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lll Getting Started Enrol in OMS N

Online Merchant Services (OMS) is our web - based payment reconciliation tool that Before you can view your online statements, you must enrol in OMS. During the

gives you secure and easy access to your Merchant Account information whenever enrolment process outlined in this section of the guide, you will be prompted for
your Merchant number, your last 5 digits of your IBAN/Bank Account number and

youneedit your Trade License/Commercial Registration number. After a successful creation
of your User ID, a One Time Password (OTP) will be sent to your email address
I Advantages registered with us.
With OMS you can:

* Create Sub-Users to control who can view reports TeChnOIOgy Reqwrements

* View payment details and a summary of transactions for each of your

branches / outlets JavaScript must be enabled on your browser. Supported browsers are:

« See details on individual transactions by reviewing the Submission and Transaction _
Details Report . Gc_)ogle Chrome (latest version)

« Customize your Settlements and Submissions Reports * Microsoft Internet Explorer 9.0 and above

» Complete your VAT Registration details and download VAT invoices )

« Download reports in different formats including PDF, Excel, and CSV for the past We also recommend that you have at least a 1 Mbps broadband connection to take
24 months or in customized date ranges full advantage of OMS services.

« Streamline your search results by using the search function available e.g. date,
transaction amount or the truncated Card number of a transaction

» Edit Merchant profile to include contact details

* Select the report formats for Settlement Advice and Submission Details to be
received through automated email to the email ID assigned by you

« Add additional Outlets to your existing Merchant Account.

Your guide to Online Merchant Services B



Jll Enrolment Process

The following steps will walk you through the process of creating an OMS
user linked with your Merchant account.

Access americanexpress.ae/OMS

Click the “REGISTER NOW" button located on the Online Merchant Services page
(if you already have an existing User ID, continue on to page 7).

Enter your 10-digit Merchant number, your last 5-digits of the IBAN/Bank Account
number and your Trade License/Commercial Registration number, then click on “Submit”.

M
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VEu Can Now piovide: your VAT Regstralion detas va the ink in e "Edil Your Profile” section

Merchant Vasdation
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Enter a unique User ID and Password. If the email address field is blank, enter the registered

email ID. Before you click on “Submit” you must review and accept the Terms and Conditions.
i B S e poi YAT Ther i HEWES Vil P i1 6 e "ES Yiar Frefie” o,

Create User 10 @] Pascwond

Once your user ID is created a One Time Passcode (OTP) is sent to you via email address.
You will then enter the OTP shared in this screen to verify your email address.

Liser Ureabed Spcoesishilly
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Your email address is verified and you can now log-in with your new User ID and Password.

You can now provide your VAT Registralion details via the link in e "Edil Your Profila® section

User Created Successiully

Your Emall Address has been successfully veritied
Pieane cbck hare 10 logen with your new Liser 1D and
Faspword, Tour submisssons snd settiements Data will
e availabile within 24 hours. Thank yo for registenng
an Online Meschant Saraces.

& ONLINE e

MANAGE YOUR ACCOUNT GNLINE
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Log into OMS

Access americanexpress.ae/OMS
Enter your UserID and Password.Then click on “Log In”.
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Account Home Page

If you are a Main User, you may:

* Review the Settlement and Submissions

« Edit your profile including Adding or Deleting a Merchant Account or Adding or
Editing Contact Information, Creating Customized Settlement and Submissions
reports and Search for Transactions

* Selecting a report format

* Create Sub-Users

» Change your password

* Review the Terms & Conditions

If you are a Sub-User, you may:

* Review the Settlement and Submissions

« Edit your profile, which includes selecting a report format
» Change your password

* Review the Terms & Conditions

» Add New Outlets

Note: For security purposes, always log out when you have completed viewing the site.

To exit, click the “Log Out” tab located at the top-rightcorner ofeach page.
Automatic log out occurs if there is no user activity for a predetermined time.

MERCHANT DETAILS

Marchant Account

Select number of months to be displayed
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Settlement and Submissions
Now you can view your Settlement and Submission by date range and a host of other filters.

Here's how you can do so:

1 - Select the Merchant Account

2 - Select the type of report needed: Settlement Advice, Settlement Details, Submission Details,
Submission and Transaction Details or Adjustment Details.

3 - Select date range: Up to 3 months at a time.

4 - Click on Submit
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Once you click “Submit” you can view your Settlements and Submissions Reports

B ONLINE Sy

MANAGE YOUR ACCOUMNT OMNLIMNE.

Terms & Conditicns

SETTLEMENT DETAILS

Download u

XXXX XXXX
XX/XX/XXXX Diract Cradit

XX

XXXXXXXX = XXXXXXX Settlement Amount XX, XXX XX Number of Transactions XX

- Total Submission Amsount 00,000.00 Total Discount Amount 000 Total Met Amount 00,000.00

Total Net Adjustment Amount: 0.00 Total Settlernent Amount 00,000.00 Total number of iransactions 00

Submizsion Processing Terminal ID Batch Number Discount Subwmission Dizcount et Adjustrment Adjustrment Reason Settlement MNurnber of

Dt Dale = = Rate Amount Amount Armount = * Armount Tranzactions

dd/mmyyyy delfmm iy * * : * * *

16/02/2021 16/02/2021 XXXXXX XXXX 0% X, XXX o X, XXX X, XXX 1
15/02/2021 16/02/2021 XXXXXX XXXX O% X, XXX o X, XXX X, XXX 1
15/02/2021 16/02/2021 XXXXXX XXXX Oo% X, XXX o X, XXX X, XXX 1
1670272021 16./02/2021 XXXXXX XXXX 0% X, XXX o X, XXX X, XXX 1
16./02/2021 16/02/2021 XXXXXX XXXX 0% X, XXX o X, XXX X, XXX 1

Rows per page -
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When you choose to see your payment information, the system displays your data as B O] N e
far back as 24 months. A

Fid Yo Pomitis T Ly At ey P Pesssmnt

If you are managing multiple locations from one User ID, you will be prompted to
select a location prior to displaying the statement.

SETTLEMENT ADVICE

This page displays your Settlement Advice, providing a summary of your B3 i - |
settlements for the specified period of time.

You can use the filter options available to search for a specific Settlement
Reference, Settlement Date and Settlement Amount. v Towsiinsonm |

To view your Settlement or Submission Details, click on the “View"” button. s e plantsy

|
1

XXXXXXXXXXX XX/ XX/ XHXK XXX XXX

XOHOHHHHHKHK XXX/ XHHX XXX XXX

XXXXXXXXXXX XX/ XX XHXX XHXXXX XXX

XXXXXXKKXKX XX/ XX/ XHHX XXX XXX

XXXXXXXXXXX XX/XXXHXX XXX XXX

XXXXXXKKKXKX XX/ XX/ XHXX XXX XXX

XXXXXXXKXXK XX/ XX XHXK XXX XXX

XXXXXXKKKKX XX/ XX/ XHHX XXX XXX
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Once you click on the “View” button in the Settlement Details column, you will be directed to the following page.

The details shown relate to: Submission date, Transaction date, Card Number, Terminal ID, Batch Number, Discount Rate, Submission Amount,
Discount Amount, VAT Amount, Net Amount, Approval/Authorization Code and Acquirer Reference Number (ARN).

You can use the Download drop-down menu to download your reports in either PDF or Excel Format and CSV.

Upon clicking on the Amounts in the Submission Amount column, you will be directed to the following page.

This report shows the details of your submissions and transactions.

You can use the filter options available to search for a specific Transaction Date, Card number, Submission Amount and Approval/Authorisation Code.
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Once you click to view the Submission details, you will be directed to the following page. =
BB ONLiNES=g

You can view your Submissions and use the filter options available to search for i Eete i

a particular Transaction Date, Card number, Submission Amount and

Approval/Authorisation Code.

Pl Yo Pomiiis Tl Ligay b ey Timn Pesssmsnl Trims & Cimsifass

SLIBMISSION DETAILS

You can use the Download drop-down menu to download your reports in either PDF

or Excel format and CSV. e ——
it Achwreres b
s
= iy
tuibemunn et
ALC Pessounr A
bl St
v Tes Sebrrrrnn Aok A Tehe (e ek WA Tk Yk A i |
PE—— L ———— Caed Piatioge  —— { M— [ S— [e— [ —— .
e Euy . [— Fa— i
] R —-
XXIXXIXXXX | XXIXRIXXXK 1| XXXXXXXXX W0y scor xx T4 X X.X XXX XX 553

Hrws i Lags r! 5 . XXXXX XXX KXHKHKXKXXXX
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Edit Your Profile

By clicking on “Edit Your Profile” from the tab on the top of any screen, you will
be able to Add or Delete a Merchant Account, Add or Edit Contact Information and
select your Report Format.

By clicking on “Add/Delete a Merchant Account” you will be directed to the following page.

By selecting “Add a new Merchant Account”, you will be directed to the following page and
prompted to enter a Merchant number that needs to be added, the last 5-digits of your
IBAN/Account number and your Trade License/Commercial Registration number. The new
Merchant will be added successfully once all information is entered correctly.

Note: If you are a sub user, this option will not be available for you.
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By clicking on “Add/Edit Contact Information” under edit Your Profile, you will be
directed to the following page.

On this screen you will be able to add the contact details of your team within

the Marketing, Finance and Operations Department. By keeping this page up to date,
you will be able to receive the latest notifications/updates whenever required.

Note: If you are a sub user, this option will not be available for you.
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By clicking on “Report Format” under edit Your Profile, you will be directed to [l =]
i IK'J Wb

the following page. E ONLINE sy

From this page you will be able to select the report formats that will be sent to your w

email and add unlimited number of emails to which these reports will be sent to.
Selest your report focmats

Note: Only one report format can be selected per Settlement Advice and R R
Submission Details. This function is for automated email scheduled reports.
Settlement Advice:
Submission Details:
Liorar® Lo
e
mrrrrt Eruress B
s [ Ririree
Email address(es) registered for raceiving payment details via email are
3
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Update Merchant Account Details

1. Log in to Online Merchant Services using your User Name and Password

2. Click “Edit your Profile” — Then click on “Update Merchant Account Details”

EIHT ¥OAKR FROFILE

A Tosein i WASRORERT aete o7
Updrty Maschart Azcoust Ditaly
Add/Ect Cortact informatos
Pegxat Farral

VAT Bagintranion & Tax immices
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3. Update Merchant Account Details — Select the Merchant Account for
which the updated information/documentation will be provided.

You will be able to select additional Accounts to be updated with the same
information/documentation at the end of the process.

4. Merchant Information
Provide the details of the valid Commercial Registration (CR)/Trade License (TL)

- )\
[Fr= it

Lpdate Merchant Account Details
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Update Merchant Account Details
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Merchant Info
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5. Representative Information Please provide the details of the following: Undate Merchant Accaunt Datails
Authorized Signatory, Owner(s)/Partners(s) and Ultimate Beneficiary Owners. SRR R CHa L MLty wgkalls

*“Add to List” allows you to add multiple Representatives

Please select and complete first the “Authorized Signatory” details, followed by
the “Ownership details” and “Ultimate Beneficial Owner” last.

Authorized Signatory -Person authorized to do business on behalf of the company Representative Info
or open a merchant account.

Ownership - Individuals holding 25% or more of the issued capital/shares/profit

for UAE, 10% for Jordan and 20% all other markets.

Ultimate Beneficiary Owner- Natural persons who exercise control or ultimately
have a controlling ownership interest in the company. If there are no natural
persons who exercise control, please provide the details of the natural person(s)
holding the position of Senior Management in the company.
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5.1 Accountability: Ownership
Please select the type of “Ownership”; whether it's an Individual or a Company
and proceed to complete the relevant information.

Representative Info
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5. 2 Accountability: Ultimate Beneficial Owner

Please select from the Options available for the type of UBO and provide the
information accordingly;

a.- If there are natural persons who exercise control or ultimately have a
controlling ownership interest in the company.

b.- If there are no natural persons who exercise control, please provide the
details of the natural person(s) holding the position of Senior Management in
the company.

c.- If it's a publicly listed company.
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6.- Upload documents Please upload the official, valid copy of the documents

- . . X . Upload Documents
required to substantiate the information provided.

For countries where tax is applicable, you can upload the VAT Certificate in
this section

7.- Apply the same information to other Merchant Accounts + T&C's

If you would like to apply the same information to other Merchant Accounts,
select the additional Accounts, click on accepting the T&C's and proceed.

Apply the same infarmation for other Merchant Accounts?

[=2118
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Update Merchant Account Details

¥ 0
® 2 M ®
(T T Hgmmardatim bds Uplon] Domaprerds. T R Condilotrg

Apply the same information for other Merchant Accounts?
Qs Wi
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Other Merchant Accounts

SZTOIETLSY 15 not updated as there is a separate Case s already open and s reference number is 9270387129 2024188
S2TIB4LE3T is failed to update

QITEES08ED i sucassiully updated, referncce number i S27TEE408E2 2024197

S273551903 & talied 10 update

SZ7I586034 is sucesstully updated. refernece number 15 9271586034 2024197

Ref No. 9273619403_2024304

Thank you for submitting your updated information and documentation.

We will review your submission.
If you have any questions please contact your Relationship Manager.
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Uploading your VAT Registration Information and Certificate(s)
& Downloading your VAT invoices

Select “Edit Your Profile” and click on "VAT Registration & Tax invoices”

lash Lhaw Bebeyeraule dwny Thergs Ve Fovvmes L ivbwmmd Ve St A rreen 1 | el

ECET YOUR PROFILE

Acelel/Dictete & Merchord Acceed

Al Fulit Cartnct Milommatiom

Blegeet Fusmmmi

WAT Hepintimtee f Tam nvmmors

VAT Registration screen will be displayed with the following options:
* VAT Registration
* Merchant Registration
* Tax Invoice Delivery

E CY[ [T Mt
T SN sorimy

WAT Bigislratan

P prvils P VAT sgietrrtion el in B Rowiy iern.

- L Lr——————
_ L o VAT oo Pt gt B
BT o sttt ety b VP ey

Your guide to Online Merchant Services



VAT Registration
Step 1 - Submit VAT Registration Details by filling in the following, then click Search

VAT Registration Number
VAT Registration Country

Caplure VAT Regriration Detais

o - et i VAT gt o e B WAT oibed sty
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Step 2 - Once you click on Search, the following options will be displayed,
and you will need to enter the additional details:

- VAT Legal Name
- VAT Legal Address* (Address Line 1, Line 2, Line 3 and Line 4 provided)

* Address Line accepts a maximum of 30 allowable characters per line
- VAT Legal Contact (Telephone number)

Step 3 - Provide contact details for VAT related enquiries:
- Contact for VAT enquiries (provide a valid email address where VAT related

enquires can be raised)

- VAT Registration Certificate (Upload a copy of your VAT Registration Certificate,

using one of the following formats; PDF, JPEG/JPG and up to 1 MB in size)
« Click on Submit and you should receive a success notification.

RS
e - HLIMSE sy
Suctesshaly Caplored VAT Regisirelicn Delais

Winor VAT oL 808 Butobs phally Jabemmied 1of vianen,

xxxxxxxxx

..........

xxxxxxxxx
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Merchant Registration — VAT Outlet Linking

» Enter your Merchant Number(s)*, then click Search

« List will display outlet(s) under your Merchant Number(s)

» Enter VAT Registration Number and Country pertaining to outlet(s)

* Once completed, click on Submit then you should receive a success notification

*If you have more than one Merchant Number, please enter them together separated
by a single comma without any spaces (,) e.g. 976 XXXXXXX, 976 XXXXXXX, 976 XXXXXXX

[ ]
Curtiet | by

=
E OMLINE =g

SRy Linksd VAT Repestration Hiemts snd Oufishs

Finr VAT g rwe Pl vl be ]
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OMLINE =g
Tax Invoice Delivery — Provide the following information, then click Search E i 2
» VAT Registration Number
« VAT Registration Country

T Bt Dby Doty

Y gl e St

14 S ety
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TAS, ivwscs Duitvery Delai

Contact Details section will be displayed. Fill out the following:

» Tax Invoice Frequency (Settlement Date, Monthly)

« Primary Email ID (This field is mandatory and will be the email address that the Tax Invoice gets sent to) e
« Secondary Email ID (This field in optional, and you can provide up to four (4) email addresses

« Once information has been completed, click Submit then you should receive a success notification e

* You have now submitted all your VAT related documents.

e XXXXX

i ey

i e

Sax ey Capriunmd VAT aneis Cuatrinty Ll

i oy AT of AT [t (bt p [t b
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Downloading Your VAT Invoices

Select “Edit Your Profile” and the click on “VAT Registration & Tax Invoices”

B ONnesy

A [T E
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EDIT YOUR PROFILE

Add/Dulete a Merchant Account

Add/Edit Contact information

Regeort Formmat

I VAT Rugistration & Tax involces I
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Select “Download Tax Invoices”

= oz

e Sulaniusisy Eol Tosw Prable Gub Umer Advesisiralin.  Change Yow Mesvessd  Cusiemiied Repors. Dale Range Seans

VAT Registration

Pisase provide the VAT detals in tha folk g steps:

_ Subimit tha VAT registration detals and cartificate
m Linth £ VAT rigistration rurmber 1o sgesific outieta
_ Provide frequency and contact detsdls for VAT invoece Delivery

Downdoad Tax Invoices
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Download your tax invoice(s) by selecting either the VAT registration number or Merchant number
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Enters all the details and click on “Generate Report”
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Files ¥ Taw_lnvowe (19).zp Actions

[Rmoeml T Fibes Ueaip A8 TEes
- . . Tom e W
Your Tax Invoices will be downloaded as a compressed file. & e Al e o | rran SN
Simply decompress the file to view. e RN
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Sample Tax Invoice

Here's an example of your downloaded Tax Invoice
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Sub User Administration

As a Main User you will be able to create a Sub-User, delete an existing Sub-User
or edit the Sub-User’s information by clicking on the “Sub-User Administration”
tab available on the top of any screen.

Sub-Users are able to use all features as Main Users with the exception of
editing profiles.

Change Your Password

Changing your password is simple. You can select to change your password anytime
by clicking on the “Change Your Password” tab available on the top of any screen.

Enter the following information and click “Submit”.
* Current password

* New password

* New password again

B ONLINES==g

508 USER ADMINISTEATION

o0x T
HXHKXKXKXKX XXX XX XXK XXX XXKX XXX XXX XXX XX XXX
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Customized Reports
Select Customized Reports on the top menu bar. This section allows you to create new reports from the base template reports.

il

ONLINE =223

Gt asd Sulssouons | D oul Prele Sl User Adseosbisfion  Chinge Yoer Peevm o ARSI ETEE soch Beparta. Tarma A& Camelitiona

MERCHANT DETAILS

Merchant Account

B OXOKKXXRX - XXXXXXXXX

Select number of months to be displayed

| Bonibh

Settlement and Submissions by date range
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On the Customized Reports page, select the required type of report: Settlement Details, Submission Details, Submission and

Transaction Details, Adjustment Details or Settlement Advice.

DSSSEETAY L

Compmzag Raports - Thea sectass 5Bowd o 10 Crabs camtemmas eosrts o 1ha bagd 15m phibs rigosts

Lt dorvmn Bacdier Vinde 2

Select the desired date range for the report to be displayed and press Search.
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Search Reports

Take advantage of the following features to make the most of the Search function.

* Select columns icon enables you to identify which column to search (or all).

» Text area enables you to enter case insensitive search criteria.

» Go button executes the search. Hitting the enter key will also execute the search when the cursor is in the search text area.
* Reports displays alternate default and saved private or public reports.

 Actions Menu enables you to customize a report. See the sections that follow.

Sailiemest sl Sulemndbinn. B8 Yoo Profie  Bal User Adesniaiisiiss Chamge Your Panmmstl  Custormied Bepae®s Samres Reparia

tomized Reports

Please do not use Settlement Date in the Blter condition f the you want to subscribe & repor for emad
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Actions Menu :

Once the report is displayed based on the select date range, in order to customize it you have to click on the “Actions” menu.
The “Actions” menu appears to the right of the “Go” button on the search bar. Use this menu to customize an interactive report.

Sailiemest sl Sulemndbinn. B8 Yoo Profie  Bal User Adesniaiisiiss Chamge Your Panmmstl  Custormied Bepae®s Samres Reparia

ized Reports

Please do not use Settlement Date in the Blter condition f the you want to subscribe a repor for emad

Settiemern Report
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Customize the report by selecting the following:
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Columns: You can use “Columns” to modify the data you require to be displayed.

Select Columns
The columns on the right are displayed and on the left are hidden. You can reorder the displayed columns using the arrows on the far right.

Computed columns are prefixed with **,

Columns include:
Transaction Date, Settlement Date, Discount Rate, Currency, Transaction submission date, Transaction processing date, Outlet Number, Outlet Name, Batch Number,

Terminal ID, Transaction Amount, Credit Amount, Debit Amount, Net Transaction Amount, Merchant Number, Settlement Reference Number, Settlement Bank Name,
Dispute Case Reference Number, Adjustment Reason, Acquirer Merchant ID, Discount Amount, Outlet Location and Settlement Amount, VAT amount.
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Filter: This focuses the report by adding or modifying the WHERE clause on the query. You can filter on a column or by row.

If you filter by column, select a column (it does not need to be one that is displayed), select a standard Oracle operator (=, !=, not in, between),
and enter an expression to compare against. Expressions are case sensitive. Use % as a wild card (for example, STATE_NAME like A%).

If you filter by row, you can create complex WHERE clauses using column aliases and any Oracle functions or operators
(for example, G ="'VA'or G = 'CT', where G is the alias for CUSTOMER_STATE ).
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Data: The “Data” menu enables you to customize the display of the report using a range of fields.
Sort - Used to change the columns to sort and determines whether to sort in ascending or descending order.

Aggregate - These are mathematical computations performed against a column. Aggregates display after each control break and at the end of the report
within the column they are defined.

Compute - Enables you to add computed columns to your report as mathematical computations or standard Oracle functions applied to existing columns.
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Format: View the data you require in the format you require.

Control Break — This is used to create a break group on one or several columns. It pulls the columns out of the interactive report and displays them as a master record.
Highlight — With it you would be enabled to define a filter. The rows that meet the filter criteria display as highlighted using the characteristics associated with the filter.

Options include:

Name is used only for display.

Sequence identifies the sequence in which the rules are evaluated.

Enabled identifies if a rule is enabled or disabled.

Highlight Type identifies whether the row or cell should be highlighted. If Cell is selected, the column referenced in the Highlight Condition is highlighted.
Background Colour is the new colour for the background of the highlighted area.

Text Colour is the new colour for the text in the highlighted area.

Highlight Condition defines your filter condition.

Rows per page — This allows you to select the number of rows to be displayed at once.
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Chart

You can define one chart per saved report. Once defined, you can switch between the chart and report views using view icons in the Search bar.
Options include:

Chart Type identifies the chart type to include. Select from horizontal bar, vertical bar, pie, or line.

Label enables you to select the column to be used as the label.

Axis Title for Label is the title that displays on the axis associated with the column selected for Label. This is not available for pie chart.
Value enables you to select the column to be used as the value. If your function is a COUNT, a Value does not need to be selected.

Axis Title for Value is the title that displays on the axis associated with the column selected for Value. This is not available for pie chart.
Function is an optional function to be performed on the column selected for Value.

Sort allows you to sort your result set.

Group By

You can define one Group by view per saved report. Once defined, you can switch between the group by and report views using view icons on the Search bar. To create
a Group by view, you select:

The columns on which to group and
The columns to aggregate along with the function to be performed (average, sum, count, etc.)

Pivot

You can define one Pivot view per saved report. Once defined, you can switch between the pivot and report views using view icons on the Search bar. To create a Pivot
view, you select:

The columns on which to pivot

The columns to display as rows

The columns to aggregate along with the function to be performed (average, sum, count, etc.)

Report

Save Report

Saves the customized report for future use. You provide a name and optional description and can make the report accessible to the public (that is, all users who can
access the primary default report). You can save four types of interactive reports:

Primary Default - The Primary Default is the report that initially displays based on a default template provided by American Express. Primary Default reports can't be
renamed or deleted.

Private Report (End user) - Only the end user that created the report can view, save, rename or delete the report.

If you save customized reports, a Reports selector displays in the Search bar to the left of the Rows selector (if this feature is enabled).
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Reset

Resets the report back to the default settings, removing any customizations that you have made.

Download

Enables the current result set to be downloaded. The download formats differ depending upon your installation and report definition
but may include CSV and HTML.
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Search Function
You can select the report you wish to run a search on. At all times the date range should be populated which is a maximum of 3 months at a time.

» Under Settlement Advice, you can search by Settlement Amount and Settlement Reference Number.

» Under Settlement Details, you can search by Settlement Amount, ARN, Outlet Number and Terminal Number.

» Under Submission Details, you can search by ARN, Outlet Number, Submission Amount, Masked Card Number, Approval Code, Transaction ID, WON,
RRN, STAN, Terminal Number and Batch Number,

« Under Adjustment Details, you can search by ARN, Outlet Number, Submission Amount, Masked Card Number, Transaction Amount and Dispute
Case Reference Number.
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Email Subscription

Subscribe to saved reports which can be sent by email either daily, monthly or annually. No more than 5 reports can be subscribed to be sent by email.
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Terms & Conditions

You can view the Terms and Conditions at any time by clicking on
“Terms & Conditions”

CINUNP “‘“’“1.,_..._!.'“

Ty Y

T viemw ped Bagmrty

TERMSE & CONDITIONS
ARG T TR b CORETICN

g T At " reri dereear Lo b S

EEVIEL
oy s “rear, ALK Chbatr Ranr) B 5 1m0 17wy REORTSL P 00 STAMRASIET Sk, T T 0 1T
s it o e deemra B = et s towr] ABEma o, woeaer oo i
s s B et bbby 0 ety
T e
LED B 2 marTr e o ARATE Wit K O (1) ooy e e o 0 e i)

For o s e S e £ A8y e g w5 GRS i g g g dtest o e e i S Ty g e s e g 4 g e
e AT LA e G Pt TSI 6y I b 00 e Tl b e Uy ol e 4 RIS T T e P

P o ety B g s F ey calid Sy o o et et B (P --l-n-hn--p-nln* Do ki, et et b et it gy
vy, # e A R 0T i et e e e e
et Bt w1 bk g 1 gty [ e A

s St A S S e LR I e e S e s & e kit 7 e o s i e

W et sk b s Wil R It 30w e s et s s D Fo e ik v cewtes e g e re e oot
i LT PR ) T St o v T R TI T Cnns TS I W SR ST T T

Frog i ot =~ L b o ot 0 sl B s 0% g 2 ol o e oMot daf o By mtnet el B b b g ek 5 8 i cish, P e o S0y
Ty T G R D Sl T

by - P K

Your guide to Online Merchant Services



Adding New Outlets

Accepting American Express Cards at more of your business outlets is now easier than ever using OMS and it takes just a few easy steps to do so online to get your
new outlets up and running swiftly.

-
Once you have logged into OMS, all you have to do is follow the steps below: = ( INLINE semp

Click on Add New Outlet tab located on the menu bar at the top right. w

MERCHANT DETAILS

Marchant Account

Select number of months to be displayed

Seftherrent and Sulsissases by g8l fangs

You will then be redirected to the New Outlet Portal page, where you will be
able to:

» Create New Application(s)

» View the status of existing Application(s) which you have submitted

earlier New Qutlet Portal

m your autlets through Ohling

Merchant Services

OR

Extsting Application Status:
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Creating a New Application

In the Create New Application page, you will be requested to provide the following information:

» Would you like the settlement of the new outlet to be linked to your existing bank account registered with us? (Yes / No)
+ Select your Merchant ID from the drop-down list to link it to your existing account
+ Select your Company Structure from the drop-down list, and proceed by clicking Next

Application Reference Number

You will receive your Application Reference Number followed by an email that
includes your Merchant Application Reference Number for future reference. This
will allow you to pick up your Application where you left off in case you get timed
out.

NOTE: Make sure to keep your Application Reference Number safe in case of
system time-out to return to you your Application and for any other Application
enquiries.

Then you may proceed by clicking Continue to Application Form.

|
|
i [ =
-+
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Outlet Details

In the Outlet Details page, you will be required to provide specific details pertaining to your outlet, some details are mandatory and others optional. Please note
the below:

* Merchant Type (POS* / Online) - If you have presence on both POS and Online you will be required to create two (2) Outlet entries, one (1) for POS and one
(1) for your Online outlet.

» As an added option, if you are a POS Outlet you can also provide your Google Maps Coordinates (Latitude and Longitude) by entering them both in the
required fields or by clicking on the Locate Outlet button where a window will appear, displaying Google Maps which will allow you to pin the exact location of
your outlet.

* Once all details have been provided, click on Add to List. Once added, the entry is displayed on the right-hand side under Outlet Name (more than (1) one
outlet may be added if required), then click Next to proceed further with your Application.

* POS - Point of Sale (In-store Outlet) ONLINE == -

B

1 ARDE G

Uploading Documents

In the Upload Documents page, you will be requested to upload the following documents, which is a mandatory requirement for us to onboard you as an
American Express Merchant:

» Commercial Registration Certificate / Online CR Certificate (whichever is applicable or both if you have POS and Online Outlets)
« VAT Registration Certificate (if applicable to your Country)

 Authorized Signatory Proof of ID (Multiple IDs may be added)

» Proof of Bank Account or Bank Statement (to be provided by Outlet registered)

*Maximum document uploa size is 1 MB in the following formats: JPEG, JPG, PNG, PDF.
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Scanning Documents

Once you have uploaded the required documents, we will need to verify the authenticity of the documents provided. This step will require you to Scan Documents using a
Camera option on your device (Desktop, Laptop or Smartphone).

If you do not have access to a Camera on the device you are using, you may request an Amex Sales Representative to collect the documents from you by checking the
option box OR you may login and access your Application (using your Application Reference No. and Password) from a camera enabled device (tablet, laptop, smartphone
etc.) to proceed with your Application.

Click Open Camera to start scanning your documents.

NOTE: For more information regarding the safety of your personal information, you may download a copy of our Privacy Statement.

Terms and Conditions

As a final step and before submitting your Application and a signed copy of the Terms and Conditions, review a summary of the Pricing Plan for your outlet, which is based
on the information you have previously provided.

* Industry

+ Discount Rate

+ Speed of Payment

Make sure to read all articles of the T&C'’s carefully. You will then need to fill in the Name (of the Authorised Signatory), Date and Signature located on the last page of the
T&Cs, following that please upload a scanned copy of the signed T&C's. By doing so, you agree and accept all Terms and Conditions provided by American Express, and
then check the box to proceed with your submission. You may refer to the T&Cs at any time by visiting our website www.americanexpress.ae/merchantservices

Submission Completion

Once your Submission is completed, you will receive an email confirmation to the registered email address you have provided.
Please allow for up to three (3) working days for our team to process your Application.
As soon as your Application is approved, you will receive an email confirmation to start welcoming American Express Cards at your business.

Existing Application Status
To check the Status of your Application, go back to the Main Page and select the Reference Number from the drop-down list provided.
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Additional Information

Customer Services

We hope the guide will help you make the most of the great features on OMS.
If you have any further queries, please email us on:

UAE: oms.ae@americanexpress.ae

For all other Markets:

Bahrain: oms.bh@americanexpress.com.bh

Egypt: oms.eg@americanexpress.com.bh

Jordan: oms.jo@americanexpress.com.bh

Kuwait: oms.kw@americanexpress.com.bh

Lebanon: oms.Ib@americanexpress.com.bh

Morocco & Tunisia: oms.na@americanexpress.com.bh
Oman & Yemen: oms.om@americanexpress.com.bh
Qatar: oms.qa@americanexpress.com.bh

Copyright Statement

Copyright © 2021 by AMEX (Middle East) B.S.C. (c) - Emirates, Inc.

All rights reserved. No part of this document may be reproduced in any form or by any
electronic or mechanical means, including information storage and retrieval systems,
without the express prior written consent of AMEX (Middle East) B.S.C. (c) - Emirates.
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Glossary

Adjustment — An American Express generated credit or debit used to make an alteration to an account.

Approval/Authorisation Code — The code number given by American Express or a third party designated and approved by American Express.
Bank Account Number — The bank account number that the payments are deposited to.

Card Number — The American Express account number of the Cardmember. For security this number will be truncated (e.g. 3744xxxxxx12345)

Commercial Registration Number — The number in the document issued by the municipal corporation in your hometown which gives you permission to carry on
the particular trade or business for which it is issued.

Currency — The currency of the country in which the charge or credit is incurred.

Discount Amount — The American Express transaction processing service fee deducted from the gross amount of your submissions. This is usually a percentage
(discount rate) applied to the gross amount of the payment.

Gross Amount — The total amount of a submission, chargeback or adjustment before any deductions
are made.

Merchant Number — The number used to identify a merchant; also called Service Establishment (SE) number.

Net Amount — Amount of the net payment after American Express has applied the discount amount, and any other adjustments such as incentives,
Chargebacks or fees, when applicable.

Processing Date — Date of which American Express processed the submission.

Settlement Amount — Amount that has been settled by American Express.

Date — Date of which the amount has been settled by American Express.

Submission Amount — Amount that has been processed by American Express which is due for payment.

Trade License Number — The number in the license issued by the municipal corporation in your hometown, which gives you permission to carry on the particular
trade or business for which it is issued.

Transaction — The initial transaction from a customer purchase.
Transaction Amount — Total amount billed to the Cardmember for the charge incurred.

Transaction Date — The date on which the original transaction was incurred.
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