

€ yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

This table describes the labelled image of the "Order Details" page shown above.

Label ‘ Line item ‘ Description

Unique identifier appended to the order in the Client Portal.

A "Gift Card order #" Note: You can use this identifier to retrieve the order in the Client Portal (see
Retrieving/viewing non-queued eGift card orders on page 92).

B "Order Date / Time" Date (dd-Month-yyyy) and time (hh:mm:ss) on which the purchaser submitted the order.
C "Order Status:" Indicates "Declined".
D "< Program name > Gift Card" | Moneris program identifier.
E "Recipient" eGift card recipient name/nickname.
Non-promotional eGift card: Delivery email address/mobile phone number of the
) recipient as originally specified by the purchaser when they submitted the order.
F "Delivery To"

Promotional eGift card: Purchaser's email address as specified by the purchaser when
they submitted the order.
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Label ‘ Line item ‘ Description

G "Original Delivery Date"

eGift card delivery date (dd-Month-yyyy) that was originally scheduled by the purchaser
when they submitted the order.

Note: Any promotional card(s) for which the purchaser qualified would have been
delivered on the date the order was approved.

H "Delivery Date"

Date (dd-Month-yyyy) of the only occurrence an attempted eGift card delivery to a
recipient in this order.

Note: Because the order was not registered due to a system error, this date is same as
"Original Delivery Date".

| "Amount"

Dollar amount that would have been loaded on the eGift card(s) and sent to a recipient if
the order had been approved.

J "Quantity"

Number of eGift cards that would have been sent to a recipient if the order been
approved.

K "Subtotal"

Total dollar value of eGift card(s) that would have been sent to a recipient if the order had
been approved.

L "Total"

Total dollar value of all eGift cards in the order, excluding any promotional cards, which
are free.

Note: The total dollar value would have been funded by the purchaser's debit/credit card.

M "Billing Information"

Purchaser "Email Address", "Phone Number", "Ext.", "Address 1", "Address 2", "Unit #",
"Country", "City", and "Postal/Zip Code".

N "Payment Information"

"Card Type" (brand) and "Card Number" (masked debit/credit card number except for last
4 digits) of the payment card that would have been used to fund the eGift card(s) in the
order had the order been approved and successfully processed to completion.
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"Order Details" page: cancelled order

A cancelled order is an eGift card order that we successfully processed and completed but which you
subsequently cancelled (see Cancelling an entire eGift card order on page 85).

The "Order Details" page of a cancelled order (shown below) displays all the information about the order,
including billing and payment details, delivery details, and dollar totals as described below.

Note: To view the "Order Details" page of a cancelled order, see Retrieving/viewing non-queued eGift card
orders on page 92. See also Enterprise and exception eGift card reports (page 113) for additional order details.

Moneris@

Home | My Profile | Cardholders | User Management | Reports | My Download | Card Management

Welcome < Firstname Lastname > Log Out

eGift Card > Search Order > Order Details - G82847658403

Order Details
View Request History

Gift Card Order #: G92847658403| Payment Order #: 660257900000000000 ‘—o
Configure Batch Activation o

Batch Activation

Order Date / Time : dd-Month-yyyy hih.mm.ss
Cancel Request Order Status: Cancelled @ e

Cancel Batch Activation < Program name > Gift Card 0—0 Q ? 9 ? 9

£Gift Card

B Recipient  Delivery To

Queued Orders
» 4R name= | < recipient@domain.com >

Tracking Program Errors

Original Delivery Date Delivery Date Amount Quantity Subtotal

od-Month-yyyy dd-Monthyyyy — SAAAA  # SAA A

P <P name > | < purchaser@domain.com > dd-Month-yyyy dd-Month-yyyy ~ SAAAA ¢ Free (Promotional Item)

m_. Total  SAAAA
Billing Infermation: .—0 e_. Payment Information:

eGift Program Management

< Firstname > < Lastname > Card Type: < Card brand >

Email Address: < purchaser@domain.com > Card Number: X0OCO000000000001234
Phone Number: 0000000000  Ext.: 000

Address 1:< Address line 1> Linit #

Address 2= < Addn
Country: < COUNTR!
Province/State: = Pn
City: < City >

Postal/Zip Code: <MIMIMI =

. To perform another search, click on
the Back to Search button (continue
at step 4 in Retrieving/viewing non-
queued eGift card orders on page 92).

& yyyy - ¥yyy Moneris Solutions Corporation. All rights reserved.

— To display any order update details and the card details for any eGift card in the order,
click on the "more items" ™ icon beside a recipient name (see Card details: cancelled order on page 110).

This table describes the labelled image of the "Order Details" page shown above.

Label ‘ Line item ‘ Description

Unique identifier appended to the order in the Client Portal. This identifier also constitutes the last
portion of the "Order Number" shown in the "Thank you for shopping with us!" notification that we
send to the purchaser upon completion of their order. See any of:

. "Thank you for shopping with us!": order approved notification (page 71)

- "Thank you for shopping with us!": order summary notification (page 72)

A "Gift Card order #"
The "Order Number" is referred to as "Order ID" in the Merchant Resource Center and is appended

to the debit/credit transaction used to fund the order.

Note: You can use this identifier to retrieve the order in the Client Portal (see Retrieving/viewing
non-queued eGift card orders on page 92, or see Enterprise and exception eGift card reports on page
113). You can also use this identifier in the Merchant Resource Center to retrieve the debit/credit
transaction used to fund the order.
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Label Line item Description

B "pavment Order #" A unique identifier (referred to as the "Sequence number" in the Merchant Resource Center.
v Appended to the debit/credit transaction used to fund the order).

C "Order Date / Time" Date (dd-Month-yyyy) and time (hh:mm/ss) when the purchaser submitted the order.

D "Order Status:" Indicates "Cancelled".

E < Program name > Gift Card | Moneris program identifier.

F "Recipient" eGift card recipient name/nickname.
Non-promotional eGift card: Delivery email address/mobile phone number of the recipient as

. originally specified by the purchaser when they submitted the order.

G "Delivery To" . . . »
Promotional eGift card: Purchaser's email address as specified by the purchaser when they
submitted the order.
eGift card delivery date (dd-Month-yyyy) that was originally scheduled by the purchaser when they
submitted the order.

H "Original Delivery Date" ) ) " )
Note: Any promotional card(s) for which the purchaser qualified would have been delivered on the
date the order was approved.

| "Delivery Date" Date (dd-Month-yyyy) of the latest occurrence of an eGift card notification delivery to the recipient

¥ (e.g., this date may change if an administrative user resends the notification).
J "Amount" Dollar amount loaded on the eGift card(s) that were sent to a recipient.
K "Quantity" Number of eGift cards that were sent to a recipient.
"Subtotal" Total dollar value of eGift card(s) that were sent to a recipient.
M "Total" Total dollar value of all eGift cards in the order, excluding any free promotional cards.
ota

Note:  The total dollar value of the order is funded by the purchaser's debit/credit card.

N "gilling Information” Purchaser "Email Address", "Phone Number", "Ext.", "Address 1", "Address 2", "Unit #", "Country",

g "City", and "Postal/Zip Code".
N o "Card Type" (brand) and "Card Number" (masked debit/credit card number except for last 4 digits)
o Payment Information of the payment card used to fund the eGift card(s) in the order.
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Card details: cancelled order

The "Order Details" page of a cancelled eGift card order contains details about any eGift card that is part of the
order. eGift card details are displayed in the "card details" bar of each (shown below). Details include card
account number, card status, and activation ID. If you updated any of the purchaser's original order details or
resent the notification, your activities are logged in the "order update details" bar (shown below).

Note: For additional options and descriptions of all other non-labelled line items, see "Order Details" page:
cancelled order (page 108).

—— To view the eGift card details and any order update details,
. n . n . . .
click on the "more items"  icon beside the recipient name.
Welcome < Firstname Lastname > _og Out
Moneri s@
Home | My Profile | Cardhelders | User Management | Reports | My Download | Card Management
eGift Card » Search Order » Order Details - G92847658403
Batch Activation .
Order Details
View Request History
Gift Card Order #: G92847658403 | Payment Order #: 660248800000000000
Lonfi Batch Activat .
R RC  JEE X R Order Date / Time : dd-Month-yyyy hh:mm:ss
Cancel Request Order Status: Cancelled
Cancel Batch Activation < Program name > Gift Card
£Gift Card
» Recipient  Delivery To Original Delivery Date Delivery Date  Amount Quantity Subtotal
Queued Orders
B< R. name> < reciplent@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA # SAMAA
Tracking Program Errors
£Gift Program Management | Delivery Date  Previously Delivered To Madify User Change Date v—o
n n
ORDER UPDATE DETAILS" BAR
dd-Month-yyyy < recipieni@domain.com > < admin_user@domain.com > dd-Month hh:mm:ss.
"CARD DETAl LS" BAR Card Humber .—o Status Program ID Activation Transaction ID
3100000000000000000 Cancelled 0000000 03579135
» < P.name > < purchaser@domain.com > dd-Month-yyyy dd-Month-yyyy SAAAA  # Free (Promotional Item)
Total SAAAM
Billing Information: Payment Information:

Card Type:«< Card brand >
@domain com > Card Number: Y)00000000000001 234
Ext.:000

Address 2:< Addr

Country:< COUNTRY >
Provinoe/State: < Province
City: < City >

Postal/Zip Code: < M1MIMI >

Back to Search

€ yyyy - yyyy Moneris Selutions Corporation. All rights reserved.

This table describes the labelled image of the "Order Details" page shown above.
Label | Line item Description

A " Date (dd-Month-yyyy) of the last occurrence of an eGift card delivery to a recipient in this
A Delivery date L .
order as scheduled by you/an administrative user).
"Previously Delivered To" Email address/mobile phone number to which the eGift card was previously sent.
"Modify User" The administrator user who effected the update to the order delivery details.
D "Change Date" Date (dd/Month) and time (hh:mm:ss) when you/the administrator user effected the
g updates to the delivery details and/or initiated a resend action.
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Label ‘ Line item Description

E "Card Number" eGift card account number.
Indicates "Cancelled"
F "Status" . . .
Note: The card is automatically deactivated.
"Program ID" Your eGift card program identifier.
H "Activation Transaction ID" eGift card Activation transaction identifier.
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Reports

In this section we go over everything you need to
know to generate reports about eGift card orders,
card activity, buyer (purchaser) and recipient
activity, and more.



Enterprise and exception eGift card reports

There are several enterprise and exception eGift card reports that you can use to track eGift card orders and
card usage, and help you to identify fraudulent activity. These reports are listed below.

Note: Only orders having the status "Completed”, "Fulfilled", or "Cancelled" can be retrieved in these reports
(see specific report procedure for details).

These reports do not include data about promotional card usage (see Promotional eGift card feature on page
23).

= Enterprise eGift Non-Retrieved Order Details report (page 114).

= Enterprise eGift Order Summary report (page 117).

=  eGift Order (Card) Details sub-report (see 120).

=  Exception - Buyer and Recipient email Match on eGift Orders report (page 121).

=  Exception - Buyer Frequency on eGift Orders report (page 124).

To export your report to a file, see Exporting a report to a file (page 127).
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Enterprise eGift Non-Retrieved Order Details report

Follow the steps below to generate a report listing of all orders (submitted through your Moneris eGift iFrame)
containing an eGift card that has not been accessed by the intended recipient during a date range you specify.
The report includes data only for orders having the status "Completed", "Fulfilled", or "Cancelled" (see Order
status definitions on page 141). Report details include order number, delivery and retrieval details, buyer
(purchaser) information, and more. You can export the report to a file. Maximum report date range: 366 days.

Note: Ensure your browser is configured to allow pop-ups from this site (the report displays in a pop-up window).

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When you are logged in, click on Reports in the menu bar (shown below).

Home | My Profile | Cardholders | User Management |JE-LIs=M| My Download | Card Management

3. When the "Reports" page displays (shown below), go the "Reports" navigation pane, and click on
< Program name > Reports to expand the file tree.

Moneris@

Home | My Profile | Cardholders | User Management IJEE-CU 20| My Download | Card Management

5T Prograrm rame = Feports | Reports

Welcome < Firstname Lastname >  Log Out

The Moneris Gift & Loyalty Reporting Platform s built to present all relevant information required to manage Gift/Stored
Value card and Loyalty programs based on our extensive experience in the business.

The online reports enable you to track all transactions in real-time, across all locations including transaction history, liability
and reconciliation alang with activation, redemption and expiration data. Some of our reports are available at the
Enterprise (Program Owner), Business and Location level. Moreover, our reports are available online via our web portal and
can also be downloaded to run reports offline by importing into your enterprise database.

§ Reports will be visible to you based on your individual user level rights or permissions. The menu bar on the left displays
your programs, followed by the reports available for that program. To access any report, click on it, and follow the
instructions.

© yyyy-yyyy Moneris Solutions Corporation. All rights reserved.

4. Inthe expanded file tree (shown below), click on Enterprise > eGift Reports > Enterprise eGift Non-
Retrieved Order Details.

Reports
= @ < Program name > Reports
= @ Enterprise
@ Gift - Transaction Reports
@ Gift - Liability Reports
@ Recenciliation Reports
@ Gift - Data Extract Reports
@ Exception Reports
@ Key Performance Reports
@ Gift - Promotion Reports
= [@ =Gift Reports

E_EI Enterprise eGift Non-Retrieved Order Details)

Enterprise eGift Order Summary

Enterprise eGift Promoticn Summary Report

Enterprise eGift Reject Report

Exception - Buyer and Recipient email Match on eGift Orders

:_: Exception - Buyer Frequency on eGift Orders
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5. When the "Enterprise eGift Non-Retrieved Order Details" page displays (shown below), enter your search

criteria:

Moneris@

Reports
5 3 < Program name > Reports Enterprise eGift Non-Retrieved Order Details
= 3 Enterprise
[ Gift - Transaction Reports
[E3 Gift - Liability Reports
(3 Reconciliation Reports
[ Gift - Data Extract Reports Maximum Date Range: 366 days
(3 Exception Reports
[ Hey Performance Reports

Welcome < Firstname Laslname > Log Out

Enterprise eGift Non-Retrieved Order Details Report contains a listing of all orders that have one or more

cards that have not yet been retrieved. Information for each card v
date, last delivery date, recipient email and buyer email is displayed.

in the order such as requested delivery

Host Recent Data Available (up to and including): mm/ddiyyyy hh:mm:ss: AM/PM

Start Date (dd/mm/yyyy) | dd/mmiyyyy i
Enterprise eGift Order Summary End Date (dd/mm/yyyy) [ddimmiyyyy 51

Enterprise eGift Promotion Summ

ception - Buyer and Recipient &

[ Gift - Promotion Reports

Enterprise eGift Rejec

Exception - Buyer Frequency on e

a. Inthe End Date (dd/mm/yyyy) field, enter the report start date (dd/mm/yyyy), or click on the field and
select a date from the calendar.

b. Inthe End Date (dd/mm/yyyy) field, enter the report end date (dd/mm/yyyy), or click on the field and
select a date from the calendar.

c. Click on the Submit button, and wait while the request is processed.

When the report generates (shown below), it displays in an external pop-up window.

Note: The table on the next page describes the data shown in the Enterprise eGift Non-Retrieved Order
Details report shown below.

4 41 Jorr b b @ Find | Next i - (%

(T
Moneris @ If the up/down # icon displays beside a

header, you can click on it to re-sort the

Enterprise eGift Non-Retrieved Order Details report list in ascending/descending order.
Enterprise: < Program name >

Reporting yyyy-mm-dd to yyyy-mm-dd

Period:

Order Number | Card Number Order Date Requested  LastDelivery Date CardValue  #Times Recipient & Buyer Email & Buyer First Buyer Last

Non-
Delivery Date Date Retrieved Retrieved Emailed Name

Value

<Program name > Gift Card (Program ID: 0000000)

300000000 yyyy-mm-dd  yyyy-mm-dd  yyyy-mm-dd SAAAA SAAAA # <recipi in.com> in.com> <Fi <Lasname>
hh:mmiss AMPM

B77777777777  3000000000000000080 yyyy-mm-dd  yyyy-mm-dd  yyyy-mm-dd SAAAA SAAAA # <recipi in.com> in.com> <Fi <Lasmame>
hh:mm:ss AM/PM

< 300000000 yyyy-mm-dd  yyyy-mm-dd  yyyy-mm-dd SAAAA SAAAA # <recipi in.com> in.com> <Fi <Lastname>
hh:mm:ss AMPM

C 300000000 yyyy-mm-dd  yyyy-mm-dd  yyyy-mm-dd SAAAA SAAAA # <recipi in.com> in.com> <Fi <Lastname>
hhimm:ss AMPM

Program Total - SAAAA SAAAA

< Program

name > Gift

Card (0000000)

Report Total SAAAA SAAAA

Data Extracted on yyyy-mm-dd hh:mm:ss AM/PM

Data Last Processed at yyyy-mm-dd hh:mm:ss AM/PM Page 1 of 1

= To export the report to a file, see Exporting a report to a file (page 127).
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This table describes the Enterprise eGift Non-Retrieved Order Details report shown on the previous page.*

Report header Description

Order Number Unique identifier applied to the order.

Card Number Card number of an eGift card in the order.

Order Date Date (yyyy-mm-dd + hh:mm:ss) on which the buyer (purchaser) submitted the order.

Requested Delivery Date Delivery date (yyyy-mm-dd) originally scheduled by the buyer (purchaser).

Last Delivery Date Date (yyyy-mm-dd) of the last occurrence of an attempted eGift card delivery to the
recipient.

Date Retrieved Date (yyyy-mm-dd) on which the eGift card was first accessed by the recipient.

Non-Retrieved Value If the value appears as "$0.00", it means the recipient has accessed their eGift card.

Note: This field is not indicative of the current balance of the card.

Card Value Dollar amount originally loaded on the eGift card upon card activation.

# Times Emailed Total number of times the eGift card notification was sent to the recipient.
Recipient Recipient email address to which eGift card notification was sent.

Buyer Email Email address of the buyer (purchaser) who submitted the order.

Buyer First Name First name of the buyer (purchaser) who submitted the order.

Buyer Last Name Last name of the buyer (purchaser) who submitted the order.

* Data for promotional cards are not included in this report.
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Enterprise eGift Order Summary report

The steps below describe how to generate a report listing of all eGift card orders (submitted through your

Moneris eGift iFrame) that have the status "Completed", "Fulfilled", or "Cancelled" (see Order status definitions

on page 141). Report details include total order amount, number of cards ordered and retrieved, card value,
buyer information, and more. You can also view card and delivery details for all cards included in an order, and
you can export the report to a file. Maximum report date range: 45 days.

Note: Ensure your browser is configured to allow pop-ups from this site (the report displays in a pop-up window).

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When you are logged in, click on Reports in the menu bar (shown below).

3. When the "Reports" page displays (shown below), go the "Reports" navigation pane, and click on the
< Program name > Reports folder to expand the file tree.

Welcome < Firstname Lastname > Log Out
i @
Moneris
Home | My Profile | Cardholders | User Management IJEE-CU 20| My Download | Card Management

Reports
[ < Program name > Reports Reports
The Moneris Gift & Loyalty Reporting Platform is built to present all relevant information required to manage Gift/Stared

Value card and Loyalty programs based on our extensive experience in the business.

The online reports enable you to track all transactions in real-time, across all locations including transaction history, liability
and reconciliation alang with activation, redemption and expiration data. Some of our reports are available at the
Enterprise (Program Owner), Business and Location level. Moreover, our reports are available online via our web portal and
can also be downloaded to run reports offline by impaorting into your enterprise database.

§ Reports will be visible to you based on your individual user level rights or permissians. The menu bar on the left displays
your programs, followed by the reports available for that program. To access any report, click on it, and follow the

instructions.

© yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

4. Inthe expanded file tree (shown below), click on Enterprise > eGift Reports > Enterprise eGift Order
Summary.

= [@ < Program name > Reports
= C@ Enterprise

@ Gift - Transaction Reports
L@ Gift - Liability Reports
@ Reconciliation Reports
@ Gift - Data Extract Reports
@ Exception Reports
@ ¥ey Performance Reports
@ Gift - Promotion Reports
= C@ eGift Reports

Enterprise eGift Non-Retrieved Order Details

Enterprise eGift Order a

Enterprise eGift Promotion Summary Report

Enterprise eGift Reject Report
Exception - Buyer and Recipient email Match on eGift Orders

Exception - Buyer Frequency on eGift Orders
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Welcame = Firstname Lastname >

Moneris@

5. When the "Enterprise eGift Order Summary" page displays (shown below), enter your search criteria:

Log Out

Home | My Profile | Cardholders | User Management |JiE.TI.1e3l| My Download | Card Management

Reports =

D B3 < Program name > Reports Enterprise eGift Order Summary
= 3 Enterprise

[ Gift - Transaction Reports

Enterprise eGift Order Summary report includes a listing of all orders generated during the period you choose.

It will contain summary information for each order, including total order amount, number of cards ordered,

[ Gift - Liability Reports

[ Reconciliation Reports

[ Gift - Data Extract Reports
(3 Exception Reports

[ Hey Performance Reports
[ Gift - Promotion Reports
= [ =Gift Reports

number of cards retrieved, amount retrieved, buyer information and more.

Extra Functions:

arder. Information regarding delivery and card activity is displayed for each card.

Maximum Date Range: 45 days

==| Enterprise eGift Non-Retrieved Ot Most Recent Data Available (up to and including): mmiddyyyy hh:mm:ss: AM/PM

Start Date (dd/mm/yyyy) [ddimmiyyyy ]
End Date (dd/mm/yyyy) | dd/mmiyyyy |

Enterprise eGift Pramation Summ |
Enterprise eGift Reject Report
Exception - Buyer and Recipient

Exception - Buyer Frequency on e

In this report you can click on the order number to view the up te date card detail for all cards included in the

a. Inthe End Date (dd/mm/yyyy) field, enter the report start date (dd/mm/yyyy), or click on the field and

select a date from the calendar.

b. Inthe End Date (dd/mm/yyyy) field, enter the report end date (dd/mm/yyyy), or click on the field and

select a date from the calendar.

c. Click on the Submit button, and wait while the request is processed.

When the report generates (shown below), it displays in an external pop-up window.

Note: The table on the next page describes the information in the report.

M 41 of1 b Pl & Find |Net B~ @
i @
Moneris
Enterprise eGift Order Summary
Enterprise: < Program name >
Reporting yyyy-mm-dd to yyyy-mm-dd
Period:

Order Number Order Date Cancelled First Card Retrieved

Date Date

Total Value
Retrieved

# Cards
Retrieved

# Cards
Ordered

yyyy-mm-dd hh:mm:ss

AM/PM AM/PM

E6 yyyy-mm-dd hh:mm:ss yyyy-mm-dd hh:mm:ss SAAAA #
AM/PM AMPM

3333333 yyyy-mm-dd hh:mm:ss yyyy-mm-dd hh:mm:ss SAAAA #
AM/PM AMPM

Data Extracted on yyyy-mm-dd hh:mm:ss AM/PM

Data Last Processed at yyyy-mm-dd hh:mm:ss AM/PM

Total Order

Value

If the up/down % icon displays beside a
header, you can click on it to re-sort the
report list in ascending/descending order.

Buyer Email &

Buyer First Buyer Last
Name Name

SAAAA

in.com> <Fi <l

SAAAA

in.com> <Fi <L

Page 1 of 1

= To view the details of all eGift cards in a retrieved order, click on order's "Order Number" hyperlink
(continue in eGift Order (Card) Details sub-report on page 120).
= To export the report to a file, see Exporting a report to a file (page 127).
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This table describes the Enterprise eGift Order Summary report shown on the previous page.*

Report header Description

Order Number

Unique identifier appended to the order.

Order Date

Date (yyyy-mm-dd + hh:mm:ss) on which the purchaser submitted the order.

Cancelled Date

Date (yyyy-mm-dd + h:mm:ss) on which the order was cancelled.

First Card Retrieved Date

Date (yyyy-mm-dd + h:mm:ss) on which an eGift card in the order was first accessed by
the recipient.

Total Value Retrieved

Total dollar amount loaded on the eGift cards (in the order) that have been accessed by
the recipient(s).

# Cards Retrieved

Total number of eGift cards (in the order) that have been accessed by their recipient(s).

# Cards Ordered

Total number of eGift cards in the order.

Total Order Value

Total dollar amount loaded on all eGift cards in the order.

Buyer Email

Email address of the buyer (purchaser) who submitted the order.

Buyer First Name

First name of the buyer (purchaser) who submitted the order.

Buyer Last Name

Last name of the buyer (purchaser) who submitted the order.

* Data for promotional cards are not included in this report.
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eGift Order (Card) Details sub-report

The eGift Order Details report (shown below) lists the card and delivery details of all the eGift cards in an order.
Specific report details are described in the table below.

M 41 ofr b b ¢ |

Moneri@

eGift Order Details
Enterprise:

Order Number:

Order Status

Card Number Order Date

3011110222220333334 yyyy-mm-dd hh:ss:mm

AM/PM

Requested
Delivery Date Value

yyyy-mm-dd

|Find | Next L~ @)

< Program name >

E99999999999

< Status >

Card Value #Times

Emailed

Last Delivery Date Date Retrieved Retrieved Recipient Buyer First Name Buyer Last Name

(2] 7] 7] 7] 2] [

SAAAA

yyyy-mm-dd yyyy-mm-dd SAAAA # <purchaser@domain.com> <Firstname> <Lastname>

Report Total

$100.00 $100.00

Data Extracted on

Data Last Processed at

yyyy-mm-dd hh:mm:ss AM/PM

yyyy-mm-dd hh:mm:ss AM/PM

Page 1 of1

= To view the eGift card details of an order, generate an Enterprise eGift Order Summary report, and click on
the order's "Order Number" hyperlink (see Enterprise eGift Order Summary report on page 117).

= To export the report to a file, see Exporting a report to a file (page 127).

This table describes the eGift Order Details report shown above. *

Report header Description

Card Number

eGift card number.

Order Date

Date (yyyy-mm-dd hh:mm:ss) on which the buyer (purchaser) submitted the order.

Requested Delivery Date

eGift card delivery date (yyyy-mm-dd) originally scheduled by the buyer (purchaser).

Last Delivery Date

Date (yyyy-mm-dd) of the last occurrence of an attempted eGift card delivery to the
recipient.

Date Retrieved

Date (yyyy-mm-dd) on which the eGift card recipient accessed their eGift card.

Retrieved Value

Original dollar amount loaded on the card at the time the recipient first accessed their
eGift card.

Card Value

Dollar amount originally loaded on the eGift card upon card activation.

# Times Emailed

Number of times the eGift card notification was sent to the recipient.

Recipient

Recipient email address to which the eGift card notification was sent.

Buyer First Name

First name of the buyer (purchaser) who submitted the order.

Buyer Last Name

Last name of the buyer (purchaser) who submitted the order.

* Data for promotional cards are not included in this report.
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Exception - Buyer and Recipient email Match on eGift Orders report

The steps below describe how to generate a report listing any eGift card order (submitted through your Moneris

eGift iFrame) that meets these conditions: 1) The order exceeds the purchase amount threshold that you
specify; 2) The buyer (purchaser) email and the recipient email are identical. Report details include order

number, retrieval information, payment card, buyer information, and more. You can export the report results to

a file. Only orders having the status "Completed" or "Fulfilled" are included in the report (see Order status
definitions on page 141). Maximum report date range: 45 days.

Note: Ensure your browser is configured to allow pop-ups from this site (the report displays in a pop-up window).

1.

4.

Log into the Client Portal (see Logging into the Client Portal on page 50).

When you are logged in, click on Reports in the menu bar (shown below).

Home | My Profile | Cardholders | User Management |JE-LIs=M| My Download | Card Management

When the "Reports" page displays (shown below), go the "Reports" navigation pane, and click on
< Program name > Reports to expand the file tree.

Moneris@

Home | My Profile | Cardholders | User Management IJEE-CU 20| My Download | Card Management

Reports

[T Progrer rame > Feport | Reports

The Moneris Gift & Loyalty Reporting Platform is built to present all relevant information required to manage Gift/Stored
Value card and Loyalty programs based on our extensive experience in the business.

The online reports enable you to track all transactions in real-time, across all locations including transaction history, liability
and reconciliation along with activation, redemption and expiration data. Some of our reports are available at the
Enterprise (Program Owner), Business and Location level. Moreover, our reports are available online via our web portal and
can also be downloaded to run reports offline by importing into your enterprise database.

§ Reports will be visible to you based on your individual user level rights or permissians. The menu bar on the left displays
your programs, followed by the reports available for that program. To access any report, click on it, and follow the

instructions.

In the expanded file tree (shown below), click on Enterprise > eGift Reports > Exception - Buyer and

Recipient email Match on eGift Orders.

Reports
= @ < Program name > Reports
= 3 Enterprise

@ Gift - Transaction Reports
@ Gift - Liability Reports
[C@ Reconciliation Reports
@ Gift - Data Extract Reports
[C@ Exception Reports
@ Hey Performance Reports
E@ Gift - Promotion Reports
= 3@ =Gift Reports

== Enterprise eGift Non-Retrieved Order Details
Enterprise eGift Order Summary
Enterprise eGift Promotion Summary Report

Enterprise eGift Reject Report

fer and Recipient email Match on eGift Orders|

|E;Ij Exception - Buyer Frequency on eGift Orders
a

Welcome < Firstname Lastname >

yyyy - yyyy Meneris Solutions Corporation. All rights reserved.
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5. When the "Exception - Buyer and Recipient email Match on eGift Orders" page displays (shown below),
enter your search criteria:

Moneris@

Home | My Profile | Cardholders | User Management |JEEENHM| My Download | Card Management

Reports -
S £ < Program name > Reports Exception - Buyer and Recipient email Match on eGift Orders
@ [ Enterprise
[Ea Gift - Transaction Reports
[ Gift - Liability Reports

\ielcome = Firsiname Lasiname > Log Out

Exception - Buyer and Recipient email Match on eGift Orders provides buyer, recipient and order activity
infarmation for orders over specified amount.

[ Reconciliation Reports Report Purpose:
[ Gift - Data Extract Reports Yous can use this report to:
B Exception Reports « aid in identifying suspicious buying behaviour

+ aid in detecting repetitive buyer pattems
[ Key Performance Reports

[ Gift - Promotion Reparts
= [0 Gift Reports

Maximum Date Range: 45 days

== | Enterprise eGift Hon-Retrieved Or Most Recent Data Available (up to and including): mm/ddiyyyy hh:mm:ss: AM/PM

Start Date (dd/mm/yyyy) | ddimmiyyyy =
End Date (dd/mm/yyyy) dd/mm/yyyy =

Enterprise eGift Order Summary

Enterprise eGift Promotion Summ

Enterprise eGift Reject Report

=| Exception - Buyer Frequency en e Dollar Amount Greater Than ||

[ 3rd Party Wallet Reports
= [ Business

[C@ Gift - Transaction Reports

a. Inthe End Date (dd/mm/yyyy) field, enter the report start date (dd/mm/yyyy), or click on the field and
select a date from the calendar.

b. Inthe End Date (dd/mm/yyyy) field, enter the report end date (dd/mm/yyyy), or click on the field and
select a date from the calendar.

c. Inthe Dollar Amount Greater Than field, enter the purchase amount threshold that an order must
exceed to be included in this report.

d. Click on the Submit button, and wait while the request is processed.

6. When the report generates (shown below), it displays in an external pop-up window.

Note: The table on the next page describes the data listed in the Exception - Buyer and Recipient email Match

on eGift Orders report shown below.
o4 Jofr b bbb @ [ Fndinec B @

Moneris@

If the up/down # icon displays beside a

Exception - Buyer and Recipient email Match on eGift Orders header, you can click on it to re-sort the
Entorprise: < Program name > report list in ascending/descending order.
Reporting Period: yyyy-mm-dd to yyyy-mm-dd Order Amount Greater Than: $AAAA

Payment & Buyer Buyer Last Buyer Email = Recipient = Order Date Date Retrieved First Purchase First Card Current Card Number
Card First Name Date Purchase  Value Balance
Identifier Name Location

(7]

288886868888 1234 <Card brand> <Lastname> m>

< Location > $AAAA SAAAA 3TTTTTTTITITTTITINT

dd dd yyyy-mm-dd
hh:mm:ss AMIPM hh:mm:ss AMIPM hh:mm:ss AMPM

W22222222222 1234 <Card brand> <Firstname> <Lastnames com> dd yyyy-mm-dd yyyy-mm-dd <Location> $AAAA $25.00 3666666666666666666
hhmmss AMPM hhmm:ss AMPM hih:mm:ss AMPM

Program Total - < Program name >Gift Card (0000000) 2 SAAAA  SAAAA 2

Report Total 2 SAALAA  SAAAA 2

Data Extracted on yyyy-mm-dd hh:mm:ss AMPM

Data Last Processed at yyyy-mm-dd hh:mm:ss AMPM Page 10f1

= To export the report to a file, see Exporting a report to a file (page 127).
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This table describes the Exception - Buyer Frequency on eGift Orders report shown on the previous page.

Report header Description

Order Number

Unique identifier appended to the order.

Payment Card Identifier

Last four digits and card brand of the debit/credit card used to fund the order.

Buyer First Name

First name of the buyer (purchaser) who submitted the order.

Buyer Last Name

Last name of the buyer (purchaser) who submitted the order.

Recipient

Recipient email address to which the eGift card notification was sent.

Order Date

Date and time (yyyy-mm-dd + hh:mm:ss) on which the buyer (purchaser) submitted the
order.

Date Retrieved

Date and time (yyyy-mm-dd + hh:mm:ss) on which the eGift card recipient first accessed
the eGift card.

First Purchase Date

Date on which the recipient first redeemed dollars from the eGift card.

First Purchase Location

The first location at which the recipient redeemed dollars from the eGift card.

Card Value

Dollar amount originally loaded on the eGift card upon card activation.

Card Balance

The dollar amount currently loaded on the eGift card.

Card Number

eGift card number.
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Exception - Buyer Frequency on eGift Orders report

The steps below describe how to generate an eGift card report listing orders (submitted through your Moneris
eGift iFrame) that are funded by a debit/credit payment card used to fund other orders at a frequency exceeding
that which you specify. Report details include order number, payment card number (last four digits), buyer and
recipient information, card activity, and more. Only orders having the status "Completed" or "Fulfilled" are
included in the report (see Order status definitions on page 141). You can export the report to a file. Maximum
date range: 45 days.

Note: Ensure your browser is configured to allow pop-ups from this site (the report displays in a pop-up window).

1. Loginto the Client Portal (see Logging into the Client Portal on page 50).

2. When you are logged in, click on Reports in the menu bar (shown below).

Home | My Profile | Cardholders | User Management |JE-LIs=M| My Download | Card Management

3. When the "Reports" page displays (shown below), go the "Reports" navigation pane, and click on
< Program name > Reports to expand the file tree.

Moneris@

Home | My Profile | Cardholders | User Management |IJEE-ERSM| My Download | Card Management

Reports
[T Progrer rame > Feport | Reports

The Moneris Gift & Loyalty Reporting Platform is built to present all relevant information required to manage Gift/Stored
Value card and Loyalty programs based on our extensive experience in the business.

Welcome < Firstname Lastname > Log Out

The online reports enable you to track all transactions in real-time, across all locations including transaction history, liability
and reconciliation along with activation, redemption and expiration data. Some of our reports are available at the
Enterprise (Program Owner), Business and Location level. Moreover, our reports are available online via our web portal and
can also be downloaded to run reports offline by importing into your enterprise database.

§ Reports will be visible to you based on your individual user level rights or permissians. The menu bar on the left displays
your programs, followed by the reports available for that program. To access any report, click on it, and follow the
instructions.

@ yyyy - yyyy Moneris Solutions Corporation. All rights reserved.

4. Inthe expanded file tree (shown below), click on Enterprise > eGift Reports > Exception - Buyer Frequency
on eGift Orders.

Reports
= [@ = Program name > Reporls
= @ Enterprise
@ Gift - Transaction Reparts
[ Gift - Liability Reports
@ Reconciliation Reports
@ Gift - Data Extract Reports
[C@ Exception Reports
@ #ey Performance Reports
@ Gift - Prometion Reports
= @ eGift Reports

Enterprise eGift Non-Retrieved Order Details
Enterprise eGift Order Summary

Enterprise eGift Promotion Summary Report
Enterprise eGift Reject Report

Exception - Buyer and Recipient email Match on eGift Orders|
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5. When the "Exception - Buyer and Recipient email Match on eGift Orders" page displays (shown below),

enter your search criteria:

Moneris@

Home | My Profile | Cardholders | User Management II My Download | Card Management

oo B
' @ < Program name > Reports Exception - Buyer Frequency on eGift Orders
= [ Enterprise
[@ Gift - Transaction Reports
[ Gift - Liability Reports

Welcome < Firstname Lastname > Log Out

Exception - Buyer Frequency on eGift Orders report is based on the payment card identifier’s frequency being
greater than the value entered. The repart displays order information for the buyer, recipient and order activity.

[ Reconciliation Reports Report Purpose:
£ Gift - Data Extract Reports You can use this report to:
3 Exception Reports « detect unusual buyer activity
- detect repetitive buyer patterns
[ Key Performance Reports
(3 Gift - Promotion Reparts Maximum Date Range: 45 days
= [ eGift Reports

Enterprise eGift Hon-Retrieved Or Most Recent Data Available (up to and including): mmiddlyyyy hh:mm:ss: AMIPM

Start Date (dd/mm/yyyy) | dd/immiyyyy =
Enterprise eGift Promotion Summ
Enterprise eGift Reject Report End Date (dd/mm/yyyy) | dd/mmiyyyy =

Exception - Buyer and Recipient &

Enterprise eGift Order Summary

Frecueney reater ran [

o
[ 3rd Party Wallet Reports
= @ Business

[ Gift - Transaction Reparts

@ P Giff - | iahility Renarte

a. Inthe End Date (dd/mm/yyyy) field, enter the report start date (dd/mm/yyyy), or click on the field and
select a date from the calendar.

b. Inthe End Date (dd/mm/yyyy) field, enter the report end date (dd/mm/yyyy), or click on the field and
select a date from the calendar.

c. Inthe Frequency Greater Than field, enter the payment card frequency threshold that must be
exceeded to include an order in the report.

d. Click on the Submit button, and wait while the request is processed.
When the report generates (shown below), it displays in an external pop-up window.

Note: The table on the next page describes the information shown in the Exception - Buyer Frequency on
eGift Orders report.
4 4 Jofr b ki @ [ IFindines B+ @)

. If the up/down # icon displays beside a
Monens@ b/ play

header, you can click on it to re-sort the

. ) report list in ascending/descending order.
Exception - Buyer Frequency on eGift Orders

Enterprise: < Program name >

Reporting Period: yyyy-mm-dd to yyyy-mm-dd Payment Order Frequency Greater Than: #

Payment = Buyer Buyer Last Buyer Email = Recipient & Order Date Date First First Current Card Number
Card First Name Retrieved Purchase Purchase Balance
Identifier Name Date Location

(-]

M55555555555 1234 <Card brand> <Firstname> <Lastname> in.com> Yy dd Yy dd yyyy-mm-dd < Location > SAAAA SAAAA 3767676767676767676
hh:ss:mm hhiss:mm hh:ss:mm
AMPM AM/PM AMPM
NBB8BBEG8SBS 1234 <Card brand> <Firstname> <Lastname> com> incom>  yyyy-mm-dd  yyy ad SAAAA  SAAAA 3878787878787878787
hh:ss:mm hhiss:mm
AMPM AMPM
Data Extracted on yyyy-mm-dd hh:mm:ss AM/PM
Data Last Processed at yyyy-mm-dd hh:mm:ss AMPM Page 1 of 1

= To export the report to a file, see Exporting a report to a file (page 127).
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This table describes the Exception - Buyer Frequency on eGift Orders report shown on the previous page.

Report header Description

Order Number

Unique identifier appended to the order.

Payment Card Identifier

Last four digits and card brand of the debit/credit card used to fund the order.

Buyer First Name

First name of the buyer (purchaser) who submitted the order.

Buyer Last Name

Last name of the buyer (purchaser) who submitted the order.

Recipient

Recipient email address to which the eGift card notification was sent.

Order Date

Date and time (yyyy-mm-dd + hh:mm:ss) on which the buyer (purchaser) submitted the
order.

Date Retrieved

Date and time (yyyy-mm-dd + hh:mm:ss) on which the eGift card recipient accessed
their eGift card.

First Purchase Date

Date on which the recipient used the eGift card to redeem dollars.

First Purchase Location

Date on which the recipient first redeemed dollars from the eGift card.

Card Value

The dollar amount originally loaded on the eGift card upon card activation.

Card Balance

The dollar amount currently loaded on the eGift card.

Card Number

eGift card number.
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Exporting a report to a file

The steps below describe how to export an eGift card Enterprise or Exception report.

1. Generate the desired report (see Enterprise and exception eGift card reports on page 113).

2. When the report is displayed in a pop-up window on your screen, do the following:

a. Click on the "Export" ;_J;_ icon in the menu bar of the pop-up window (shown below).

i< Jofl L] Q@ I:|F|1:I‘-.e>:t \i!>' %

b. When the "Export" drop-down displays (shown below), click on the desired file type: CSV (delimited)
(comma separated values), PDF (portable document format), or Excel.

Note: To export the report in PDF or Excel format, you must have the appropriate software application
installed on your device.
= -

Excel

PDF

CSV (comma delimited)

c. Save the file to a desired location.
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Voiding/Refunding
a Debit/Credit
Transaction

In this section we go over everything you need to
know to use the Merchant Resource Center to
void/refund a debit credit transaction used to fund
an eGift card order.



Voiding the debit/credit transaction used to fund an eGift
card order

If you cancelled an eGift card order (see Cancelling an entire eGift card order on page 85) that we processed and
completed today, follow the steps below to void the debit/credit transaction used to fund the order.

1. Ensure that you have one of the following identifiers from the cancelled order (you will be instructed to
enter either identifier in the next few steps).

= The "Gift Card Order#" from the order's "Order Details" page (see "Order Details" page: cancelled order
on page 108).

OR

=  The "Order Number" from the "Thank you for shopping with us!" notification that we sent to the
purchaser upon completing their order (see "Thank you for shopping with us!": order summary
notification on page 72, or see "Thank you for shopping with us!": order approved notification on page
71). Contact the purchaser if you need this number.

2. Loginto the Merchant Resource Center (see Logging into your Moneris Merchant Resource Center store on
page 137).

When you are logged in, click on Terminal > Void in the menu bar (shown below).

Moneris{-@

Merchant Resource Cenf]
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4. When the "Void" page displays (shown below), do the following:

e
Moneris @

Using the "Gift Card Order#"?

a. Inthe Order ID field, enter the "Gift Card Order#" from the cancelled order's "Order Details" page.
b. Click on the ends with radio button.
c. Click on the Search Transactions button.

d. Continue at step 5 (next page).

Using the "Order Number"?

a. Inthe Order ID field, enter the "Order Number" from the "Thank you for shopping with us!" notification
that we sent to the purchaser.

b. Click on the begins with radio button.
c. Click on the Search Transactions button.

d. Continue at step 5 (next page).
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5. When the Void "Transaction List" displays (shown below), click on the Void button.

Note: If you cannot retrieve the desired transaction,?” try performing a Refund (see Refunding the
debit/credit transaction used to fund an eGift card order on page 133).

Moneris@

Void

FOLLOW- RESP
DATE/ TIME ORDER D BATOH|
oN ©oDE

SAMAA  Month dd yyyy hvmmiss Purchase a1034a7000e SAAAA 000 Brand 12341234 yylod # 000 =

Void

Plaass complate any infarmation, i required, and click ‘Process Transaction’

Order I 12345678001

12341234
pylmen
< Gard brand
Dats Time: fonth d yyyy himen AMPM
Amaunt: SAAAL

About  PrivecyPolicy  TermsofUse  Activate Stora
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a. If the Customer Code field displays, optionally enter a customer identifier.
b. Inthe Invoice Number field displays, optionally enter an invoice number.
c. Click on the Process Transaction button.

d. When the "APPROVED" response displays, the operation is complete.
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Refunding the debit/credit transaction used to fund an eGift
card order

If you cancelled an entire order (see Cancelling an entire eGift card order on page 85) or partially cancelled an
order (see Partially cancelling an eGift card order on page 87) that we processed on a previous day, follow the
steps below to refund the debit/credit transaction used to fund the order. The refund can be for the full or a
partial amount.

Note: The Refund transaction will appear on the purchaser's cardholder statement.

1. Ensure that you have one of the following identifiers from the cancelled order (you will be instructed to
enter either identifier in the next few steps).

= The "Gift Card Order#" from the order's "Order Details" page (see "Order Details" page: cancelled order
on page 108).

OR

= The "Order Number" from the "Thank you for shopping with us!" notification that we sent to the
purchaser upon completing their order (see "Thank you for shopping with us!": order summary
notification on page 72, or see "Thank you for shopping with us!": order approved notification on page
71). Contact the purchaser if you need this number.

2. Loginto the Merchant Resource Center (see Logging into your Moneris Merchant Resource Center store on
page 137).

3. When you are logged in, click on Terminal > Refund in the menu bar (shown below).

Monen’sr-@

Help < Firstname_Lasiname > 7

About  PreacyPolicy TarmsaflUse  ActivmtoStors  Devsloper Portal  Suppart

© yyyy Monaris Solutions  Rsgistarsd trads
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4. When the "Refund" page displays (shown below), do the following:

I < Store name > - monca000123 v B9

Moneris

Admin 7 Reports ¥ Tominsl ¥ Recumng ¥ Gitlopty ¥ Vault ¥ Holp < Firsiname Lasiname > ¥

Refund

Locate Transsction

Figass entae the Ordse < for the ranssction you wold 48 10 Refund

Using the "Gift Card Order#"?

a. Inthe Order ID field, enter the "Gift Card Order#" from the cancelled order's "Order Details" page.
b. Click on the ends with radio button.
c. Click on the Search Transactions button.

d. Continue at step 5 (next page).

Using the "Order Number"?

a. Inthe Order ID field, enter the "Order Number" from the "Thank you for shopping with us!" notification
that we sent to the purchaser.

b. Click on the begins with radio button.
c. Click on the Search Transactions button.

e. Continue at step 5 (next page).
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5. When the Refund "Transaction List" displays (shown below), click on the Refund button.

Note: If you cannot retrieve the desired transaction,?® try performing a Void (see Voiding the debit/credit
transaction used to fund an eGift card order on page 129).

Moneri@

Refund

Transaction List

ORDER D BATCH|
CODE
1osEzRen: SAAAA oo o omg05s

SARAR Moalh dd yyyy Hvmm ss Purchasa 00 Brand 1234 1234 yyldd ¥

Saarch Again

Cick Saarch Again' 1 loai for ancther ranaaction

About  PrvacyPolicy  Tarms af Usa oa  Dewloper Portal  Suppart

©  Help < Firsiname Lasiname > 7

Refund

Praass compiets sy information, if required, snd dick ‘Process Transaction’

Crder I A1Z345678901

About  PracyPolicy TarmsafUse  Activato Stora
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a. If the Customer Code field displays, optionally enter a customer identifier.

b. Inthe Invoice Number field displays, optionally enter an invoice number.

c. If you want to change the displayed Refund amount, enter the new dollar amount in the Amount field.
d. Click on the Process Transaction button.

e. When the "APPROVED" response displays, the operation is complete.
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Logging into your Moneris Merchant Resource Center store

The steps below describe how to log into your Moneris Merchant Resource Center (Gateway) store.

1. Visit https://www3.moneris.com/mpg to start on the "Merchant Resource Center" login page (shown

below).

Moneri@

Merchant Resource Center

2. Enter your Merchant Resource Center (Gateway) credentials in the "Logon" fields:
Note: Please refer to your
a. Inthe Username field, enter your username.
b. Inthe Store ID field, enter your store ID.
c. Inthe Password field, enter your password.
d. Click on the Submit button.

3. When the homepage displays (shown below), it means you are logged in.

Monen‘s@

Merchant Resource Center

moncabl1Z3 - < Store name >
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Frequently
Asked
Questions

In this section we answer frequently asked questions
about the Moneris eGift iFrame.



Frequently asked questions

Resending an order summary/receipt notification
Question Answer
Need to resend an order

. 1. See Resending a "Thank you for shopping with us!" notification (page
summary notification?

94).

Need to change the language of | see answer to Need to resend an order summary notification? above.
an order receipt?

Need to change the delivery See answer to Need to resend an order summary notification? above.
address of an order receipt?

Resending an eGift card/notification

Question Answer

Need to resend an eGift

d/notification? Non-promotional eGift card:
card/notification?

1. See Resending a "Recipient, you've received a SAA eGift Card!"
notification (page 95).

Promotional eGift card:

1. See Resending a "Thank you for your purchase" notification (page 97).

Need to change the delivery See answer to Need to resend an eGift card/notification? above.
date of an eGift

card/notification?

Need to change the delivery See answer to Need to resend an eGift card/notification? above.
method (email or SMS text) of

an eGift card/notification?

Need to change the language of | See answer to Need to resend an eGift card/notification? above.
an eGift card/notification?
Need to change the delivery See answer to Need to resend an eGift card/notification? above.
address of an eGift
card/notification?

Cancelling an order

Question Answer

Need to cancel an eGift card
order?

Entire order:

See Cancelling an entire eGift card order (page 85).

Partial order:

See Partially cancelling an eGift card order (page 87).
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Appendix



Order status definitions

Status Description

Cancelled The order was successfully processed to completion (see description for "Processed" listed
below), but the entire order was subsequently cancelled by an administrative user. When
the order was cancelled, all eGift cards in the order were auto-deactivated.

Note: The "Cancelled" status is logged on the "Order Details" page (see "Order Details"
page: cancelled order (page 108) and in Enterprise and exception eGift card reports (page
113).

Completed At least one non-promotional eGift card in a processed order (see description for
"Processed" listed below) has not been accessed by the intended recipient.

Note: The "Completed” status is logged only in Enterprise and exception eGift card reports
(see page 113).

Declined A system error occurred resulting in the order being discontinued.

Note: The "Declined" status is logged only on the "Order Details" page (see "Order Details"
page: declined order on page 106).

Fulfilled All non-promotional eGift cards in a processed order (see description for "Processed" listed
below) have been accessed by the recipient(s).

Note: The "Fulfilled" status is logged only in Enterprise and exception eGift card reports
(see page 113).

Processed The order was manually approved or auto-approved, resulting in the successful creation
and delivery of the eGift card(s) to the intended recipient(s) per the specifications in the
order. If a promotion was active at the time the order was processed and the purchase
amount qualified, one or more promotional cards may have been issued to the customer
(purchaser) who placed the order.

Note: The "Processed" status is logged only on the "Order Details" page (see "Order
Details" page: processed order on page 100).

Queued The order is currently held in the queue awaiting review so that it can be approved or
rejected.

Note: This "Queued" status is logged only on the "Order Details" page (see "Order Details"
page: queued order 98).

Rejected The queued order was manually rejected by an administrative user, resulting in the order
being discontinued.

Note: The "Rejected" status is logged only on the rejected order's "Order Details" page (see
"Order Details" page: rejected order page 104).
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eGift card status definitions

Status Description

Active The eGift card has been created, loaded with funds, and emailed/texted to a recipient via a
notification hyperlink per the specifications of a processed and completed order.
(See also the descriptions for "Downloaded" and "Processed" listed below.)

Note: The "Active" status is logged only in the "Lookup Cardholders" report (see Partially
cancelling an eGift card order on page 87).

Downloaded The recipient accessed the eGift card via the notification hyperlink that was emailed/texted
to them per the specifications of a processed and completed order. (See also the
description for "Processed" listed below.)

Note: The "Downloaded" status is logged only on the "card details" bar of the "Order
Details" page (see Card details: processed order on page 102).

Cancelled The eGift card is permanently deactivated and cannot be used to perform any gift
transactions.

n

Note: The "Cancelled" status is logged on the "card details" bar of the "Order Details
page (see "Order Details" page: cancelled order on page 108).

Deactivated The eGift card is permanently deactivated and cannot be used to perform any gift
transactions.

Note: The "Deactivated" status is logged only in the Lookup Cardholder report (see
Partially cancelling an eGift card order on page 87).

Processed The recipient has not yet accessed the eGift card via a notification hyperlink that was
emailed/texted to them per the specifications of a processed and completed order.
(See also the description for "Downloaded" listed above.)

Note: This status type is logged only on the "card details" bar of the "Order Details" page
(see Card details: processed order on page 102).
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Merchant Support

At Moneris, help is always here for you 24/7.



If you need assistance with your payment processing
solution, we’re here to help, 24/7.

We’re only one click away.
= Visit https://www.moneris.com/en/support/products/gift-card-program to:

= download additional copies of this guide
= access other Moneris Gift Card resources

=  Visit shop.moneris.com to purchase point-of-sale supplies and receipt paper

= Visit moneris.com/insights for business and payment news, trends, customer success stories, and quarterly
reports & insights

Need us on-site? We'll be there.

One call and a knowledgeable technician can be on the way. Count on minimal disruptions to your business as
our Field Services provide assistance with your payment terminals.

Can’t find what you are looking for?

Call Moneris Customer Care (available 24/7) toll-free at 1-866-319-7450. We'll be happy to help.

You can also send us a secure message 24/7 by logging in to Merchant Direct at
moneris.com/mymerchantdirect.
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MONERIS, MONERIS BE PAYMENT READY & Design and MERCHANT DIRECT are registered trade-marks of Moneris Solutions Corporation. APPLE is a
trademark of Apple Inc. registered in the U.S. and other countries.

© 2023 Moneris Solutions Corporation, 3300 Bloor Street West, Toronto, Ontario, M8X 2X2. All Rights Reserved. This document shall not wholly or in part,
in any form or by any means, electronic, mechanical, including photocopying, be reproduced or transmitted without the authorized consent of Moneris
Solutions Corporation. This document is for informational purposes only. Neither Moneris Solutions Corporation nor any of its affiliates shall be liable for
any direct, indirect, incidental, consequential or punitive damages arising out of use of any of the information contained in this document. Neither Moneris
Solutions Corporation or any of its affiliates nor any of our or their respective licensors, licensees, service providers or suppliers warrant or make any
representation regarding the use or the results of the use of the information, content and materials contained in this document in terms of their
correctness, accuracy, reliability or otherwise. This document has not been authorized, sponsored, or otherwise approved by Apple Inc.

Your gift card processing is governed by your agreement for gift card services with Moneris Solutions Corporation. Your credit and/or debit card processing
is governed by the terms and conditions of your agreement(s) for merchant credit/debit card processing services with Moneris Solutions Corporation. It is
your responsibility to ensure that proper card processing procedures are followed at all times. Please refer to the Moneris Merchant Operating Manual
(available at: moneris.com/en/Legal/Terms-And-Conditions) and the terms and conditions of your applicable agreement(s) for credit/debit processing or
other services with Moneris Solutions Corporation for details.
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