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AGENDA: BD Training Session

• Opening Remarks.................................................................................................  Martin
• What is OTT Pay e-commerce ..............................................................................  Martin
• Difference between Merchant Card Acceptance & ISO………………………………………Martin
• Compliance & Underwriting….........….…………………………………………………………......Elvira
• Welcome MERCHANT ……………………………………………………………………………............Jared

• Onboarding
• Enablement

• Pricing  (Use 1.3 of reference) …………………………………………………………...................Gordon
• Product Features …................................................................................................ Mark H
• Marketing Support …………………………………………………………………………....................Marketing
...



2.0 CDP Processor to Full Paytech Provider



What is OTT Pay

e-commerce?



OTT Pay e-Commerce

OTT Pay’s E-Commerce solutions help businesses go from local to global with online payments using Visa, 

Mastercard, Amex, Discover, Diners, JCB, and international payments such as WeChat Pay, UnionPay QR Code 

and Alipay.

Benefits to OTT Pay E-Commerce:

• Store is open 24/7 to both local and international customers

• Cater to growing trend of customer preference for online shopping

• Help scale merchant's business faster with potential 24/7 sales

• Easily showcase best sellers to customers

• Low financial cost to set up

• Quick and secure payments



OTT Pay e-Commerce

OTT  Pay Offers:
• Fast and easy API integration
• Flexible pricing, paid in CAD
• Fraud detection
• Real-time transaction report (web)

Supports:
• PC API Integration
• Mobile App for Chinese Digital Payments
• 3D Secure, Check-Out API  (future)
• Fraud notification, Chargebacks, Transaction risk 

monitoring
• Over 17 international e-wallets (future)

Show 
online store



Merchant card 

acceptance &

ISO



What OTT Pay 
eCommerce?

Aggregates many businesses under one 
master merchant account. Businesses 
become sub-merchants under this 
master account.



What is an 
Independent

Sales 
Organization?

• An ISO is a third-party company that is authorized to extend payment 
processing services to businesses

• Works on behalf of banks and card networks to set up new merchant accounts, acting 
as an intermediary between these entities and businesses that want to accept card 
payments.

• Can provide a range of services, including equipment sales or leasing —for 
example, point-of-sale (POS) terminals—transaction processing, and customer 
service.

https://stripe.com/en-ca/resources/more/independent-sales-organizations
https://stripe.com/en-ca/resources/more/how-to-accept-credit-card-payments
https://stripe.com/en-ca/resources/more/how-to-accept-credit-card-payments
https://stripe.com/en-ca/resources/more/accept-credit-and-debit-card-payments
https://stripe.com/en-ca/resources/more/accept-credit-and-debit-card-payments
https://stripe.com/en-ca/resources/more/pos-systems-for-businesses


What is difference between OTT Pay e-commerce (PayFac) and ISO

OTT Pay E-commerce
(i.e Adyen, Moneris, Global Payments)

ISO (Independent Sales Org)

Merchant Account A merchant account is a merchant that can accept cards 
as a payment method
A merchant can apply, be adjudicated and be onboarded 
in a very short amount of time

Sets up individual merchant account for businesses 
it serves
Businesses can negotiate for better terms and rates but 
set up process is complex and time-consuming when 
dealing directly with a large processor

Customer base 
and services

Integrated payment system; builds their own in-
house systems to manage onboarding and payments

Provide services like hardware, installation, training, 
and ongoing customer service support
ISO generally relies on the payment processor’s 
technology

Pricing IC++ or Blended/Fixed pricing structure
IC++ = Interchange plus cost pricing

Complex pricing structure

Operational Control Oversees the entire process from application to 
onboarding

Responsible for signing merchants, the payment 
processor takes over most of the other processes

Risk Underwriting of the application
- Decisioning risk-related elements in pricing and terms 
(reserve rate/period, payment terms (float),
- monitoring of transactions via rules and scoring
- Post-live merchant monitoring
- Chargebacks

ISO do not have to worry too much about 
risk, payment processor retains responsibility for risks

Payment Settlement Directly responsible for settling payments in 
their merchant’s accounts; settlement times are 
relatively quick, can give their merchants greater 
visibility over their transactions

The whole payment process, from authorization to 
distribution is handled by the payment processor; 
payment and settlement process maybe slower and less 
transparent when working with ISO



Compliance and

Underwriting



Eligible Industries or MCCs in this phase
No ADYEN Industry Code (MCC) ADYEN Descriptor

1 492 Couriers and messengers

2 4522 Department stores

3 4523 General merchandise stores, including warehouse clubs and supercenters

4 4451 Grocery stores, Supermarkets

5 4452 Specialty food stores

6 44812 Women's clothing stores

7 44813 Children's and Infants' clothing stores

8 4482 Shoe stores

9 4481A Men's and Women's clothing stores

10 44819 Other Clothing (accessories) stores

11 442B Home furnishings stores

12 443142 Electronics stores

13 45114 Musical instrument and supplies stores

14 722511 Full-service restaurants

15 4512 Book stores and news dealers

16 44831 Jewelry stores

17 45112 Hobby, toy, and game stores

18 44612 Cosmetics, beauty supplies, and perfume stores

19 453998 All other miscellaneous store retailers

20 8121B Health and beauty spas

21 6111 Elementary and secondary schools

22 61169 All other schools and instruction



PF: Application On-boarding--Underwriting

Yes

Pass 
Adyen Checks?

OTT checks for KYC/KYB

OTT checks for Website URL 
Monitoring

OTT evaluates Credit and 
applies Reserve requirement where 

needed

OTT screens for Sanctions, PEP +
additional due diligence

Send Decline to 
Merchant & BDNo

OTT Due 
Diligence pass? 

No

Send Approval and Conditions 
to BD to

Proceed to Pricing setup

Yes

Merchant reviews app criteria, 
gives consent for submission 

and screening

OTT BD negotiates pricing and 
collects KYC/KYB Info

OTT BD enters merchant info 
into Adyen HOP

OTT provides onboarding link 
to Merchant

OTT BD records application 
details in a PDF App form

Information provided to Adyen

OTT BD
collects req. 

info

Missing 
Information?

No

Yes



Merchant App Process - summarized
Steps to process an Application & Underwriting of a Local Card merchant.

1. Merchant Card Acceptance PDF - BD user collects app info from merchant, enters info to the PDF

2. Apply for a Merchant – In Otto Onboarding ("OTTO"), BD clicks "Apply for a Merchant" & provides application 
criteria: (i) Region/Currency, (ii) Legal Entity Type, (iii) MCC (merchant category code / Industry supported by 
OTT), (iv) Channel (ecom no MOTO), (v) Purchase volume, (vi) credit card descriptor details
then requests the merchant via link in email to review and provide consent.

3. Pending Merchant Consent – Merchant receives email, clicks link to access OTTO, changes their password, 
reviews app criteria, and then gives consent.

4. Merchant Consented - BD notified of merchant consent

5. Adyen Application Entry – BD 'continues' the application in OTTO App Dashboard and is re-directed to Adyen's 
HOP (hosted onboarding page) and enters the details from the PDF for Adyen's 3 required sections:
(a) Company Information – company details, and registration document

(b) Decision makers – owner, signing officer, directors and ID document

(c) Bank Information – bank account details and bank account document

6. Adyen Underwriting - Upon submission, Adyen's Underwriting will review and either detect issues and RFI, or 
Approve or Decline. Issues can be resolved within this interface.



Merchant App Process – summarized Con't

7. Adyen Approved - Once Adyen approves the merchant, OTT's Risk & Compliance Underwriter 
will be informed and will begin the underwriting process

8. OTT Risk Underwriting - use the following for their underwriting

(i)  BD's merchant application PDF form + Processing Statement
(ii)  Application Dashboard (KYC Info for data & files collected from Adyen HOP)
(iii) Risk underwriting tools (Equifax, G2, Minerva)

9. OTT Risk Underwriting decision -  Approve or Decline the merchant
• Approved merchants

• BD then assigns pricing and terms & 1st approves it

• OPS review BD's pricing and terms and 2nd approves it, then publish to the merchant 
(email)

• Declined Merchants
• Get email notification to view decline in their App Dashboard

• BD can see the reason for Declined decision



PF: Required information—PDF Application

Section Fields

1 Applicant Information: Name, contact, company structure

2 Company Information: Legal name, DBA, Registration number

3 Company Registered Address

4 Primary Business Address

5 Primary Stakeholder/ Controlling Officer: Signing officer and UBO

6 Bank Account Information

7 A - D Company Ownership Information: UBO details with = or >25%

8 Processing Information: Transaction volumes, payment types, chargebacks

9 Business Information: Industry, date of incorporation, Country



PF: Required documents

No Category CAN

1 Primary Stakeholder or Controlling Officer of Signing Officer -
Official or government photo ID with DOB and Address (Unexpired)

Required

2 Organization - Business-Registration document (Either #2 or #3) If Organization -Required

3 Sole Proprietorship - Business-Constitutional document/license (Either #2 or #3) If Sole Prop - Required

4 Bank Information Required

5 Processing Statement*** ***Required

6 Individual-Proof of Tax Record Conditionally Required

7 Business-Proof of ownership Conditionally Required

8 Business-Proof of tax record Conditionally Required

9 Business-Proof of source of funds Conditionally Required

10 Business-Proof of source of wealth Conditionally Required

11 Business-Certified or notarized documents Conditionally Required

12 Business-Company Hierarchy Information/Chart Conditionally Required

13 Business-Trade Licenses Conditionally Required

14 Financial Statement Conditionally Required

15 On-Site Inspection Report (Primary Business Address) Conditionally Required

17 Proof of residential address Conditionally Required

18 Business-Proof of address Conditionally Required

19 Business-Proof of industry Conditionally Required



PF: Adyen’s PCI DSS Questionnaire
Questions Required Answers

1-Does your company change factory settings and remove default accounts from any system, device, or application connected to your 
cardholder data environment? 

Yes

2-Do you confirm that every user in your company has unique login credentials for the systems in your cardholder data environment, and 
there are no shared, group, or generic accounts? 

Yes

3-Do you confirm that every user in your company has a strong password or another method of secure authentication, such as a token 
device, smart card, or biometric controls? 

Yes

4-Does your company terminate each user's access immediately after they change roles or leave the company? Yes

5-Do you confirm that your company never physically or electronically stores any cardholder data in your environment in any capacity? Yes

6-Do you confirm that your company never stores sensitive authentication data on any of your systems? Yes

7-Does your company perform due diligence to evaluate new service providers such that you only outsource the processing of cardholder 
data to service providers that are PCI DSS compliant? 

Yes

8-Does your company maintain, for each service provider that you use, a description of the services provided and a written agreement of 
each party's responsibilities regarding the security of cardholder data?

Yes

9-Does your company annually verify the compliance status of all service providers with whom you share cardholder data? Yes

10-Does your company continuously monitor the integrity of your payment page, install vendor-supplied security patches within 1 
month, and react to alerts of suspicious activities?

Yes

11-Does your company maintain a plan in case of a system breach, including that you will immediately contact your payments partner, 
other involved service providers, and, if applicable, the relevant authorities? 

Yes



PF: Website Content (E-Commerce merchants)

No Items

1. General Website Review: Legal name, DBA, address, contact, country, currency, products,

2. Terms and Conditions are clear and available

3. Checkout/Billing Terms Review

3.1. Check out general terms: ex.Billing terms are accurately and completely displayed in a clear and conspicuous manner before consumers confirm 
the purchase.

3.2. Checkout and payment process information: delivery information

3.3. Management of Subscriptions and free trials: If merchant is offering subscriptions or free trials

4. Policies are clear and available

4.1. Privacy policy

4.2. Cancellation/Return/Refund Policies

4.3. Back-order policies

5. Marketing Review: ex. No Negative Option Marketing



PF: On-Site Inspection Report
Purpose Requirement

Merchant On-Site Inspections are used by merchant acquirers as a preliminary assessment before underwriting a merchant.

The assessment provides information to mitigate risk and fraud and to determine the legitimacy of a business when establishing a new 
account, or if following up on merchant changes or unusual activity.

The assessment is intended to verify the physical location of a business and document information pertaining to the merchant accepting 
payment card transactions.

It provides evidence that a business has an establishment at the provided address, has inventory, equipment and capital 
assets. Provides stronger evidence that a merchant is legitimate, and the report can also corroborate or contradict information the 
merchant provided in their application.

Guideline

Conditions

MCCs/Industry--Medium, High, and Restricted-Risk Level Yes

Electronics Sales Yes

Clock, Jewelry, Watch and Silverware Stores Yes

Courier Services-Air and Ground, Freight Forwarders Yes

Risk Assessment Result

Any sub-merchant may require an On-site Inspection upon results of the Underwriting risk assessment, for instance, FDX. Yes

On-Site 

Inspection Report



PF: Underwriting Decision—Notification Email
Risk Assessment Decision: Approval with conditions

Rolling Reserve Requirement

A- Reserve Rate (%) 10.00% Based on Underwriting review

B- Period (months) 6 Months Based on Underwriting review

Payout Schedule

C- Payout Schedule Daily frequency (daily/weekly/monthly) in which a merchant is paid out.

D- Minimum Payout Amount $400
minimum amount that we will allow a payout to be made. This allows us to retain a small 
amount all the time and avoids micro payouts (e.g. <$1.00).

E- Minimum Float Amount $500
the minimum amount that we want the merchant to keep on their available balance. This is 
useful to cover debits like refunds, chargebacks, some fees. If there is an early contract cancel 
fee that is < this amount and avoids collections.

F- Overdraft Trigger Amount $0

Default is $0.00 but can be adjusted based on what is experienced with each 
merchant. Represents the amount that we allow a merchant to go before it triggers the need 
to collect from their bank account. For example, $500 means that this merchant can go 
negative up to $500 until we will trigger a collection. Often, merchants have refunds > 
payments (submerchant available balance), or fees + refunds > payments, or may have 
chargebacks. So, this buffer allows the merchant to recoup its balance via positive activity 
(payments) to replenish a negative balance.



Welcome Merchant



OTT Financial Group All Rights Reserved
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OMS Merchant Onboarding & Enablement

Once the merchant has approved their Pricing and Terms, including agreeing to Terms 
and Conditions:

1) OMS merchant account will be auto-created

2) MID Assignment

• A NEW MID will be assigned if the app was not unlinked to an existing MID

• The EXISTING MID will be linked to this account if the BD links them in the OTT 
Onboarding application. The merchant Welcome email will reference this to the merchant.

3) OTT Onboarding merchant record migration

• The merchant's OTT Onboarding data will be migrated to their OMS merchant account.

4) Operations check the OMS account

• Check Date is set if the OMS account is good

• Operations set the Payout date and Misc Fees date in the future based on the Check 
Date

5) Merchant receives Welcome Email from OTT with integration instructions

• Includes access to Merchant Centre

6) An e-com Merchant integrates with OTT Pay



Merchant Centre - Web

The OTT Pay Merchant Centre, used by merchants will be enhanced with several additions 
and enhancements.

Merchants will use the "Channel" to differentiate between the existing supported changes 
(CMPs, Global, Elavon) and "Local Cards" to denote merchants card processing.

The following reports use this new channel:

• Transactions List Report – Transaction details by date range
• Merchant Balances – Available and Reserve balances
• Account Activities Report – All activities performed on the account

• Daily Transaction Report - Daily transaction summary (vol sales, refunds, void)
• Payout Report – Payouts by date
• Refund List – Refunds in a date range

Future Reports
• Chargeback List - all chargeback events in a list



Merchant Centre - Web

Guide is available for every user type

1. BD user
2. Merchant user
3. Operations and Manager users

4. Risk users
5. BD user (pricing and terms)

See appendix for screenshot guide



Merchant Centre - Web

Quick Live Demo with Mark
Details in Appendix



Merchant Centre - Web

The OTT Pay Merchant Centre, used by merchants will be enhanced with several additions 
and enhancements.

Merchants will use the "Channel" to differentiate between the existing supported channges 
(CMPs, Global, Elavon) and "Local Cards" to denote merchants card processing.

The following reports use this new channel:

• Transactions List Report – Transaction details by date range
• Merchant Balances – Available and Reserve balances
• Account Activities Report – All activities performed on the account

• Daily Transaction Report - Daily transaction summary (vol sales, refunds, void)
• Payout Report – Payouts by date
• Refund List – Refunds in a date range



Booking date versus Value Date

All merchants boarded at Adyen have a T+2 booking to value date setup.

A payment or refund processed (booked) on Monday (T=today) will be valued on Wednesday 
(T+2=today+2 calendar days), including all the fees/costs associated to it

BOOKING DATE
• When a Payment (purchase) or Refund is performed, then it's 'booked' on that date
• A transaction that is booked, but not valued yet, will not have its funds in the merchant 

Available Balance yet. As such, its considered pending.
• A refund that is pending means that the merchant has a negative pending balance. This impacts 

the true available balance of the merchant because a future pending (refund) transaction will 
reduce this balance.

VALUE DATE
• When a Payment or Refund is valued, then the funds will be available in the merchant Available 

balance and will reduce their pending balance.



Merchant Balances – Explained

Adyen use Virtual balances for OTT and Merchants
OTT Pay has a balance called "OTT Liable Balance" in Adyen
Each merchant has 2 balances

• Merchant Balance Account
• Available – available to be paid out
• Pending – booked (non-valued) balance, not available to be paid out, and is net of any negative 

transactions (e.g. refunds)

• Merchant Reserves Balance Account
• Total Reserves
• Monthly Buckets (periods) – the amount of reserves held for that month in the past

▪ Reserves Early Release = reserves that were released to the merchant's available balance (e.g. 
refunds) earlier than their expiration

▪ Reserves Returned – the amount of reserves that have expired and are released to the merchant's 
available balance

NOTE: A merchant will only see their Available balance and Reserve balance, but not Pending.



Merchant Balances - Explained

How are Merchant Balances are Affected?

• As a merchant processes payments, their Pending balance increases.

• As a merchant processes refunds, their Pending balance decreases.

• When a payment or refund is Valued, their Pending balance decreases and their Available balance 
increases



Three Transaction statuses

Payment |  Settlement | Chargeback

o Each transaction processed through OTT Pay’s payment gateway API will be marked with different status

o Multiple payment gateways are integrated in OTT Pay’s payment gateway API. Each of the payment systems 
have different payment logic and have different transaction status set.

o Chinese mobile payments (Wechat Pay/AliPay/UnionPay)
o Local cards payments (Elavon, GP and Adyen)

o To improve the payment experience for all parties, we define a universal set of code to represent the 
transaction status and are compatible with all existing payment methods.



Three Transaction status

Payment |  Settlement | Charge Back

In the payment stage, the transaction is being implemented as payment or refund or void operations.

In the settlement stage, the transaction is going through clearing (i.e. cost calculation) reconciliation with 
payment gateway and settlement to payout.

In the chargeback stage, a payment has been charged back by a cardholder at their issuing bank. This 
means that the cardholder wants their money back. When received, the merchant is debited for the 
chargeback amount, and their chargeback fee. If a chargeback is disputed and won by the merchant, a 
reversal chargeback is posted and the chargeback amount is credited back to their balance, and their 
chargeback reversal fee is charged (debited).



Product Specs Sheet



Product Spec Sheet



Product Spec Sheet



Product Spec Sheet



Product Spec Sheet



Pricing

(Merchant Fees)



Merchant Fees

When are fees charged and how do they affect the merchant balance?

Different types of fees are charged at different situations or scenarios
• Payment fees are charged when the payment is valued
• Refund and Void are charged when they occur
• Misc Fees like Payout Fees or Monthly Fees are either charged when they occur (e.g. a payout) or on 

a scheduled basis (1st of the month monthly fee)



Merchant Fees

When are fees charged and affect the merchant balance?

Payments
• When a payment is processed, the payment all the fees are booked and marked in the 'pending' 

portion of the merchant balance. When it is valued, the payment and their fees will be deposited to 
the merchant om their 'Available' balance.

Refunds
• When a refund is processed, only the refund itself is booked and marked in the 'pending' portion of 

the merchant balance. When it is valued, only the refund will be withdrawn from the 
Available balance.

• However, the fees are charged on the day they are processed (booked)



Merchant Fees

When are fees charged and how do they affect the merchant balance?

Payments

• When a payment is processed, the payment and all of the fees are booked and marked 
in the 'pending' portion of the merchant balance. When it is valued, the payment and their fees will 
be deposited to the merchant om their 'Available' balance.

Refunds

• When a refund is processed, only the refund itself is booked and marked in the 'pending' portion of 
the merchant balance. When it is valued, only the refund will be withdrawn from the 
Available balance.

• However, the fees are charged on the day they are processed (booked)



Merchant Fees

What fees are charged when they are processed?

Daily Balance Transfers are performed based on activity of that day
• Refund Fees
• Void (Reversal)
• Misc Fees (e.g. monthly fees, payout fees, etc)
• Chargeback fees (retrieval request (RFI), chargebacks, reversal chargebacks)
• Manual Adjustments (operational adjustments)



Pricing & Terms

Each merchant shall have both pricing and terms assigned to them when they are fully KYC approved (Adyen 
KYC + OTT KYC approved). Pricing is also referred to as a “Fee” which will be mentioned in this document.

Processing Fees  - Pricing
 Transaction Processing fees – There are 2 parts to processing fees:

 Discount Rate Fees  - these are a fee charged as a percentage of the payment amount. There are 2 
types of Discount Rates: Blended/Fixed, or IC++

 Per Transaction fees  - these are fees charged when a cardholder performs a transaction (like 
payment, or refund or void). These are charged a fee when they occur. 
NOTE: These also include chargebacks, retrieval requests, chargeback reversals also have fees that are 
a result of transaction (e.g. chargeback on a payment)

 Miscellaneous fees – recurring-based fees on an activity trigger (like a monthly statement, the use of a 
token used in a payment, etc), or a 1-off (i.e. 1-time occurrence like account setup fee), or other manual-
like fees (e.g. training if it occurs). Note: Tokens are charged with the Payment transaction.



Pricing & Terms

Terms
 Reserve terms – Also referred to as Rolling Reserves. When enabled, a (i) Reserve rate/percentage 

of each payment will be deducted and stored in a reserve balance for a period in (ii) Months.

 Payout Schedule – Also referred to as settlement. The payout schedule terms related to the 
disbursement of a merchant’s available balance, including when they are paid, the minimum 
payout amount, the available balance float, and overdraft trigger (for when a payout becomes a 
collection from the merchant's bank account)

A payout can also not be paid for several reasons. Here are a few:
1) The OTT settlement resource was informed to not payout a merchant for a reason.
2) The payout amount is < minimum payout amount on their account
3) The payout amount is < their minimum float amount



Pricing & Terms

Discount Rate Types & Discount Rate Transaction Processing Fees
• There are 2 types of discount rates (Blended/Fixed or IC++) where only 1 can be defined by 

merchant and each card type.
• The Discount Rate Type and its Rate are only charged on Payments (purchases).

Blended/Fixed
• Blended is a fixed percentage charged against the payment amount. All costs from Adyen are 

charged to OTT's balance, not the merchant.
• The advantage of this rate is that the merchant is fully aware of the costs for each payment.

Example: 2.50% disc rate x $100 Visa payment = $2.50 discount cost. 

In this example, the costs that are charged by the processor (Adyen) are passed to OTT Pay Liable balance 
account. These include :
(i) Adyen’s Markup
(ii) Scheme Fees 
(iii) Interchange



Pricing & Terms

IC++ (Interchange ++)
• IC++ (also called Interchange ++) is an OTT Pay buy-rate (mark-up) Percentage that OTT Pay 

charge above all the costs from the payment processor (Adyen).
•In this method, the merchant is aware of OTT Pay’s gross margin rate and are passed all the cost *.

Example: 1.00% (OTT buy-rate %) X $100 Visa payment = $1.00 discount cost. 

* Note: OTT Pay include Adyen's markup to OTT within the buy-rate to the merchant. In this way, 
OTT pass the associated processing costs from the processor (interchange fees and scheme fees) to 
the merchant. We do not expose Adyen's buy-rate to OTT since this is private and sensitive.



Pricing 
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Marketing

Support



web page*

*SEO, 
paid media
will  happen in

March 2024 
when new 
website is live



Marketing Support - eflyer

Versions (verticals coming Feb 2024): Housewares, Toys, Clothes/Fashion



Marketing Support – compliance page, card 

network rules

Ottpay.com/cardnetworkrules/



Marketing Support – info summary box

Ottpay.com/informationsummarybox/



Marketing 
Support 

What sales people will have for eCom this week:

interim web page

e-flyer

training deck + pricing ref

FUTURE:

new web

SEO, social, paid media

eflyer versions showing different verticals

video-based merchant tutorial



FAQs



FAQs

1. What is Payfac and why are we doing it?
Payfac stands for Payment Facilitation, and in simple terms is a special program that OTT Pay has now been 
registered with our bank acquiring sponsor, Adyen, as well as on Visa and Mastercard Payment Facilitation 
websites. It allows OTT Pay to onboard merchants under our Adyen Payfac Merchant account in each region we 
have defined (CA and US), whereby we own the merchant, risk underwrite the merchant ourselves (Adyen 
participates as well), own all liability and risks, and onboard them to our OTT Pay platform for credit card 
processing.

2. Is the new Card Processing Merchant Application meant for our existing “ISO: relationships (e.g. GP, Elavon, etc)?
No, this is NOT meant for any of our existing ISO relationships (e.g. GP, Elavon, FIS, etc). It is for new Adyen card 
processing merchant applications.
An ISO, called Independent Sales Organization, is a special agent arrangement whereby we send a merchant 
application to a acquiring bank to allow them to underwrite the merchant, and if approved, onboarded on their 
processing platform. OTT Pay act as a ‘payment gateway’ which routes credit card transactions to the acquirer’s 
payment processing platform. OTT Pay do not own merchant, nor the risk liability, and get a commission on the 
sales.



FAQs

3. What is the purpose of the Card Processing Merchant Application’s Instructions file? 
The Instructions file is for BD users to understand the application fields, to avoid questions as much as possible, 
and as a training guide. The application PDF was designed and built by our RPY Innovations consultants, as well as 
the Instructions file.

4. What do I (as a Business Development user) do with this application file? 
The application file has 2 main purposes

•BD will use this application to gather ALL information from the card processing merchant ahead of filling 
out their application within the onboarding platform
•BD will gather any documents to be used to identify the business registration and ownership, as well as 
government grade proof of each individual in the application.
•Once a and b are completed, BD will then use the OTT Onboarding platform (“OTTO”) and the app 
information to begin the application process.

•Access OTTO, click "Apply for a merchant" (the pre-application step) and fill out the fields in form. An 
email will be sent to the merchant to give consent to allow BD to apply for them.
•Once the merchant gives consent, BD will be informed, and will access OTTO and “Continue” (link) to 
fill out the 2nd step of the application (I.e. using Adyen’s Hosted Onboarding Page ("HOP"). All status 
updates will be on the app in BD’s Application Dashboard. 



FAQs
5. What if I (as a BD user) cannot get all the information from the merchant?
Incomplete and/or inaccurate information will result in the merchant KYC underwriting failing (merchant may be declined). 
When incomplete, the status in OTTO App Dashboard will be “Needs Attention”

6. When incomplete, the status in Adyen HOP will not be ‘Verified”.

• What is the application process to complete a new card processing merchant application?
The new card processing application process involves several main steps

• Gather application information. The BD will gather information using the new application file.
• Pre-App criteria. Using Section 1 from the application specifically, the BD will 'apply for a merchant' via the OTT Onboarding 

("OTTO") platform within their own Application Dashboard
• Get Consent. Once (b) is completed, an email will be sent to the merchant to register their account in OTTO, review the pre-app 

criteria and give consent to allow BD to apply for an account for them.
• Got Consent. Once consented, BD is informed via email, and they can 'continue' the application from the app record within 

OTTO's BD user's App Dashboard.
• Adyen HOP. The BD user will ‘continue’ (link) the OTTO application dashboad which will open the Adyen Hosted Onboarding 

Page. This is Adyen’s merchant application, and is used for their underwriting.
• Application Errors. Should incomplete and/or inaccurate information occur, the HOP will inform the user, as well as the record's 

status on the BD user's App Dashboard "Needs Attention".
• Adyen KYC Underwriting. Once the HOP entry is completed, the app info is reviewed by Adyen's risk system/team. Decisions can 

take minutes, hours or days depending on their evaluation. The result will either be Adyen KYC approved or declined. The app's 
status within the App Dashboard will always reflect the latest status of the app.

• OTT KYC Underwriting. An Adyen KYC approved app needs to be underwritten by OTT Risk Management. Decisions can take 
minutes, hours or days depending on OTT Risk's workload and evaluation. The result will either be OTT KYC approved or 
declined. The app's status within the App Dashboard will always reflect the latest status of the app.



Appendix



Forms To Use



List of Forms

1. Local Card Merchant Application Form _PDF
2. Onboarding Check List (Risk)_ Jared
3. On-site merchant inspection report



Merchant Fees



Payouts

OTT Financial Group All Rights Reserved

Payout Definitions
Term Definition

Payouts Synonymous with the term Settlement which is used at OTT. Adyen support 2 forms to deposit or 
withdraw funds to a merchant bank account.

Payout Batch A process that OTT will run at around 530am every business day, that will identify merchants who have 
an "available" balance (positive) to be paid out, or an "available" balance (negative and below an 
overdraft trigger threshold) to be collected. Each batch is currency specific, so its likely when we have 
business in CA and US, we'll have 2 batches.

Merchant "Available" 
balance

contains valued transactions and this is visible to OTT (in OMS) and the Merchant (merchant centre). This 
means all payments, a refunds, all net of fees have been assessed and ready for withdraw. Meaning they 
are valued. When a merchant performs a Payment (aka purchase) or a Refund, and their associated 
fees, they are marked 'booked' in Adye and will be Value in T+2 days. These are reflected in a "Pending" 
balance in Adyen. The merchant is not aware of this balance but OTT is.

Performing a Payouts The act of paying out to a merchants bank account, money that has accumulated in an available balance 
at the time of a Payout Batch. Adyen refer to this as Sweeps.

Collecting The act of pulling funds from a merchant bank account, money that has exceeded a Overdraft 
Trigger threshold (defined per merchant account), if Adyen's "Top up" feature is enabled for the region. 
Currently only US is supported today and CA in 2024.



Payouts
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What are Adyen's Payout Cut-Offs when funds need to be paid out (or collected)?

Canada (CAD) Cut Offs
• EFT (regular priority via Desjardins @ 16:00 ET, with same day settlement by Adyen) *
• Wire (wire priority via Desjardins @ 18:20 ET, with same day settlement by Adyen) *

* Adyen send the payout to the banks, but the receiving bank controls when it shows the deposit. Therefore, a 
payout on Day 1, may only show up in the merchant's bank the following day.

USA (USD) Cut Offs
• ACH (regular priority via Wells Fargo US Corp @ 20:00 ET, with next day settlement **
• ACH (fast priority via Wells Fargo US Corp @ 14:00 ET, with same day settlement **
• Wire (regular priority via Fedwire Funds US @ 18:20 ET, with same day settlement
** sending window every 30 mins

EFT=Electronic Funds Transfer
ACH=Automated Clearing House (i.e. EFT in US, in ACH format)
https://docs.adyen.com/marketplaces-and-platforms/payout-to-users/

https://docs.adyen.com/marketplaces-and-platforms/payout-to-users/


Payouts
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Adyen Payout Cut-Off Example

Example cut-off times for a payout to a US merchant
Payout requested < Cut Off time
- Processed SAME day
- Payout sent next Business Day

Payout requested > Cut Off time
- Processed NEXT day
- Payout sent business day after its processed



Payouts
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Adyen Canada Payout Cycles

Cycle Name Internal Cut-off Expected credit to 
the beneficiary account

AM Before 02:00 Eastern (+/- 08:00 - 10:00 Toronto)

PM1 Before 13:00 Eastern (+/- 17:00 - 19:00 Toronto)

PM2 Before 17:50 Eastern (+/- 22:00 - 00:00 Toronto)



Finance – Payouts Batch
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Payout Batch
A payout batch includes all merchants who are due to be paid on that day, in that 
region, for the currency of their account and have been approved by OTT's 
Settlement Agent.

The batch also includes merchants whose balance is in overdraft or below their 
overdraft trigger point and need to be 'collected'.

The Payout batch is:
1. Ran produced every non-holiday weekday, early in the morning
2. Not run on Holidays in the region
3. Not run on Weekends



Finance – Payouts Dashboard
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Approving a Payout Batch and its records in the Payout Dashboard
• Used by the Finance Settlement Officer to approve or reject records in the batch
(a) Approve a merchant's payout or collection, OR
(b) Reject a merchant's payout  or collection

Once completed, the user will either (a) Approve or (b) Reject the entire payout batch. An approved batch 
confirms those approved records will be sent for settlement to the merchant's bank.

Dual-Approvals of Payout Batches
• Approving requires 2 unique users
• 1st Approver does the approving of batch records and payout batch
• 2nd Approve does the approving of a 1st approved batch, which completes the payout approvals.
• Payouts are processed after the 2nd approval automatically

** Failure to approve or reject a batch will have it expire by 11pm ET same day, and no merchant will be paid. Once 
expired, the batch will be re-created on the next payout day.



Onboarding using

Dashboard: BD Users



BD Users – OTT Onboarding Login
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• Login to OTT Onboarding to view their own App Dashboard
• Apply for a Merchant (pre-application criteria)



BD Users – Apply for a merchant
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BD Users – Merchant Application's eMAIL (for Consent)
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BD Users – BD fills out Adyen HOP After Consent Agreed
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Fill out HOP



BD Users – Adyen HOP
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BD Users – Adyen HOP
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BD Users – Adyen HOP
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BD Users – Adyen HOP
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Director 



BD Users – Adyen HOP
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BD Users – Adyen HOP

OTT Financial Group All Rights Reserved



BD Users – Adyen HOP
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BD Users – Adyen HOP – Fully Verified
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Return to OTT 
Onboarding



BD Users – App Dashboard – Adyen KYC Approved
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Onboarding using

Dashboard: 

Merchant Users



Merchant User – App Dashboard 
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Merchants use OTT Onboarding for
• Access to their apps in the Application Dashboard
• Obtain Application's Status
• Approve Pricing and Terms



Onboarding using

Dashboard: Ops User

(& Manager)



Ops User & Risk User – App Dashboard

Ops Users use the App Dashboard to
• Review Merchant Application states (e.g. "Adyen KYC Approved")

Risk users use the App Dashboard to
• Gather details for Risk OTT KYC Underwriting, review application states
• Approve or Reject an application from KYC underwriting



Ops User – App Dashboard
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• Risk user makes decision and changes status of the app
• BD gets an email when "Approved" to be informed



Onboarding using

Dashboard: BD User

Pricing & Terms



BD User – Pricing & Term Entry
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Pre-Requisite: OTT KYC Approved

1. Select a Pricing template to pre-fill values
2. Transaction Pricing

a) Card Brand
b) Payment pricing

i. Charge Method (Auth or Capture) - Auth is preferred
ii. Discount Rate Type (Fixed or IC++)
iii. Discount Rate (%) based on type
iv. Per Transaction Fee

i. Refund pricing
i. Per Transaction fee

ii. Void pricing
i. Per Transaction Fee



BD User – Pricing & Term Entry
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1. Transaction Pricing
a) Chargebacks

i. Retrievals (aka Request for Information)
ii. Chargebacks
iii. Reversal (Won Chargeback Disputes)

2. Misc fees
a) Select the Misc Fee
b) Enter the Amount
c) Select the Frequency

• Manual
• 1-Off (1-time fee)
• Per Occurrence
• Monthly
• Weekly



BD User – Pricing & Term Entry
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1. Rolling Reserves
a) Reserve Rate (%)
b) Period (in months)

2. Payout Schedule
a) Schedule

i. Daily
ii. Weekly (Monday)
iii. Monthly (1st of the month)

b) Min Payout Amount
c) Min Float – min amount must be held in balance
d) Overdraft Trigger – amount in overdraft to cause a collection



BD User – How to Enter Pricing
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STEP 2: Assign a pricing 
Template

STEP 1: In App Dashboard, 
click "Enter Pricing"



BD User – How to Enter Pricing
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STEP 2: Assign a pricing 
Template

STEP 1: In App Dashboard, 
click "Enter Pricing"



THANK YOU

E-Commerce
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