CUSTOMER ENGAGEMENT

User Guide
Global Payments
My Account

Your business is everywhere.
Your data should be centralized.
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Introduction

Welcome to My Account, your all-in-one platform designed to
enhance your user experience by providing seamless access to
essential services like Payment Reporting, and Disputes
Management. My Account also includes advanced user
management tools that make managing your business easier than
ever.

Here're some highlighted user management features within My
Account:

e User creation: Easily register and create new users with customizable
roles and permissions.

e Cloning users: Quickly set up new users by duplicating the settings of
existing ones.

e Data access groups: Organize and control access to data by
assigning users to specific groups.

globalpayments

Getting started

How to register

Visit the login page:

Go to https://myaccount.globalpayments.com/ and select “Click

here to set up your account.”

Account Login

Email Address

Password

Are you B new user?

%
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https://myaccount.globalpayments.com/

Enter your email: Set up multi-factor authentication (MFA):

Input the email address you'll use to login and send the verification Select your preferred verification method and follow the
After receiving the code, enter it to verify your email address. instructions to complete your MFA setup.
i ) gobalpayments
Ready to get started? Yerfy your small adidrecs Ready to get started?

oo :
. = Seag with email verdication

Email Address Ermail Address

Your code is 257345

Verification Code

257345 J

o h e ’ b o :

Complete your profile: Request additional access
. . ) . Ready to get started? )
Fill out the required information and After completing MFA, you'll be Request Access
finish creating your account. Note the Ermal Address directed to the My Account
. . SR EE ; ; Marchant 1D Humbar®
requirements for password selection [ o “ l welcome page. If you need access |
are as follows: First Mame L=t Mame to additional MIDs, select the
| l [ ] Y " . Aecount Cwner) Sdrmin Email Address®
e Must be 8-16 characters and request access” option, enter the [ e gamaicom |
include: Maw Passward _ MID and admin’s email, and confirm
our request. An access request
e One lowercase letter [ J 4 ‘ q 9 Cancal [ Roquast dccess |
Eealirrn Mews Passiword email will be sent to the account P
e One uppercase letter e ] owner/admin.
e  One number m Confirm your request. An access request email will be sent to the
e One special character o w account owner/admin for approval.
To learn more about admin approval for user access, read the
Approving user access request section.
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Approving user access

requests

Valid requests

If a user requests access, the admin will
receive an email notification. The admin
can then navigate to the user
management section in My Account and
filter by status to view pending
requests.

If valid, the admin can click “Assign
Access” and configure the user’'s roles
and permissions.

Invalid requests

If the admin finds the request invalid,
they can decline it in the actions
column. The user will be notified via
email and removed from the user list.

globalpayments
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User Management

U Filters [' % | sslecins

Aciien

Descthsted

F A

ar Al Filters

aeee
A= Assign Access -

A Decline Access

L X N
A2f Assign Access

S Decline Accass

How to log in

Access My Account from any desktop or
mobile device by visiting:

https://m nt.gl | ments.com
or scan the QR code.

Enter your registered email and password, complete MFA, and
accept the terms and conditions on your first login.

Account Login

Email Address

CreErrt s memaloom

Password

sk o o o e e o o o e o o e ke

%

Are you B new user? Clck here 1o $6T UD YOUr BCcount
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Registering a new

Merchant ID

Users with the appropriate permissions can register a new
Merchant ID (MID) in the data access section of their profile.
Select the “Register new MID" option, enter the required
information, and confirm. The MID will then appear in your data

access section.

Register New MID

Merchant ID Number®

[ khkkkkkEEHRER

Bank Account Number or Tax ID*

[ Yo e e e e e i e e ek

Cancel

globalpayments

Menu overview

Menu sidebar

Access other applications like
payment reporting, disputes
management, and analytics by
clicking the group of four dots in
the top right-hand corner.

Quick actions

My Account tracks your
most-used products and
creates quick actions for easy
access.

2 @~
‘ .

. Customer Engagament

. Payment Reparting

. Disputes Managemant

Quick Actions

. View Statement »
. Search Cases »
. View Analytics %
. View Payment Reports »
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User management
Creating users

Click “+ create user” from the user management page.

globalpayments .
User Management

RAEEX e oy M Croate Mew User

ELLEH HEE HHE (i Cloms Existing Usar
.
F

KR e ANK (] J LR
P

Fav P N (] J L X N ]

NEERY Fias by (- i LR J

Enter the user's name, email, and select their role. The roles are
Account Administrator (Admin) or User.

Stap 1 of G
Create New Liser - Basic Information

First Name* Last Name*

Ernall Address*

Selact a role for this user*  Role Permissions:

Lo 1¥] (5
[] Select A
. Parrigaion 1
B FPermission 2

globalpayments

Assign data access to the user. The data assignment can be
done by selecting the hierarchy, MID, or data access group.

Step 2 of &
Create New User - Assign Data Access

Selectad MIDs:

12345678

057 04 001 001 000

Selact Data Accass by | Higrarchy MID || Data Access Group

Assign data access and select necessary applications.

Step 3 of 6
Create New User - Applications

Available Applications:

Custemer Fayment Disputas
Engagemont Reporting Management
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Set permissions for the selected applications

Stepdof 6
Create Mew User - Applications Roles

Applications Name Aszignad Role Parrmisgions

. Paymant Repaorting [ Acocount AderiniStrator ] 5?‘
[ [P | 7

Review and complete the setup.

Sepoofd
Create New User - Review Configuration

AN e T — o 5’}’

AN

AAX WA )
RENNENE 057 Og 00 00 00 CEREY 5%’
ML XEN .:-:-x:--x- B
Cancel Previaus Step Complete User Creation
globalpayments

Editing users

Editing users can be done from the main user management page
by selecting the ellipses in the action column.

globalpayments .
User Management -.
XXXXX X xxx XXX XK
W K K (D aee

o ViewEdt User | o o

FEREH] EH W
AL Clone User

FEE ] EF e .o
S Deactivate User

BTt KK W — = g T L

Cloning users
Use the “clone user” feature to replicate the n

configuration of an existing user. Enter the

Create Hew Liser

basic information for the new user, review

. . I Exigting Us
the profile, and complete the creation. e e

%
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Data access g Step 1of 3
m a n a ge m e n t Create Data Access Group

Group Name*

Creating a data access group | |

Group Description®

Account administrators can create and manage data access ' |

groups to control user permissions.

globalpayments @ B8 .

Select data access:
Data Access Management + Create New Data Access Graup Choose data by hierarchy or MID.

Step 2 of 3
Create New Data Access Group — Select Data Access

T Saolected MIDs:

1F345678
057 04 0O a0l ODd CEDLTD
Group information: Select Data Aocess by: Hiararchy MID

Provide a name and optional description for the group.

Add users to the group (optional):
Users can be added during or after s A
group creation.

gIOba I payments © 2024 Global Payments Inc. All rights reserved.
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Additional support

Help center

The help center offers detailed instructions and covers various
topics related to My Account. Access it directly from the
welcome page or by clicking the question mark icon [?] in the
top right corner.

Alternatively, visit

help.globalmerchantportal.com or scan the
QR code.

For inquiries and support

If you have any questions or need assistance with My Account,

please contact the Global Payments Customer Care Centre at:
1.800.608.8620 or 416.646.7711

globalpayments
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