UTP APP USER MANUAL

.
’I

GETITON # Download on the

Google Play | @& App Store




Get Started - login and 1st time
registration.

Get Started / Login / Register / 4 Digit Passcode

G ulp

GET PAID FAS

Register

d

Confirm biometric to continue

» Quick access via

biometrics’ common
feature on android
ohone the iPhone
app version will use
facial recognition
access.

o utp

Enter iPhone Passcode for
“Merchantapp”

Scan your fingerprint to authenticate

O O O O

Cancel

Standard 4 digit
passcode security.
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Register and Login

User Registration

G ulp

GET PAID FAS

® utp

GET PAID FAS

»
-

Step 1: Download the
Merchant App using the link

Please enter the email used to signup your
business with UTP

iNn the email.

Email

Register

Step 2: Select the Register
Button on the App.

Step 3: Enter yOUI’ emall aﬂd Confirm biometric to continue
submit Register. N
Q@

C utp
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Steps to Register and Login

User Login

Mobile App Portal R
y To: Sally >

G utp

GET PAID FAS

Your verification code (Valid for 15

minutes) ‘\ Utp
N
L/ U l-p Register

Hi Sally,

sally@sallyschipshop.co.uk

Password
Thank you for registering your intention to use
UTP Merchant App.

Please click the link below to create your new
login password that will enable you to access the
UTP Merchant App.

Create login Password

Yours truly,

UTP Group Admin

Step 4: Open the email received from Step 5: Enter security guestions and submit. Step 6: Login to the app using the password you created.

‘mobileappportal@utpgroup.co.uk’ and
select ‘Create Login Password!

o utp
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Click to enter your
business postcode

Click dropdown
menu for Merchant
Account

Once business

postcode &
account type is
selected click
enter button

Select Merchant Account / Merchant Account / Sub Menu

< utp
Merchant Reporting

Enter your business postcode first, then select the

O account type you wish to access. Then press enter.

Enter Postcode Here

Business Post Code

Select Account

Home

|

< ulp
Merchant Reporting

Enter your business postcode first, then select the
account type you wish to access. Then press enter.

R42

Business Post Code

Select Account

Sally’s Chip Shop(0123456)

Real-Time Data

Daily Reporting

Quick Links

(1

Analysis

C utp

1'»\ Ul-p fo Sub

Merchant Reporting Menu
MID: 0123456
Sally’s Chip Shop
Transactions
Analysis
Sub Menu
Navigation

Contact Us

Daily Reporting

®

—~
faster =
processing

é ooo

Back Sub Menu
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Menu

User Profile

Order Till Rolls

FAQ's

My Devices

Log Out




‘Edit Details’ sends a message to the
help desk informing them that the
user wishes to update their details.
The user will receive a notification

informing them that they will be
contacted by the Help Desk.

Sub Menu Section

These button allows the user to switch between Personal & Trading Details

< utp
User Profile
Personal Details

Title
First Name Sally

Surname Fisher

Address:
1 New Road
Hastings
East Sussex
XX11 1XX

Mobile Number:

07000111222
Personal Email

sally@sallyschipshop.co.uk

< ulp
User Profile
Trading

Trading Name
Sally’s Chip Shop

Address:
1 New Road
Hastings
East Sussex
XX11 1XX

Trading Number:

01234567891
Trading Email

sally@sallyschipshop.co.uk

Edit Details Trading Details

6

Edit Details Personal Details

o utp

or swipe left and right.

< ulp

My Devices

Device 10of 5
Mobile3500
Number of terminals: 5

Terminal ID Merchant ID
01020304.5 0123456

New Terminal Reguest

UTP Merchant Services Limited is a company registered in England and Wales under company number 09510718. Registered office address: Sapphire Plaza | Watlington Street | Reading | England | RG1 4RE

1Left and right buttons |

Buttons generate emails to the help

desk, sales team including an extra

email to the sales team requesting
a new terminal.



Transactions Section

C U['p Transaction Details
Transactions
< ulp
-
Transaction Data
| Sales: £660 Card Number:

Sale Refunds: £0.00 535522*%*+*+3160
_ Total Sales: £660 " -
Slide to select the Total Transactions: 3 rount:

£60.00

Date of Transaction:
2024-02-17T700:52:54Z

display info. All, Sale,

Refund Refund, Void and , m

Declined
TID:
+ Sale CNP Approved GBP 16987499
\Void ? 431950+ 2000 15/02/2024  190.00
Ol Auth Code:
Display transactions null
[o, \°J
that the user can Sale Approved  GBP - i :
| L i SRS S s Trahsact|on Transaction Type:
_ SCroil up an own Drill Down Contactless
Declined when vieweing.
Sale CNP  Approved

431940 5506 15/02/2024

o utp
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Analysis Section

Details

< utp

Analysis

< utp
Merchant Reporting
Analysis

W Total Sales M Total Refunds 2024-03-14

Graph charts showing
transactions over time

® Total Sales @ Total Refunds

1to 7 Days Analysis

Transactions

Day of Week: Thursday

Bar charts showing

each of the day within

a weeks. Each day OTotal Sales: €1257.00
Total Refunds: €0.00

1S a clickable button. [ I Scroll and tap bar el Proeoek
12/03 13/03 14/03 15/03 16/03 17/03 18/03 o see ana |yt|CS

Sales Transactions:
Refund Transactions:
Total Transactions:
Average Transactions:

8 to 14 Days Analysis

C utp
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User platform button, a section in
the app where the user can store
downloaded daily reports without
having to go thought the proccess
of re-generating them again.

< ulp

Merchant Reporting

Daily Reporting

User Platform

Acces all stored reports in your platform

[ Platform
t o

14/03/2024

13/03/2024

Clickable buttons

12/03/2024

11/03/2024

09/03/2024

08/03/2024

07/03/2024

06/03/2024

(L)
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Clickable

Daily Reporting Section

< ulp

Daily Reporting
STATEMENT

14/03/2024

Request Statements to view, print or

share @ |
4

» Request

Save Statements to your Platform to
view when ready

buttons

o utp

l Save \

Due to security reasons all statements take a
few minutes to generate. Please expect a
notification when your Statement is ready to
view.

Generate live Statements to view,
print or share g

[ Platform

Rather than having the user
stay in this section of the app
waiting for their request pdf
— file to be created. The app
sends the user a notification

letting them know when the
odf file is ready.



Daily Reporting App Section

< ulp Back to |
My Platform olatform button

Statement(P4)- 0123456 <
SallysChipShop-10101010.pdf

s

TRANSACTION
PROCESSING STATEMENT

UTP Merchant Services Ltd, l
Sapghire Plaza, Watlinglon Street, Reading, RG1 4RE \
W UIRGTOUR O, Uk -

SALLY FISHER
SALLY'S CHIP SHOP

1NEW ROAD
HASTINGS
XN KX

Statement(P4)- 0123456
SallysChipShop-10101011.pdf

<

Customer Service: 0330 99 99 900 Page 10l &

Cuslomer Service Email: helpdesk@ulpgroup.co.uk Status: Divert

Marchant 1D 1582367 Statement Date:  Monday 19 Feb 2024
Trading Window: 03:00 Date/Time Stamp: 190272024 03:20:46

Statement(P4)- 0123456
SallysChipShop-10101012.pdf

T tion P

Declined and Void
Batch Tens
DODE004 12
OOC00085 6 £2,007.00

Statement(P4)- 0123456
SallysChipShop-10101013.pdf

18 £9.418.00
82

Banking Summary

Amaount Reforonce Funding dise from Barclaycard*
Al batchas. £16,08430 BCARDIZZAEETESI0N Tuesday 20 Feb 2024

Clickable buttons

J I0ad Statement(P4)- 0123456
to access downloa ' SallysChipShop-10101014.pdf
and stored reports
scrolls up and down

* Platn st 1 oot e e ol o et f vy sl bt ot B A2 a0 ] b ot a5

Delete
Statement (P4)- 0123456 old and
SallysChipShop-10101015.pdf UNwa nted

Statement(P4)- 0123456 repo rts
SallysChipShop-10101016.pdf buttons

apphire Plaza, Watingion Street, Reading, RG1 4RE, Unite
Registered in England and Wales. Reg

Statement(P4)- 0123456
SallysChipShop-10101017.pdf

o utp
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Link to UTP
website FAQ's page.

Send an email to UTP
with prefilled address
and subject.

Contact Us Section

< ulp

Contact Us

FAQS

Find answers to our most common
guestions

LIVE CHAT

Talk to someone right now with our
live chat system.

EMAIL US

Send us an email and we'll get back to
you.

CALL US

Mon - Fri 08:00 - 20:00
Sat - 09:00 - 18:00
Sun - 10:00 - 16:00

Contact us!

We're not around but we still want to hear from you!
Leave us a note:

* indicates a required field
Name*

Enter your name...

Email*

Enter your email...

Phone

Enter your phone number...

NEXT

powered by Olank

o

l

Drill down button

o utp
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