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|. Introduction

PayMe for Business is open for business and we know you're keen
to start collecting payments from over 2.8 million PayMe users. So to
make sure your business hits the ground running, we've put together
this guide to the key features that will ensure you get started in no

time!

For PayMe for Business Terms and Conditions, please visit

https://payme.hsbc.com.hk/en/business-terms-and-conditions or

contact us for details.

PayMe

QXpioec

\\3f
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PayMe for Business is only available to HSBC Business Internet

Banking customers. Currently we enable one company to create one

PayMe for Business account, which is linked to a bank account at

sign-up. If you have multiple stores, we recommend that you use the

terminal management function.

Sign up for HSBC Business Internet Banking

If you're an HSBC Commercial Banking customer but haven’t signed

up for Internet Banking yet, you can do so here
http://www.business.hsbc.com.hk/bib to make sure you can use

PayMe for Business.

Sign up for HSBC Commercial Banking

If you are not a HSBC Commercial Banking customer and you'd like
to open an account or discuss how HSBC can help your business
thrive, sign up here http://www.business.hsbc.com.hk/biz-accounts

and we'll be in touch.

PUBLIC
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Il. What you need to get started
L

1. A business mobile device to work as a terminal in the store.
You'll also need...
e A wifi or data connection
e i0OS 12.0 or Android 7.0 and above
e Mobiles work best but we support tablets too

2. A HK business mobile number to serve as your log in ID and
to send verification codes to, which will be required for future
log in.

3. A business email address we can send verification messages
and transaction alerts to. This will also be needed to reset your
PIN in the future.

4. HSBC Business Internet Banking account details

5. And the Security Device for that account

45
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Some important points to remember

The mobile number you used to register for PayMe for Business will
be used to send verification codes to for certain changes and when
you log back into your account.

You'll set up a PIN when you sign up. This is required to authorise
important transactions including:

e Refunds

e Transferring out funds to your business bank account
e Changing account details such as PIN, email or phone number

Download the app

Simply scan the QR code below to download the PayMe for Business

app:

Or you can visit App Store or Google Play™ and search “PayMe for

Business”.

46
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2118 T .

What you'll need to
sign up today

Business mobile number

So we can send you a verification
code as part of the sign up
process.

_ Business email address
To send a verification email and to
receive alerts and notifications.

HSBC Business Internet Banking
The username and password to log
on to your Business Internet
Banking.

Security Device

The Security Device associated
with that account so we can verify
that it's yours.

Get started

1
What you need to
sign up

eseee PayMe T

&«

2:08 PM

Enter your business
email address

Business email

4
Enter your business
email

100% -

. Registration

-

Sign up

ess mobile number

2

Enter your HK business
mobile phone number

and verify

1:35 al T @)

Great! Now select
your business

Arts and entertainment
Arcades, karaokes,

art exhibition

Automotive and boat
Sar parts, car servicing, boat servicing, gas station,
car rentals

Beauty, cosmetics and personal car
Cosmetics, skin care products, nail service, salor
services, facial

Charity & Non-profit Organization

Churches, charities

Concerts, festivals and theme parks
Concerts, music festivals, carnivals, CNY fairs
amusement parks

Electronic products

Phones, TV, home appliance

Fashion, clothing and accessories

Boutiques, fast fashion chain

ko

Restaurants, cafes, food stalls, bar

5

seeee PayMe T 2:08 PM

Create your
business profile

Display business name

Personal Data Ordinance Personal Information Collection

3
Enter your business
name

1:35 ol T @

« Skip

Lastly, why not add
your business logo?

Add a touch of your own branding and help
customers identify you right away!

Choose your business category and add your logo

to create your profile

PUBLIC

100% -

PayMe for Business T&Cs,
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sseve PayMe T 2:08 PM

Set a new 6-digit PIN

You'll need it to keep your account secure

O 0O O 0O O O

Create a 6-digit PIN

10:14 T

Business banking details

HSBC Business

Security Davice
Expross app

Password

9
Enter your password
and verify with your
Security Device or
through the Business
Express App

Verification email sent

Please check

testing@test.com “

Open email inbox

I verified on another device

7
Verify your email

<« Business banking details

Select the business profile you
would like to use

@ rayMecate
Homemade Frozen Yogurt

Delicious Dessert Store

{ 11:38 ) W

Business banking details

Continue to PayMe for Business?

Log in with your HSBC Business Internet
Banking Account to continue to PayMe
for Business.

Username @

8
Enter your HSBC
Business Internet
Banking username

<« Business banking details

Select the business account
you would like to use

. PayMe Café - Central
440-456789-000
PayMe Café - Sha Tin
PayMe Café - Causeway Bay

PayMe Café - Admiralty
440-456789-347

10

Choose the business you

want to use

PUBLIC

11
Choose the bank

account you want to use

48



Lizg

Woo hoo - you're all done!

Start accepting payments from our
awesome PayMe customers. Enjoy!

12
Set up complete!

PUBLIC
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V. Order PayCode

Cancel Order PayCode

Customise and order
your PayCode

&2 PayMe Café

PayMe View and edit profile >

n your busines

Total balance (HKD)
Transfer to bank

14.21
Contact name
My terminals Order PayCode PayMe Café
Get your unique PayCode! .
o — +852 1234 5678
Bank settings Help centre Let your customers know you accept

PayMe with a physical PayCode tailor- Address line 1

made with your business name and logo.

It's free and we'll deliver it to you, just fill in

a simple form. Address line 2 (optional)

The pack includes:

A
Maybe later Order PayCode
Are

1 2 3
Tap on Order PayCode Tap on Order PayCode Input the info required
in English only.
Contact name and
mobile number will be
used for delivery
purposes.

You will only see the
business logo upload
section if you haven’ t
uploaded already

50
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Move and scale

©

4
Upload your business
logo if you haven’t done
so already

.
)
Success!

Your PayCode is on its way to you!

5
PayCode order placed
successfully

PUBLIC
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Reorder PayCode

Q PayMe Café

PayMe View and edit profile >

Total balance (HKD)
Transfer to bank )

14.21
(8
My terminals Order PayCode
(@ ‘@)
Bank settings Help centre

1
Tap on Order PayCode

Need more PayCodes?

Looks like it's not your first time ordering a
PayCode! No problem, you'll just need to
send our Customer Service team an
enquiry letting us know how many you
need and why.

Dismiss Send enquiry

2
Tap on Order PayCode

PUBLIC

Cancel Enquiry

| want to reorder a PayCode

Please provide your delivery address and

contact infor

There will be 5 stickers and 1 stand in your

nitial PayCode pack

3

Input the info:

» Contact name for
delivery (EN)

* Contact number
for delivery

* Address (EN)

* Quantity of
PayCode stickers
/Stand/"PayMe
accepted here"
stickers required
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Enquiry received

Thank you for getting in touch with us.
We've received your enquiry and we aim to
get back to you within 1-2 working days.

4
PayCode order placed
successfully

PUBLIC
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V. Payments

There are 4 ways you can collect payments with PayMe for Business

1) Dynamic PayCode (PayCode with the amount input by you)

2) Dynamic PayLink (can be sent via email, SMS, WhatsApp etc
with the amount input by you)

3) Static PayCode (the unique PayCode of your business, amount
input by customer)

4) Static PayLink (the unique PayLink of your business which can
be sent via email, SMS, WhatsApp etc, amount input by

customer)

1) Dynamic PayCode (PayCode with the amount input by you)

®

HKD
8 8 Thank you for your order!

Thank you for your order!

1 2 3 rsase7s

7 8 9 qwe T r tyuiop
0 &J asdf gh j kI

& z x ¢ vbnm &

.
123 @ 0 space return

1 2
Enter the payment amount Input message to your customer
and reference number (optional)
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PUBLIC



Close Edit
HKD 88.00
PayMe Café
. . bt . ;
O340 O
X X :
O s $ . . Payment received
° PavMo . Alex Yuen paid you HKD 88.00
L]
i‘ :’- %
L X hed
Thank you for your order!
This PayCode can only be used once per payment
3 4
Dynamic PayCode generated and Payment received!
presented to customers for
scanning

PUBLIC



2) Dynamic PayLink (can be sent via email, SMS, WhatsApp

etc with the amount input by you)

a8

Thank you for your order!

1 2 3

4 5 6

7 8 9
0 &
1

Enter the payment amount

Close Edit

PayMe Café

HKD 0.01

Testing

Ofa 10

R
sa.-.g 2 *?f

Jf
_'. -a

Share one-time PayLink

3

Tap Share one-time PayLink

2:08 PM

HKD 88

Thank you for your order!

12345678

qwe T r tyuiop

asdf gh j k|
& z x ¢cvbnm &

123 @ 0 space return

2
Input message to your customer
and reference number (optional)

Close Edit < Back Send
PayMe Café You
HKD 0‘10 Tap here to pay: https://

qr.payme.hsbc.com.hk/
2/8sgoiUHPBrA9v3QWS53TKps

w{?_ 53
*;'“‘-t- 2 E"l:;f:

- Q pay ymeh bc .com. hk]Z/B gOIUHNB...
PayMe Café requested

A2
o wooto ®

aaaaaaaaaaaa

QWERTYU I OFP

@‘laigll ASDFGHIJIKL

MMMMMMMMMMM Tl elzlxlclvielnviE
Copy ® 23 @ space retun
Save 0 File S B @ ‘40:’

Copy and share the PayLink via
WhatsApp or other messaging
applications. Customers can pay
your business by tapping the
PayLink they receive
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3) Static PayCode (the unique PayCode of your business,

amount input by customer)

ansan Pugie ¥ 700 W L -

PayMe Café
@i
by ¥ P
' ‘:o':rﬁ o’ot:"" o3
1 2 3 (s SRVOR =g
.. ° hﬁ- . ...'
o.". . 0’ .$.o
. ° 6 o L
i 1.
7 5 9 ,3.,-,3:-’:;
0
1 2
Tap on the PayCode button Tap on the unique PayCode

PayMe Caté

. .o.r.

-n:F:- “en
Poide i
3 4
Tap Save to save your PayCode as Payment received!

an image for future use.

Tap Order to request a physical
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4) Static PayLink (the unique PayLink of your business which

can be sent via email, SMS, WhatsApp etc, amount input

by customer)

1 2 3
4 5 6
7 8 9
0
1

Tap on the PayCode button

12:02 -l T

PayCode P HKQR

PayMe Café

sun me to PayMe

AT Top here to pay: https:
3 qo:ymenbccomnmlwwtoym

John's, Paul's
iPhone 7 MacBook Pro

AR =1°)
Copy ®
SV 10 File Summmm— i

3

Copy and share the PayLink via
WhatsApp or other messaging

applications

. agie T 00w L -

¥ cobect payme shamng your PayLrk

2
Tap Share my PayLink

12:02 - T

< Back Send

You

Tap here to pay: htps://
ar.payme.hsbe.com.hk/2/
Wayhdoy 7bax1BjEKICV35Q

PayMe from HSBC

1 Yea Okay
QWERTYU I OFP

A SDFGHUJKIL
4 ZXCVBNMG@

23 @ space return

® Y

4

Customers can pay your business
at any time by tapping the PayLink

they receive

58



VI. Refunds

12:24

Refund

All Transactions v

1 70 28D CUSTOM
No. of sales
3
New customers Return customers
1 0
.
Transaction history Download
18 Jul
®  Calvin Cheun -0.
- g 0.01
Refund 8m
®  Calvin Cheung 0.01
a Payment 14m
17 Jul
° i X
& Sovinrews s
—

1
Choose the transaction
you want to refund

Refund

Enter PIN

O O O O O O

Forgot PIN?

Enter your PIN

12:24 T
« Transaction details
Net refundable amount
HKD
0.01
]' Refund )
+ Calvin Cheung 0.01
a ment

Pay 22:04 17 Jul 2022

ransaction 10
9b7fc75f-b3cb-4ac2-bb1b-9¢332df125ad
0.00

Reference

12345

Descriptior
Testing

PayMe App

2
Tap ‘Refund’

63

Success!

You've refunded Alex Yuen HKD 88.00

5
Refund complete!

PUBLIC

cancel Refund
~0.01
Add reason +
1 2 3
4 5 6
7 8 9
0 &

3
Enter the amount
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Want to find a transaction faster?

09:32
Refund

An iransactions v

] 70

0.00
0.00 0.00

Transaction history

Tap ‘Refund’

Scan PayCode

Align PayCode within the frame to scan

2
Scan the PayCode of the
customer

PUBLIC

ooooo PayMe & 2:08 PM 100%

and

Alex Yuen

@ Payment 25.00

@ Payment 501.00
@ Payment 25.00

3
You will be able to see all
the transactions with the
selected customer
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VIl. Transfer to bank
e —oof ot

Cancel Transfer to bank Cancel

Transfer to bank

‘ PayMe Café o Enter PIN
View and edit profile > !E O O
O O O 0O 0O O
Total balance (HKD) —_— € HSBC 004-585%+.*+
88,888.88 o Transfer to bank /\
1 2 3
» Business Insights

v is your business

y;u.u;jr to others 4 5 6

® &) 7 8 9
My terminals Order PayCode
- 0 &
(@) @)
Bank settings Help centre el

Transfer

1 2 3
Tap ‘Transfer to bank’ Enter the amount Enter your PIN

10:19 w eesse PayMe = 2:08 PM 100% -

Refund &« Bank transfer

All Transactions v

i) 70 28D cusToM m
Net sales (HKD)
-0.01 You transferred
Total sales (HKD) Total refund (HKD) HKD _500 00
> i 0.01 0.02 :
=0 e
Transaction history Download .
1 ransaction date
Success o 12:21 13 Aug 2018
u
You've transferred HKD 500.00 Transaction I
10 HSBC account 004-585%%°- < ::;k transfer -o.o: ecfb7aa0-1359-4d44-8aa0-f07ddcaeadal
Bank account
HSBC

D43 Bank transfer -0.01 004-585%*+-***

HSBC 5m
® Calvin Cheun -0.01
- Refund 9 2 or

Calvin Ch o
2 ”a‘vm eung 0.91

4
Transfer to bank
completel

5

In-app transaction record available

PUBLIC




VII. Transfer to bank (automatic

transfer)

e R T —T

- <« Automatic transfer

Bank settings

PayMe Café
View and edit profile >
Bank account

wssc Select frequency
Total balance (HKD) - ~ B R0k '
88,888.88 il WY, How often would you like to transfer your funds
' to your bank account?
Transfer to bank
” Business Insights B
J: P ®  Schedule automatic transter (R > Daily Weekly Monthly
(B (%39) QR code
My terminals Order PayCode
o o
#F HKQR code >
=\ N Please note: This wil take 3 our a L
(@) (®) y
oo % 50 bear this in mind i any refund
Bank settings Help centre

full balas
Continue

1 2 3
Tap “Bank Settings” Tap “Schedule automatic Select frequency
transfer”

€ Automatic transfer Cancel Authorise automatic
transfer
Enter PIN
Select time O 0 O B 0 O .
Atwhat time would you like to transfer your (' \ .

Success!
8PM 9P

Your automatic transfer has been set up

Please note: This will take the full balance of your account

50 bear this in mind if you need to make any refunds

Schedule transfer

4 5
Select time Enter PIN to confirm automatic transfer
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VIIl. Reporting and analytics

09:329

Refund
Cancel Select report range Clear

All Transactions v

Custom report

1 70 280 cusTom c
b
0.00 Start date
Sat, 1 Jan 2022 v
0.00 0.00 Starttime
* 8:00 AM v
Transaction history Download e
Mon, 18 Jul 2022 v
End time
8:00 PM ~
e 8 00 PM

1 2
With PayMe for Business, your whole  Choose to view 1, 7, 28, or up to 365
business is at your fingertips days of transactions from the custom
tab

09:329
Refund

All Transactions v

10:44
Refund

All Transactions v

cusTom D 7D 28D cusTom
' No. of sales
1
N tom: Return custom
1 0
- .
Transaction history Download Transaction history Download
18 Jul
¢x» Banktransfer -0.01
HSBC 24m
o < Bank transfer -0.01
ko HSBC 30m
® Calvin Cheung -0.01
a )
Refund 22h
® Calvin Cheung -0.01
a . . .

3

4

For more business insights, swipe left ~ You can see more information on no.
in the area indicated by the red of sales and customer numbers
rectangle

63
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10:44
Refund

All Transactions v

1] 70 28D CUSTOM
Net income (HKD) Service fee (HKD)
-0.01 0.00

°
Transaction history Download
18 Ji
< Bank transfer -0.01
< Bank transfer -0.01
HsBC ’
‘ Calvin Cheung -0.01
; Calvin Cheung -0.01

5
Swipe left again to check your net
income and service fees in the
specified period

Tap to share with AirDrop

John's Paul's
iPhone 7 MacBook Pro

Save 1o Files

Print

Send to your email, save or print

PUBLIC

10:44
Refund

All Transactions v

L) 70 28D CUSTOM
Net income (HKD) Service fee (HKD)
-0.01 0.00

o
Transaction history ad
18 Jul
< Bank transfer -0.01
HSBC 4
< Bank transfer -0.01
HSBC "
& Calvin Cheung -0.01
; Calvin Cheung -0.01

6
Finally, tap the export icon to

download your transaction history as

a CSV file
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IX. Need help

If you encounter any issues or questions, you can find a list of

frequently asked questions by going to the in-app ‘Help Center’ first.

If you cannot find what you are looking for, just tap the ‘Need to get
in touch button to send us an enquiry. The PayMe team will get back
to you within 1 to 2 working days. For anything really urgent, give us

a call on 2233-3070 between 9am and 6pm, Monday to Sunday.

11:03 - T

«

PayMe Café Help centre
View and edit profile >
88,888.8 Transfer to bank Sen 3
FAQ
R Business Insights 7 Getting starte N
>
o >
My terminals Order PayCode (éj >
>
Bank settings Help centre ?
>
1 2
Tap 'Help centre’ Browse a list of FAQs
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Need to get in touch?
(=) send us an enquiry N
Q, calluson 22333070 >

3
Send us an in-app enquiry or give
us a call

PUBLIC

Enquiry received

Thank you for getting in touch with us. We've
received your enquiry and we aim to get back to
you within 1-2 working days.

4
Submit an in-app enquiry
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X. Let your customers know you

accept PayMe
Send me a welcome pack!

If you've already registered for PayMe for Business, you will receive
a welcome email, where you can submit your delivery address by
filling out a form.

A welcome pack will then be on its way to you. It is packed with
goodies to inspire and help you let your customers know you now
accept PayMe. Each welcome pack includes...

e Window stickers
e (Cashier stickers

May the 2.8 million PayMe customers come your way!
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XI. Terminal Management

This feature allows you to collect payments and/or perform refunds
from multiple terminals/devices. Add an additional terminal/device

for your employees and manage them from your own device

Creating a terminal for the first time

(PayMe for Business account holder/business owner)

Cancel

Name this terminal

-«

How will you use this terminal?

PayMe Café
View and edit profile > ving this terminal a unique name (e.g. staff nan Let us know 2 used by an individual
O at will help you easily identify it staff mern

Individual staff member

Cashier 1

H

88.888.88 Transfer to bank

Store location
” Business Insights
gwertyuiop
My terminals Order PayCode als|d]flaglh]ljlk]l
&z x cl/vibin m s
123 space return
Bank settings Help centre 0 Q

Let us know
whether the
terminal will be
used by an
individual or a
store location.

Enter a terminal name. This
could be a staff member’s
name, or a store location.

Tap on your business profile
logo > Manage terminals.
You can create up to 50
terminals.
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«

Set permissions for your
terminal

Enter PIN

Enable refunds

By enabling refunds on this terminal, the user will ® 6 ¢ o o o
be able refund customer transactions

~
Refunds ()

Enable all transaction history

By enabling transaction history the user will be
able to view transactions from any other terminals

associated with your account

Open PayMe for Business on the device

e
4 5 5
Enable refunds for each Enter your PIN to QR activation code will
terminal if you need your  generate a QR code to be generated. Scan this
staff to be able to perform activate the new with the terminal to
refunds. You can also terminal activate.
enable your staff to view all
associated with your You can also save the
account. QR activation code as

an image and share it
via SMS or WhatsApp.
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Activating the new terminal (Staff/additional terminal user)

wesse PayMo F

L4

2:08 PM

PayMe
Q) risec

Continue as business owner

T N

( Connect additional terminal )

7,

1

Terminal user downloads

the PayMe for Business
app and taps ‘Connect
additional terminal’.

9:41AM 3 100% -

Scan to activate Import

ited QR code on your business

nal or import the QR code to

vate new terminal

2
Terminal user scans or
imports the activation QR
code generated by the
business owner.

PUBLIC

® 10:53 PM

PayCode

HKD

O

Add a message +

1 2 3

4 5 6

7 8 9
0
3

Terminal user is now
able to collect
payments and

perform refunds if
enabled.
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Terminal management reporting

09:32+ -l T -
Refund -

This Terminal All

All Transactions v

1 70 280 cusToM

0.00 ot antes (K
‘ o 0.00
0.00 0.00 X
= 0.00 0.00

Transaction history

Transaction history Download

1 2
To view reports and sales To see transactions from
activity, go to all of your terminals in
‘Transaction history’ and one place, tap "All
select ‘This terminal’ to transactions’ in the main
see transactions from this account.
device only.

PUBLIC

Cancel Change view
@ A Transactions

Cashier 2

Cashier 3

You'll then be given
the option to view all
transactions, or you
can select individual
terminals and view
their transactions
only.
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XIl. PayMe for Business portal

You can now manage PayMe for Business transactions effortlessly,
anytime, anywhere our portal is accessible through a dedicated
website, and it's completely free of charge for all PayMe for

Business customers.
View and manage your transactions instantly via the portal, no

matter whether you are using the app, mobile/web checkout or a

Point-of Sale (POS) terminal to collect payments.

PUBLIC
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Get started with the PayMe for Business portal

Your business, powered by PayMe Welcome to the PayMe for
Business portal

‘We're adding new features all the time, so stay tuned for updates!
If you have a PayMe for Business account, but haven't
_ ) _ activated the business portal yet...

Access real-time transaction reporting

TS

or

@ ‘Gain insights to help you grow your business

Manage your PayMe for Business account online

Forgot password?

1

Enter your PayMe for Business email address and mobile number, then click

"Activate account”

& PayMe | €Xp issc Homa R T T

Activate new account Verify by SMS

count is quick and casy, just o stops Ploase enter the 6-digit verification code we sent you via
SMS +852 1234 ***

8 2 8 4 5 6

Payhde Mol
PayMe for Business TAC | Terms of use | Privacy & security | Hypertink policy
PayMe | (Xpiac & Copyright. The Hongkong and Shanghsi Banking Corporation Limited 2019. Al rights ressrved

2

Then an SMS will be sent to you with a one-time-password (OTP).
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PayMe X pFisec Home  EN

Activate new account Verify your email

Activating your account is quick and easy, just follow the steps below. We've sent a verification email to the account below.

° ) **tte@gmail.com
Activation
e Verify your email

PayMe Help
Legal PayMe for Business T&C | Terms of Use | Privacy & Security | Hyperlink Policy | PayMe For Business Portal End User Terms and Conditions
@ PayMe | {XP#sec - ® Copyright. The Hongkong and Shanghai Banking Corporation Limited 2021. All rights reserved. SVF License Number: SVFB002

3

A verification email will also be sent to you. Open the link with Chrome,
Safari, or Firefox browser to create your portal password

©) PayMe | (Xpisec

Almost done! Now create your password

Hi PayMe Cafe,
You're almost ready 10 activate your PayMe for Business merchant portal account!

Tap the ink below to create a password - you'll need this to log on to the portal.

Create password

If you did not make a request to activate your PayMe for Business Portal account, don't worry.
Please contact our Customer Secvice team for support

4
Then an SMS will be sent to you with a one-time-password (OTP). Enter the

OTP and click “Verify”

PUBLIC
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@‘ PayMe {XpHssc

Your business, powered by PayMe

We're adding new features all the time, so stay tuned for updates!

@ Access real-time transaction reporting

@ Gain insights 1o help you grow your business

@ Manage your PayMe for Business account online

Welcome to the PayMe for
Business portal

If you have a PayMe for Business account, but haven't
activated the business portal yet...

Get started

e

5

Log on with your email address and portal password

PUBLIC
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PayMe for Business portal — Refunds

Perform refunds for payments collected through PayMe for Business
app, online, or point-of-sale terminal. You can log on to the portal and
manage your refunds without any additional integration.

-
150.0
’ Aman Kachhal 181 v R
® Refund 17/07/2022 06:33 e daladl ool
[ seinen )
1
Tiermactos duladn »
« Refund X
150” L Calvin Cheung
Cadvin %00 - Net refundable amount (HKD)
i . 9
.00
" 1
T e iee © R
V0G0 oG Lba Paviie Ape Enter amount
DA Joad )
s S Y A Foye
POIIMC Py won o= apwin
AW lsrers bare o0 "wnra Add a reason v
Torrwonu A TN e )
' Coivin 2%00 ~ @ Verify via email Verify via SMS
. ’ -
‘wcuu. Wm0 -
.
1 2
Tap on any transaction to view more Enter the amout — you can do a full or
details, then click “Refund” partial refund
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« Refund X

Please enter the 6-digit verification code we sent
you via SMS to +852 1234 ****

8 2 8 4 5 6

Request another code in 4 seconds

Refund

Success! You've refunded Calvin
Cheung HKD 150.00

Transaction 1D

130d4989-¢616-448¢-

Date & time

09:13 18/01/2019

3

PUBLIC

Enter the SMS or Email verification code and the refund is complete!
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PayMe for Business portal — Reporting
The portal gives you a summary of your transactions and performance

at a glance, enabling you to do business better.

[E  Transactions

Transactions

Namo Dato & time ® Tansaction type Gress amount  Paymont channel Transaction 1D Intanal roforonce

By choosing “Custom”, you can set to check the transactions up till 365 days of

timeframe.

Fibser Drorevrviosd
Date You €0 e 3 manmngme of 1 padr Of ying T aPSRCON
Pesory
Fom b wv iy o addvwvipwyy
T Ay vy I 13 meveene
Wy 0 e
< L -~
L I L R M s W
LB N I R S
@:: o
“« 9 ‘ ' ’ r ' ’ » » 9 )
ounn 4 ‘ .
Ceerem « U

2
Tap the “Custom” tab to view 1,7,28, or up to 365 days of transactions
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PayMe for Business portal — Transaciton Search

Transactions

Transaction 1D v Enter full transacthon 1D n
Transactions

Inmernal reference N Enter imernal reference a

1
Select “Transaction ID” and enter a full transaction ID to search to existing
transactions.
OR
Select “Internal reference” and enter an internal reference to search for existing
transactions

Filter X Download x
Date You can export a maximum of 1 year of your transaction
history.
From (dd/mmiyyyy) To (dd/mmiyyyy)
From (dd/mmtyyyy) To (dd/mmiyyyy)
22/06/2020 B8 2200612020 B8 . .
22/06/2020 8 22/06/2020 (=)
May 2020 Jun 2020

< May 2020 Jun 2020
Mo Tu We Th Fr Sa Su Mo Tu We ™ Fr Sa
Su Mo Tu We Th Fr S Su Mo Tu We ™ Fr S

odsy
Last week

1 2 3 o A B B ) 2 mioelh
Last mo % 7 B % W 1 2 -°2345e

¢ 7 8 9 W n 12 3
3 < 5 L 7 8 9 7 8 9 10 1 122 13
1 1% 1 &
’ L e B R 3 '6013 192 Cotom v 10 1 12 13 14 15 16 4 15 18 17 18 19 20
e 19 20 2 2 23 21 2 5 2 y R i B 2‘°“ PR
BT B 2 % 27 28 % %0 28 2 B

s (I = -

2
Tap the “Custom” tab to view 1,7,28, or up to 365 days of transactions
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PayMe for Business portal — “Transfer to Bank” report

PayMe {(Xpissc 5. PayMe Cafe

Transfer to bank summary

Dady 13:00

HKD 0.00 HSRC 018-890X006XXX
Transfer to bank details

Dato & time ® Transter typo Transfer 1o bank amount Ending balance  Roport

You can download a “transfer to bank” report listing all transactions
that fall between your scheduled automatic transfer of funds to your
bank account.

How does this help me with reconciliation?
The existing transaction report available in the app or the portal
provides you with a list of all your transactions based on the date range
you've specified.
If you've had difficulty mapping funds collected or refunded to a
particular automatic transfer to bank instruction, the new report
enables you to reconcile those transactions much more easily.
The new report shows only transactions convered between each

automatic bank transfer instruction, removing the need to reconcile
them individually.
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User management
1. Inviting sub-users

B PayMe | (Zpiem:

= Trensactions

@ user Management D

User Rale G 1
q X
Invite team members and delegate work . r
Invitn Taam mambors 1o log on using their ovwn crodantials and accnss tha tnatures you've o—
assigned to them. Manage your team's responsibilities by &ssigning access based on their role. /

User management

Naims Erail address Hole Status Last login date and time  Account creaton dals

1

Click “Invite user” on “User Management” page and on “User

management” tab

o ® ®

Setrole Enter email Vestfy acoount

Role and permissions
Grant refevant permissions for each new user you're creating.

Create a new role v

Role name

Business profile
Allow users 10 edit your business profile

Transactions
Alow users 10 access real-time transaction reporting

Refund
Allow users 10 perform one-off refunds via the portal

User management
Allow users 1o manage permissions for other users

8888

@) By oranting users with user management rights, you are granting them the rights 1o add and remaove other
users, a5 well 5 the rights 10 mansge the access rights of other users. This also means that usars with usar
management rights wil be entitied 10 all new features andior permissions launched in the portal i the
fure

2

Create a role

PUBLIC
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Invite user

o —©
Sat role Entar email it
Role and permissions
You have selected the role Cashier.
[ QLR rp— © ouk rwtuna @ Scheduled suto fund out
Invite via email
You can invite up to 10 users at a time by entening their email addreses below.
joyee. yau@paymecafs. com alvin.tam@paymecafe.com angel@paymecale.com
mike.ngan@paymecate.com kenji tam@paym |
Verification

Salect aither amail or SMS verification 10 procesd

® Verify via email Varify via SMS

Send verification code

3

Click “Invite user” on “User Management’ page and complete one-time
password (OTP) authentication

2. Role management

o D) - U

‘“,‘ e
R e Adwen (1) Canbbes (V00 Opr smen ot ies | )
> o 0w
o o o
1 - ———— o ° o
o

“y &amnp - Oom

L L L}

On ‘User managment’ page, select ‘Role management’ tab

PUBLIC
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Create new role

Cuete s row e

P arnd ped T BN

Y-
A b e e e PeA B

B s b —— A

et
Dt W - ———" D - s

Fate iy ey
R

Wy e v w vee v A T

noes «©
e el

o — ()
B —— -

Click ‘Create a new role’

3. Sub-user profile

Click ‘Edit a new role’

View suber user details

et prodoe
Uew dotal
. -
B R i
N R
o e . A
e 2t v .y -
o Rl UL L
Accmis poicwia e

On 'Role management’ tab > click ‘Detail’ on a role, select a user.
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Delete role

Delete role

Are you SUre YOu want 10 Gelete the e
Accoumtant’ This change & parmanent anad all
data relatod 10 ths rode well be deleted

On ‘Role management’ tab > click ‘Detail’ on a role, select a user.

Managing sub-user’s permissions

. heer gu bie .
Urer dead
— —
Podhen ¥y e
-~ [
R ] P
N —— — Lot g >
bl R e
o ity
.\_.o-—h. bl e
[ ] [ SRy
e

On ‘User management’ tab > Select the sub-user > Select another role >
Press ‘continue’ > SMS or Email OTP authentication > Confirm
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View role details

Fobe futaty

° R ] . Bt s o s N

* Anra You
5 ety e
, -

T e b -

-~

On ‘User management’ tab, click on ‘Detail’ on a role

Deleting a sub-user

Fobe futady

Q@ ~imtean

On ‘User management’ tab > select the sub-user > Delete
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The screen displays and the images are for reference and illustration purposes only. Apple and
Apple logo are registered trademarks of Apple Inc. in U.S. and other countries. App Store is the
service trademark of Apple Inc. Google Play™ is the trademark of Google Inc. Android™ is a

trademark of Google Inc.
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