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Copyright

© mPay  Limited  2013
All rights reserved.

No part of this document may be copied or 
reproduced in any form without prior 
written consent of mPay.

The information in this document is subject 
to change without notice and should not be 
construed as a commitment by mPay.  mPay 
has taken great effort to verify the accuracy 
of this document but assumes no 
responsibility for any technical inaccuracies 
or typographical errors.

Quality Policy

mPay develops, manufactures, markets and supports innovative business solutions.
The objective of the management of mPay is to provide solutions that meet or exceed 
customer expectations.

The assurance of quality is fundamental to all work undertaken by mPay and its suppliers, 
and is practiced by all staff members in their daily activities for the company.

mPay Merchant Administration Guide               Page 2 of 19



mPay Limited

 1 Table of Contents

 1  Table of Contents.....................................................................................3
 2  Project Information ..................................................................................4
 1  Login....................................................................................................5
 2  Change Password......................................................................................6
 3  Transaction Details...................................................................................8

 3.1  Void Transaction.................................................................................9
 3.2  Refund Transaction............................................................................11

 4  Daily Report..........................................................................................14
 5  Monthly Report.......................................................................................16
 6  Action Report........................................................................................18
 7  Reconciliation Report...............................................................................19

mPay Merchant Administration Guide               Page 3 of 19



mPay Limited

 2 Project Information 
Item Key Description Remarks
Section A) Filled by User
A01 User Name

<More contacts, if any>

Section B) Filled by Consultant
B01 Consultant Tel: (852) 3590 8136

Fax: (852) 3590 4179
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 1 Login
Go to the mPay Merchant Administration Interface URL.
Please login with the username and password provided.

After logged in, the main page shown. The main menu is on the left hand side.
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 2 Change Password
To change the login password, click “Change Password” on the upper right comer.

Input the old password, new password and confirm new password and then click “Change 
Password”.

The system show the password is changed successfully.
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 3 Transaction Details
The "Transaction Details" function allows merchant to view the detail of their payment 
records. Merchant can also perform administrative actions for the transactions including 
"Capture Transaction", "Void Transaction" and "Refund Transaction".  These functions are 
available depend on the transaction type and status.

Select "Transaction Details" under "Transaction" main menu. 
Select or input the searching criteria. Click "Filter" to view the records online or click 
"Download CSV" to download the records as a CSV file.

To view further details or perform administrative actions, click on the "Transaction ID" 
column of the required transaction.
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The details of transaction shown. If administrative functions are available for this 
transaction, the corresponding buttons are shown.

 3.1 Void Transaction
To void the transaction, click on the "Void" button in the transaction content page.
(Transaction can be voided before the cut off time of the transaction date)

The void action is successful. Click "Back" to go back to the transaction content page of 
transaction or click "Back to Transaction Detail" to go back to the main page of transaction 
detail.
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The transaction content page show the transaction is voided. 

The transaction detail main page show the transaction is voided.
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 3.2 Refund Transaction
To refund the transaction, click on the "Refund" button in the transaction content page.

The refund action is successful. Click "Back" to go back to the transaction content page of 
transaction or click "Back to Transaction Detail" to go back to the main page of transaction 
detail.
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The transaction content page show the transaction is voided. 

The transaction detail main page show the transaction is voided.
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 4 Daily Report
The "Daily Report" function allows merchants to view  all successful transaction records for 
a specific day.

Select "Daily Report" under "Transaction Report" main menu. 
Select or input the searching criteria. Click "Filter" to view the records online or click 
"Download CSV" to download the records as a CSV file.
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 5 Monthly Report
The "Monthly Report" function allows merchants to view  monthly summary of successful 
transaction records.

Select "Monthly Report" under "Transaction Report" main menu. 
Select or input the searching criteria. Click "Filter" to view the records online.
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 6 Action Report
The "Action Report" function allows merchants to view  administrative action records by 
different payment methods.

Select "Action Report" under "Transaction Report" main menu. 
Select or input the searching criteria. Click "Filter" to view the records online.
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 7 Reconciliation Report

The "Reconciliation Report" function allows merchants to view  reconciliation records by 
different payment methods. The reconciliation records are transactions which are 
successful but payment response cannot send back to mPay. These transactions are 
updated back as successful by mPay schedule process.

Select " Reconciliation Report" under "Transaction Report" main menu. 
Select or input the searching criteria. Click "Filter" to download the records in CSV or PDF 
format.
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