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Introduction

The Payment Manager Reporting Console provides the user with secure access to portal
transaction data reports via the web. DFA authorized users will use their ACE User ID and
Password to access the reports. DFA authorized users will have access to the entire
enterprise reporting facility.

Overview

Data used to create the Payment Manager Reporting Console comes from the Payment
Manager transaction database. DFA receives a transaction data download from the
Payment Manager each day for loading into a local database. Transaction data for a given
business day is available from the local database the next business day, usually by 11:00
am.

Access the Report Login page at the URL indicated below:

Production login: https://www.ms.gov/paymentserver/Lodin.jsp

Figure 1

Payment Manager Report

Console Manual -
To Login ...
e Enter your ACE User ID
and Password
e Doubleclick Login
UserID |

Password |
= Login

| = Change/Reset Password !

Copyright © 2002-2010 Mississippi Department of Information Technology Services

Figure 1 - Login screen for accessing reporting options.
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Payment Manager Reporting Console

The Payment Manager Reporting Console currently consists of five reports:
Deposit Report

Activity Report

Settlement Report

Settlement Report by Invoice

Settlement Report for American Express Transactions

Fiaure 2

=m 2700V, Payment Manager
Report Console

Deposit Report

Activity Report

Settlement Report

Settlement Report by Invoice

Settlement Report for American Express Transactions

Payment Manager Report Console Manual

@ Copyright 2002-2004. EzGov, Inc. All rights reserved.

Figure 2 — Reporting options

Reports

The following sections will provide more detailed information for the five reports. Once a
report has been selected, the user may return to the reports menu by selecting ‘Return to
Menu’ on the blue tool bar on the Payment Manager screen.

sm 2700V, Payment Manager
Activity Report

Return To Menu
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Settlement Report

o Settlement Report - The Settlement Report provides detail and summary data for
the business day. This report can be run by Agency Id / Dept No. and can be run for
a given day or a range of days. The data that is produced in this report contains all
transactions for all payment methods, including American Express. The steps to
generate a report are outlined below:

Return To Mem

Agency [d/Dept Mo 899-829 v

Report Dates

Begin Date |
farmat ¥¥YYMMOD

End Date | %
format ¥ YIMMOD

Display Payments r

Display Line lterns r

Display Grand Total Summary [~

gov, Payment Manager

Figure 3

Settlement Report

Submit

Figure 3 - Settlement Report reporting options.

Define the report variables:

(0]

(0]

(0]

Select Agency ID/Dept No from the dropdown list (Note: Agency ID will be
defaulted if the user is only allowed access to one Agency ID)
Enter the Begin Date and End Date (e.g. format YYYYMMDD March 4, 2006
Begin Date = 20060304)
Select the desired report display option(s).

= Display Payments

= Display Line Items (Note: When selecting the Display Line Items

option the Display Payments option must also be selected.)

= Display Grand Total Summary

Click the Submit button to run the report
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Fiaure 4

Return To Menu

Agency ld/iDept Ma: |329—829 "I

Report Dates

Begin Date 20060104
fovmat ¥y MO0
End Date 20060106
format ¥y MDD %
Display Payments v
Display Line tems r

Display Grand Total Surmmary [

gov. Payment Manager
Settlement Report

Subimit

Figure 4 - Displays report variables being selected for the Settlement report. Once the user
makes these selections they will select the submit button to run the report.

Report Options Definitions:

0 Begin Date and End Date — Defines the Settled Business Day range for

running the report. (* A Settled Business Day starts the previous day at 6:00
p.m. Central Standard Time (CST) zone and ending the next day at 5:59 p.m.
Central Standard Time zone.)

Display Payments — Provides the settled transaction totals by transaction
type (Settlements, Chargebacks, Voids and Refunds) and includes invoice
data (e.g. the confirmation number and payment method): Settlements,
Chargebacks, Voids and Refunds.

Display Line Items — Provides settled transactions detail item data for each of
the transaction types (e.g. item type, department number, quantity). Note
that the Display Payments option must also be selected when this report
option is selected.

Display Grand Total Summary - Provides report summary payment
information broken out by transaction type and fee type (e.g. convenience
fees) along with a report summary for Payment Counts for the report.
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Figure 5

Extended Settlement Report
For Dates 01/05/2006 through 01/06/2006

Report Date: Mon Jan 23 14:47:46 CST 2006

Note: The confirmation # is
also a link to the Payment
Settlements Tracker Detail and can bg
accessed by double clicking
the number.

Agency Id: 829 Dept Number: 829

Invoice Data

Date Invoice Key Confirmation # Method Amount

1 010572006 08231_2006 4113986083242127 WI F216.12

Convenience Fees e 12
License Fees $210.00
829 Total Settled f216.12

Figure 5 - Settlement Report sample showing data that would be displayed when
the “Display Payments” options.

Activity Report

selecting

Activity Report - The Activity Report provides the option to view Settled and/or
Authorized transaction information. This report can be run by Client ID and can be
run for a given day or a range of days. The data that is produced in this report

contains all transactions for all payment methods, including American Express. The

steps to generate a report are outlined below:

Figure 6

=m 2700V, Payment Manager
Activity Report

Return

Client 1d BOAMSARCHPS  »

Report Dates

Begin Date |

format ¥y YO0
End Date |

format ¥y YO0

Display Settled Payments -
Display Settled Line lterns -
Display Authorized Payments [~
Display Authorized Line lterns [~

SR -~ i —
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Figure 6 - Activity Report reporting options.
Define the report variables

0 Select the Client ID/Dept No from the dropdown list (Note: Client ID will be
defaulted if the user is only allowed access to one Client ID)
o0 Enter the ‘Begin Date’ and ‘End Date’ (e.g. format YYYYMMDD March 4,
2006 Begin Date = 20060304)
0 Select your desired report display option(s).
= Display Settled Payments
= Display Settled Line Items (Note: When selecting the Display Settled
Line Items option the Display Settled Payments option must also be
selected.)
= Display Authorized Payments
= Display Authorized Line Items (Note: When selecting the Display
Authorized Line Items option the Display Authorized Payments option
must also be selected.)
» Display Grand Total Summary

o Click the ‘Submit’ button to run the report )
Fiaure 7

Activity Report

Return To Menu

Client Id [BOAMSARCHPS =]

Report Dates
Begin Date 20080104

format ¥ YMMOD
End Date 20080108

farmat ¥ Y MMOD

Display Settled Payments ™
Display Settled Line ltems I
Display Authorized Payments [ %
Display Autharized Line tems

Display Grand Total Summary |

Submit

Figure 7 - Displays report variables being selected for the Activity Report. Note that both
settled and authorized reporting options have been selected. Once the user makes these
selections they will select the submit button to run the report.

Report Options Definitions:
o Client Id - Refers to the client application.
0 Begin Date and End Date - Defines the date range for running the report.
= Settled Payment date ranges are for the Settled Business Day*. (* A
Settled Business Day starts the previous day at 6:00 p.m. Central
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Standard Time (CST) zone and ending the next day at 5:59 p.m. Central
Standard Time zone.)

= Authorized Payment date ranges are for the calendar day beginning at
12:00 a.m. Eastern Standard Time to 11:59 p.m. Eastern Standard Time
of that same day. Authorized data cannot be used to reconcile to
SAAS.

o Display Settled Payments — This option provides settled transaction totals by
transaction type (Settlements, Chargebacks, Voids and Refunds) and
includes invoice data (e.g. the confirmation number and payment method).

o Display Settled Line Items — this option provides settled transaction detail
item data (e.g. item type, department number, quantity) for each of the
transaction type. Note that the Display Settled Payments option must also be
selected when this report option is selected.

o Display Authorized Payments — This option provides authorized transaction
totals by transaction type (Authorizations, Failed Authorizations, Re-
Authorizations and Failed Re-Authorizations) and includes invoice data (e.qg.
confirmation number, payment method).

o Display Authorized Line Items — Provides authorized transaction detail item
data (e.g. item type, department number, quantity) for each transaction type.

o Display Grand Total Summary - Provides report summary payment
information broken out by transaction type and fee type (e.g. convenience
fees) along with a reports summary for Payment Counts for the report

Figure 8

Activity Report by Calendar Day
For Dates 01/04/2006 through 01/06,/2006

Report Date: Mon Jan 23 13:28:19 CST 2006

Note: The
Clientid: BOAMSARCHPS confirmation #
is also a link to
the Payment

Settled Transactions Tracker Detail

Settlements

_ and can be
Invoice Data accessed by
Date Invoice Key Confirmation # Method Amount double C|iCking
1 01/04/2006 I Renw 91 4118986083%47142 VI  $211.02 the number.

2 01/06/2006 L_Fenw 79 4118986083057352  MC  §211.02

3 01/06/2006 A Recp 0 4118986083059374 MC $358.52

Total Convenience Fees  $20. 98 [%
Total Payment E760.00

Figure 8 - Activity Report sample showing data that would be displayed when selecting the
“Display Settled Payments” options. Note that the report header reads: “Activity Report by
Calendar Day".
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Deposit Report

o Deposit Report — The Deposit Report provides the settled transactions that should
be received for a given deposit date. For example, if transactions settled on
Tuesday the deposit should be made on Thursday, therefore if you run a report for
the Thursday date the report will have transactions that were settled on the previous
Tuesday. The data that is produced in this report contains all transactions for all
payment methods, including American Express The steps to generate a report are
outlined below:

Figure 9

=m CZ00V. Payment Manager
Deposit Report

Return To Menu
Client Id BOAMSARCHPS
Processor Name: PAYMENTECH

Deposit Date

format ¥ YMMOD

Display Settled Payments [ [}S
Display Settled Line ltems Il
Display Authorized Payments [~
Display Authorized Line ltems [~
Display Grand Taotal Summary [~

Subimit

Figure 9 - Deposit Report reporting options.

Define your report variables:

0 Select Client ID from the dropdown list. (note: Client ID will be defaulted if the
user is only allowed access to one Client ID)

o Enter your report Deposit Date format date as YYYYMMDD (e.g. March 4,
2006 Deposit Date = 20060304). Transactions typically will be deposited two
days after settlement. Transactions settled on Tuesday should have a
deposit date of the following Thursday. Another example is Friday’s settled
transactions will be deposited on Tuesday.

0 Select your desired report display option(s).

» Display Settled Payments

= Display Settled Line Items (Note: When selecting the Display Settled
Line Items option the Display Settled Payments option must also be
selected.)

= Display Authorized Payments

= Display Authorized Line Items (Note: When selecting the Display
Authorized Line Items option the Display Authorized Payments option
must also be selected.)

= Display Grand Total Summary

0 Click the ‘Submit’ button to run the report.
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Figure 10

w2200V, Payment Manager
Deposit Report

Return To Menu
Client Id BOAMSARCHPS
Processor Name: PAYMENTECH
Deposit Date 20060106

farmat ¥YYYMMDD

Display Settled Payments =
Display Settled Line lterms |l
Dizplay Authorized Payments [
Display Authorized Line ltems [~
Display Grand Total Summary @

Subymit

Figure 10 - Displays report variables being selected for the Deposit Report. Note that both
settled payments and grand total summary options have been selected. Once the user
makes these selections they will select the submit button to run the report.

Report Options Definitions:
o Client ID - Refers to the client application.
0 Deposit Date — enter the deposit date for the report

= Settled Payment data is for the Settled Business Day*. (* A Settled
Business Day starts the previous day at 6:00 p.m. Central Standard
Time (CST) zone and ending the next day at 5:59 p.m. Central Standard
Time zone.)

» Authorized Payment date ranges are for the calendar day beginning at
12:00 a.m. Eastern Standard Time to 11:59 p.m. Eastern Standard Time
of that same day. Authorized data cannot be used to reconcile to
SAAS.

» Settled transactions include Settlements, Chargebacks, Refunds and
Voids.

o Display Settled Payments — This option provides the Settled
Transaction totals by transaction type (Settlements, Chargebacks,
Voids and Refunds) and includes invoice data (e.g. the
confirmation number and payment method).

o0 Display Settled Line Items — this option provides transaction detail
item data (e.g. item type, department number, quantity) for each of
the transaction types.

o Display Authorized Payments — This option provides Authorized
Transaction totals by transaction type (Authorizations, Failed
Authorizations, Re-Authorizations, Failed Refunds) and includes
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invoice data (e.g. confirmation number, payment method).
Authorized data cannot be used to reconcile to SAAS.

o Display Authorized Line Items — Provides transactions detail item
data (e.g. item type, department number, quantity) for each of the
transaction type.

o Display Grand Total Summary - Provides report summary
payment information broken out by transaction type and fee type
(e.g. convenience fees) along with a report summary for Payment
Counts for the report.

o]

Figure 11

Display Authorized Line ltems [
Display Grand Total Summary [

Submit
Deposit Report
For Date 01/06/2006

Report Date: Wed Feb 08 08:51:10 CST 2006

ClientId: BOAMSARCHFPS
Processor: PAYMEhTECH

Note: The confirmation
#is also a link to the
Payment Tracker
Detail and can be

Settled Transactions

Settlements accessed by double
Invoice Data clicking the number.
Date Invoice Key Confirmation # Method Amount

1 010472006 L Renw 91 4118986083%47142 VI §211.02

Figure 11 - Deposit Report sample showing data that would be displayed when selecting the
“Display Settled Payments” report option. Note that the report header displays the date of
01/06/2006 and the transaction settled date is 01/04/2006.
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Settlement Report by Invoice

o Settlement Report by Invoice - The Settlement Report by Invoice provides detail
and summary data for the business day, sorted by invoice number. This report can
be run by Agency Id / Dept No. and can be run for a given day or a range of days.
The data that is produced in this report contains all transactions for all payment

methods, including American Express. The steps to generate a report are outlined
below:

Figure 12

. Extended Settlement Report by Invoice

Payment Manager Report Console Return to Main Menu

Logout

Settlement Report by Invoice Number

Agency |d/Dept Ho Please Selectan Agency D

Report Dates
Begin Date (YYYYMMDD)

End Date (YYYYMDD)

Figure 12 - Settlement Report by Invoice reporting options.

Define the report variables:
0 Select Agency ID/Dept No from the dropdown list (Note: Agency ID will be
defaulted if the user is only allowed access to one Agency ID)

o Enter the Begin Date and End Date (e.g. format YYYYMMDD March 12, 2010
Begin Date = 20100303)

0 Click the Enter button to run the report
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Fiqure 13

. Extended Settlement Report by Invoice T

Payment Manager Report Console Return to Main Menu  Logout

Settlement Report by Invoice Number

Agency Id/Dept No 829 - 829 ]

Report Dates
Begin Date 20100303 (YYYYMMDD)
End Date 20100303 (YYYYMMDD)

Figure 13 - Displays report variables being selected for the Settlement Report by Invoice.
Once the user makes these selections they will select the enter button to run the report.

Report Options Definitions:
0 Begin Date and End Date — Defines the Settled Business Day range for
running the report. (* A Settled Business Day starts the previous day at 6:00
p.m. Central Standard Time (CST) zone and ending the next day at 5:59 p.m.

Central Standard Time zone.)
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Figure 14

B Extended settement Report by Inveice - B | mh v Pagev Safety v Tooks v i@~

Payment Manager Report Console

Back Return to Main Menu Logout

Extended Settlement Report by Invoice

For Dates 03/03/2010 through 03/03/2010 . . .
Note: The confirmation # is also a
Report Date: March 12, 2010

link to the Payment Tracker Detail
and can be accessed by double
clicking the number.

Agency/Dept |D 829/829

Settlements
Invoice Data ltem Data
Date Invoics Kay Confirmation # Iethod Amount Key Dept No. Date: Guantity UnitCost Amount
1 2010-03-03 WanAsselberg_INITIAL 4130484043588515 wi §562.59 000000888 130 2010-03-03 1.000 512.59 31258
000000006 229 2010-02-02 1.000 $560.00 $550.00
Payment Counts
Settlement 1 Refund 0 Chargeback 0

Figure 14 - Settlement Report by Invoice sample showing data that would be displayed
when selecting the Enter button.
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Settlement Report for American Express Transactions

o Settlement Report for American Express Transactions - The Settlement Report
for American Express Transactions provides detail and summary data for the
business day, for American Express Transactions only. This report can be run by
Agency Id / Dept No. and can be run for a given day or a range of days. The steps
to generate a report are outlined below:

Fiaure 15

. Settlement Report for American Express Transackions

Payment Manager Report Console Return to Main Menu

Logout

Settlement Report for American Express Transactions

Agency Id/Dept No D

Report Dates

Begin Date (YYYYMUDD)
End Date (YYYYMUDD)

.|
Figure 15 - Settlement for American Express Transactions reporting options.

Define the report variables:
0 Select Agency ID/Dept No from the dropdown list (Note: Agency ID will be
defaulted if the user is only allowed access to one Agency ID)

o Enter the Begin Date and End Date (e.g. format YYYYMMDD March 4, 2006
Begin Date = 20060304)

0 Click the Enter button to run the report
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Figure 16

. Setblement Report for American Express Transackions

Payment Manager Report Console Return to Main Menu  Logout

Settlement Report for American Express Transactions

Agency IdiDept No 711-711 [+

Report Dates
Begin Date 2010030
End Date 2010030

3 (YYYYMMDD)
3 (YYYYMMDD)

Figure 16 - Displays report variables being selected for the Settlement Report for American
Express. Once the user makes these selections they will select the enter button to run the
report.

Report Options Definitions:
0 Begin Date and End Date — Defines the Settled Business Day range for
running the report. (* A Settled Business Day starts the previous day at 6:00
p.m. Central Standard Time (CST) zone and ending the next day at 5:59 p.m.
Central Standard Time zone.)
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Figure 17

. Settlement Report For American Express Transactions ’:’|\ - | m= > Page - Safety

Payment Manager Report Console Jack Return to Main Menu  Logout

Settlement Report for American Express Transactions

For Dates 03/03/2010 through 03/03/2010 I ] ]
Note: The confirmation # is

also a link to the Payment
Tracker Detail and can be
accessed by double clicking

Report Date: March 12, 2010

the number.
‘Agency/Dept ID 711/711
Settlements
Invoice Data ltem Data
Datz Invaice Key Confirmation # Wethod Amount Key Dept o, Date Quantity UnitCost Amaunt
1 20100202 001158888 4130464042685396 AX 525.62 000000888 130 2010-03-03 1.000 52.12 s2.12
000000003 711 2010-03-03 1.000 51.00 $1.00
000000002 711 2010-03-03 1.000 521.00 521.00
000000004 711 2010-03-03 1.000 51.50 $1.50

Figure 17 - Settlement Report for American Express Transactions sample showing data that
would be displayed when selecting the Enter button.

e Payment Tracker Detail — Payment tracker provides detailed payment information
including customer information and payment method, as well as, payment status
activity for the transaction.

Figure 18

Payment Tracker _ [BSecure

PAYMENT INFORMATION

Marne: Betsy Ward
Address: 123 Main Street Confirmation # 4110286033166651

Apt 101 Date Paid:  01/09/2006
Jackson, MS 39206
I Paid By: YISA

Phone:  (B01) 359-2687 Account 1443

E-mail:  betsy.ward@its. state.ms.us
Billing ltern Description: Diate: Cuantity: Unit Cost: Amount:
Agency:
843 ARCH CONYENIEMNCE FEE 01,/09/2006 1 $3.12 5312
843 ARCHITECT IN STATE LIC EXAM 01,/09/2006 1 $60.00  $&0.00
FEE

Total Amount Paid: $63.12

PAYMENT STATUS

Date: Activity: Status: Reason: Notes:
01022005 Fayment Received Successful Approved Authorization Successful
01,/09/2006 Payment Deposited Successful Appraved Funds Settled

Figure 18 — Payment Tracker Report
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