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01 General Introduction



Alipay merchant portal is a platform 
designed for Alipay’s global partners 
to manager their Alipay account 
and get help when necessary. 

Through this portal, you may 
manage your account, check your 
transaction records and settlement 
records. You may always visit 
https://global.alipay.com/ with your 
user ID to find details that related 
to your daily operation.

General Introduction

https://global.alipay.com/


Open Platform 

Payment Platform

Merchant Platform

Online Assistance

General Introduction



1. Alipay merchant portal now is providing online 
assistance, our agents will stay online to help you with 
inquiries regarding Alipay.

2. If you have inquiries regarding your Alipay accounts, 
transactions, settlements, you may click Business 
support.

3. If you have inquiries regarding technical issues such as 
API and reports, you may click Technical support.

General Introduction
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02 My Order & My Technical 

Service 



1. Click My Order from after login, you will be directed to this page. You may check your Alipay solution status, 
Application Date and Service Period. 

2. For acquirers and some merchants, you may be instructed to go to this page to confirm your Alipay solutions to 
activate your PIDs.

My Order



If you are instructed to complete online confirmation of one PID, you may click My Order as well.
1. Click My Order to find the exact solution whose status is Pending Confirmation.
2. Click confirm 

My Order



3. You may check the contract you agreed with Alipay by downloading the file. 
4. Tick the box and click confirm to activate your PID&solutions.

My Order



When you click My Technical Service, you may check your PID and Key. PID is an identification number will be used 
frequently when you are using Alipay solutions. This PID is tied to the Email which you used to login merchant portal. You 
may always check your PID here when you forgot. 

My Technical Service



This Key is used to generate your own QR code so it will be used when you apply Alipay solutions in your online/offline 
store. To check this Key, you will need to key in your payment password. 

My Technical Service
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03 My Transaction



My Transaction is a frequently used function of merchant portal, you may check all transactions records under 
this certain PID, as well as settlement records. Meanwhile, you will be able to process a refund once you receive 
dispute cases from customers and merchants.

My Transaction



Click to check transaction details

Check Settlement details 

Real time transaction amount in your 
settlement currency.

Click to pull out Transaction ID 
search box

Select transactions captured in certain 
days or periods.

Type in partner transaction NO. to locate a 
specific transaction

My Transaction

Download offline reports.



My Transaction

Transaction record contains all details of a certain transaction, some of them are:

Gross Amount - Paid amount
Fee - Alipay service fee
Net Amount - Settled amount
Currency - Settlement currency
Rate - Exchange rate when customer paid
Settlement Time - Date and time when settlement be remitted
Type - P: Normal Payment, R: Refund
Status - P: Successful Processed, L: Settled to merchant
Refund - Refund: transaction could be refunded; Success: transaction be refunded successfully

Download real-time transaction 
report in three different formats

Download daily exchange rate 



My Transaction
We you receive dispute case from customers which requires 
processing refund, you may select the certain transaction and click 
refund, follow the procedure:

a) Select refund reason
b) Select refund currency
c) Key in refund amount, please kindly be cautious as there might 

be partial refund cases so double check the refund amount 
before you click submit

d) Key in payment password then click submit
e) Please also make sure your real-time amount is enough to 

process refund.
f) Alipay service fee of the refunded transaction will be refunded 

to merchants once the process is completed.



My Transaction

Settlement date Settlement 
amount

Alipay 
service fee

Actual settlement 
amount

Download settlement report in 
different formats



My Transaction

Download offline report of 
transaction and settlement

Offline report will be generated at T+1 day, this report is designed to process auto check for FIN department. 



My Transaction

Settlement Date
• Settlement Date： T+1
• Settlement Timeline: 23:59:59 (GMT+8) 

Settlement Report
• Settlement report is available around 10:00 pm, GMT+8, on T+1 day 
• Settlement report will state transaction details during settlement cycle, including 

transaction records and refund records
• The report will be generated each settlement cycle

0:00 09:00

Reach settlement 
amount

23:59

EndStart

The amount accumulated during the 
whole day will be settled on the next 
banking day. The settlement will be 
processed only once a day.
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04 Account Settings



Account Settings
For your account safety, you will be suggested to change payment password after your first log in. You may also change your password 
here when it’s necessary.
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05 Q&A



FAQ

1. My account is locked because I forgot my password, what should I do?

You may use your Alipay ID Email to send a request to global.service@alipay.com , and our merchant service team will help you to 
reset your password.

2. I found that my transaction report has some discrepancies with our own report, is there any way to check?

If you found discrepancies in your transaction report, please kindly send an Email to overseas_support@service.alibaba.com with 
the following information:
The original report file you downloaded
A screenshot of the page where you download the report
Description of the problem you find

Our technical support team will help you to solve the problem. This procedure also applies when you find discrepancies in your 
settlement report.

mailto:global.service@alipay.com
mailto:overseas_support@service.alibaba.com


FAQ

3. I want to change my Alipay ID, can you help me to do so?

Unfortunately, we are not able to change partner’s Alipay ID from our end, you may go to account settings and follow the 
instructions in Part 5 of this deck.

4. What is the operation hour of your online assistance?

Business Support: GMT+8, Monday to Friday, 9:00 am to 6:00 pm
Technical Support: GMT+8, Monday to Friday, 9:00 am to 9:00 pm

5. All reports date and time mentioned here, is it our local hours?

Settlement date, transaction time mentioned on our website is based on GMT+8, Beijing time.
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