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1 	 Overview
This document is designed to help you easily navigate and utilize the portal’s core features.
The Merchant Portal provides a secure, centralized web interface where you can manage your daily 
business operations. Through this portal, you gain immediate, secure access to your point-of-sale (POS) 
transactional data and powerful on-demand reporting tools.

2 	 Login Steps
•	 Once your account is created, you will receive an automated welcome email with your credentials, 

granting the user Admin Access. 
•	 Sender:merchantportal@mstatement.adib.ae
•	 Subject Line: ADIB Merchant Services - Merchant Portal Log In Credentials
•	 The email includes Portal URL, Username, and Password.

Open the Portal URL from the email
•	 Enter your Username and Password
•	 The system will automatically prompt you to reset your password, create a new password
•	 After resetting, log in again with your new password
•	 Enter the OTP sent to the registered email address to complete your verification
•	 An OTP verification code is required for all future logins to ensure account security
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2.1 Portal Access
Upon successful login, you will be directed to the portal’s Home Screen, which displays your main 
dashboard & available options.
Located on the left side of the screen you have different menu options like Home, Admin, E-Receipt & 
E-Statements

3 	 Admin
Manage user accounts, permissions, and view your linked Merchant IDs (MIDs), if any.

3.1 Merchant User
Allows you to create MID-level users, edit user access/roles and resend welcome email to new users.
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Step 1.	Select + as highlighted below from right top corner 
Step 2.	Enter the required details like First name, Last Name, Username and Business Email
Step 3.	Select Role as Account
Step 4.	Select the Group as Merchant Non-Admin
Step 5.	Select the list of account ID and Merchant ID (Both will have same value) for which user credentials 

to be created and select Save
Step 6.	After User is created now approve the user by selecting approve button

3.2 Reports

•	 Activity
This screen shows a list of all activities such login & logout within a specific timeframe

•	 Audit
This screen will show all activities or changes that the logged in user made
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4 	 Online E-Receipt
4.1 Dashboard
This section Shows a summary of transactions in the graphical representation.

4.2 Transactions
You can find a specific transaction by entering details such as Invoice Number, RRN, MID, TID, or 
Authorization Code

4.3 Report
Generate summary or detailed reports of Terminal IDs by providing date range filter. You can print or 
download these reports
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5 	 E-Statements
The E-Statements module allows you to view and download daily or monthly transaction statements in 
PDF or Excel formats. Available features and data views depend on your assigned user role.

5.1 User Role Permissions

Admin Users: Authorized to view and download statements at both the Merchant ID (MID) level and 
the Group level.

Merchant Users: Authorized to view and download statements at the Merchant ID (MID) level only. 
Group-level statements remain restricted.
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5.2 How to Filter and Download

Select Statement Type: Choose between Daily or Monthly statements.

Apply Date Range: Select a single day or a custom range of multiple dates, maximum duration for any 
custom date range is 1 month.

Choose Format: Click on your preferred download format: PDF or Excel (XLSX).

6 	 Change password and Logout
6.1 Change Password
From the top right side, the user can use the profile option to reset the login password for the current 
logged in user
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6.2 Logout 
From the top right side, the user can use the profile option to logout from portal

For more information:

Contact your
Relationship Manager merchanthelpdeskcc@adib.com Merchant Helpdesk

+971 4 806 1212

oror

Abu Dhabi Islamic Bank Public Joint Stock Company is licensed 
by the Central Bank of the UAE.

مصرف أبوظبي الإسلامي، شركة مساهمة عامة مرخصة من 
مصرف الإمارات العربية المتحدة المركزي
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