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471951 (Tyro). As Tyro does not take into account your personal circumstances, please consider if these products are 
suitable for you. You can contact Tyro on 1300 108 976 or tyro.com and access Tyro’s dispute resolution process at  
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The Tyro Portal is a web-based interface that provides access to your Bendigo Bank 
EFTPOS and eCommerce powered by Tyro transactional reports and insights to help 
you run your business. Within the Tyro Portal, you will have access to the following: 

Reports - obtain insights into your business 
•	View a daily summary of all the transactions on an eCommerce and/or per-EFTPOS

machine basis
•	Dive deeper into each transaction to determine card details and verification method
•	Show cancelled and declined transactions
•	Create a reconciliation report that details total transaction amounts for eCommerce

and/or each EFTPOS machine over a specific time period
•	Create an American Express reconciliation report (if applicable to your business)
•	Create a location report for a range of dates for a specific location (ideal for

businesses that have multiple locations)
•	Export data (CSV, Excel or Print)

Costs - monitor your costs of acquisitions
Understand your costs and invoices for acquiring services from Bendigo Bank 
EFTPOS and eCommerce powered by Tyro including:
•	EFTPOS transaction fees
•	EFTPOS machine rental fees
•	Cost analysis
•	Invoices
•	Cost of acceptance
•	DCC (Dynamic Currency Conversion) invoice
•	Surcharges

Forms - download specific forms for additional services 
•	Request a chargeback for MOTO transactions (a MOTO transaction is when

you perform a transaction on behalf of a cardholder, without the cardholder  
on premise)

•	Add a new signatory authority
•	Request to purchase EFTPOS machine accessories or a swap-out
•	...and more

Self-service - maintain your profile 
•	Manage users
•	Enable and set surcharges for your EFTPOS transactions 
•	See what email your account notifications are sent to 
•	Order paper rolls for your EFTPOS machines
•	Configure your settlement options

We hope you find the Tyro Portal easy to use and navigate. If you have any 
questions or require any assistance please call 1300 108 976 option 1 or  
email cs@tyro.com.

Welcome to your Tyro Portal

mailto:cs%40tyro.com?subject=


Accessing the Tyro Portal
To logon to Tyro’s Portal, go to https://merchant.tyro.com

Once on the Tyro Portal, enter your username and password and select       Log In.

The username is the admin email address registered in your Merchant Service 
Agreement. 

After logging in, your Tyro Portal home page appears.

Note: As the Tyro Portal password is also valid for the Tyro App, we encourage to 
keep your password secret. If you require someone else to access the Tyro Portal, we 
suggest setting up another user account. See “Add a new user” page 14 in this guide.

 Navigate to Enter / choose

To produce a 
reconciliation report Reports > Reconciliation: summary Start date, end 

date

To produce an 
EFTPOS machine 
report

Reports > Daily EFTPOS machine 
report Date

To search for a 
transaction Home Transaction 

number

To produce a report 
for a location Reports > Location report Start date, end 

date, location

To set a surcharge Self-Service > Surcharges Edit rates

To add a user 
(requires manager 
access)

Self-Service > Users > Add new user First/Last name,  
Email address

To check on 
company details

Home > Username > View company 
details

Quick start guide to the Tyro Portal
Tip!

For the best user experience, 
we recommend the following 

browsers:

Mozilla Firefox
Google Chrome

Apple Safari

At this time, The Tyro Portal does not  
support mobile browsers and  
as such, we cannot guarantee  

the best experience. 

Safari is a trademark of Apple Inc., registered in the U.S. and other countries.
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The Tyro Portal allows you to manage users and designate roles to users that you 
have added to your portal.

When joining Tyro the Owner or Signatory of the business is automatically assigned 
“System Administrator”. They would have received log in credentials for the Tyro 
Portal when first signing up to Tyro. 

If you require any assistance with your Tyro Portal credentials please call 1300 108 
976 option 1 or email cs@tyro.com.

The System Administrator role provides full rights for the EFTPOS/ eCommerce 
account on the Tyro Portal, which includes user management and administration.

The Tyro Portal supports the creation of users who can be:
• A “Manager”: full access to Tyro Portal except for user management
• An “EFTPOS Machine User”: basic report access, and paper ordering 
• An “Account Finance Manager”: full access to the Tyro Portal except for user

management, and surcharge editing.

Roles and access to features
Roles and their access rights are as follows:

Roles

Tasks System 
Administrator Manager

EFTPOS 
Machine 

User

Account 
Finance 

Manager

View cost reports

Access all forms

View / run daily terminal reports

View / run reconciliation reports

View / run location reports

View / run Amex  
reconciliation reports

View / run transactions reports

Self-service – view / create users

Self-service - surcharging View only View only

Self-service – order terminal paper



4 | Tyro Portal Guide

Your Tyro Portal home is the first page presented to you after login. On this page, 
you will find the left navigation bar, which provides you access to a range of features 
to help you discover transactional insights in your business, your costs, and access 
to important forms and self-service. If assigned the appropriate user permission, 
you also may have the ability to manage users.

On the main page, you have access to transaction search which provides you quick 
and easy search abilities to query any transaction your business has made.
On the right-hand side, you will also find links to some of the more common tasks 
that our customers find useful.

Your Tyro Portal home page
Transaction search

Search for specific transactions right from the home screen or navigate to Reports, 
Costs, Forms & Self Service for detailed options.

If you need the details of a particular transaction any time in your transactional 
history, just enter the transaction reference number from your receipt.

Simply obtain the transaction reference number as shown below:

...and enter the number into the 
transaction search field on the Tyro 
Portal. By using the transaction 
reference number, and the date of 
transaction, you will be able to see the 
complete details of the transactions you 
are seeking. 

Transaction  
Reference  
Number
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Select      Generate report link to generate the report.The Tyro Portal report tab gives you access to all of your transactional 
data since you first transacted with Tyro. With most reports, you can download the 
data in CSV or Excel format, or if you choose, you can also print the tables generated 
in the web browser using the print functionality in your browser.

Reports

EFTPOS machine report

The EFTPOS machine reports page provides you a report summarising processed 
transactions for a selected EFTPOS machine for a specific day.

To navigate to this page, navigate to Reports > EFTPOS machine report.

On this page, you can select the appropriate EFTPOS machine and date that you are 
interested in.

From the daily EFTPOS machine report 
page, selecting the total link at the 
bottom left will direct to a page that 
shows detailed information for all 
scheme transactions for that day for 
the selected EFTPOS machine. 

Note: If you have not signed up for 
American Express, Diners Club, JCB, 
Alipay with Tyro, then these schemes 
will not appear.

Each of the subtotal and total pages 
also provide the option of exporting 
the list of transactions to CSV, Microsoft 
Excel or simply print from the browser.

Tip!

By default, the initial view of 
this report does not include 

cancelled or declined transactions. 

Clicking on the
  Show cancelled and declined  
link at the bottom of the page  

will refresh the table and 
include cancelled and declined 

transactions.
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You can also export the data using CSV, Excel or just print the report from your 
browser.

View all scheme card transactions

On this page, you can see the time of each transaction processed by all schemes 
for a specific period for the selected EFTPOS machine.

View individual scheme card transactions

If needed, you can filter by scheme (Visa, Mastercard®, American Express, Alipay or 
UnionPay) to view the individual transactions. 

For example, selecting “Visa” in the transaction report produces a summary for all 
Visa transactions for that EFTPOS machine on the selected period as show below:

Mastercard is a registered trademark, and the circles design is a trademark of Mastercard International Incorporated.
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Individual transaction details

Simply select “more” for any transaction in any EFTPOS machine report to reveal 
transaction details showing more detail including the card details and cardholder 
verification method used. Most of the card number is elided for compliance reasons.

Reconciliation summary

The reconciliation summary report will help you reconcile your goods sold and card 
transactions. It is a summary report that contains only those transactions settled by 
Tyro for EFTPOS and eCommerce (if applicable).

To navigate to this page, go to Reports > Reconciliation summary.

In this page, select a date range under consideration and then select the 
     Generate report button. The report shows summary lines for each of your 
EFTPOS machines and/or eCommerce transactions.

Clicking on an individual facility will show a more detailed report for the same 
period in question.

Reconciliation reports can be exported to CSV, Microsoft Excel or simply printed 
from your browser.
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American Express reconciliation report

If you accept American Express, but those transactions are NOT directly settled by 
Tyro, you will have access to the American Express reconciliation report.

If Tyro directly settles your American Express transactions, you will find them 
integrated with your other scheme reports – and this report will not appear in your 
portal instance.

To navigate to Reports > Amex reconciliation report.

The American Express reconciliation report allows you to review American Express 
transactions for a specific date, detailing:
•	Total American Express transactions for the specific day
•	Transactions before the American Express cut-off the day before
•	Transactions after the American Express cut-off the day before
•	Transactions before the American Express cut-off of the specific date
•	Transactions after the American Express cut-off for the specific date
•	Expected American Express deposit for the specific date

Location reports

The location report will help understand transaction totals for each scheme and 
transaction type for a specific location or all locations.

To navigate to this page, select       Reports > Location report tab.

In this page, select a date range and the location in question for the report. Click the       
     Generate report button. This will show summary lines for each EFTPOS machine 
or eCommerce business in the location selected.

As with the daily EFTPOS machine report, reconciliation reports can export to CSV, 
Microsoft Excel or simply printed from the browser.
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EFTPOS machine fees

Your EFTPOS machine rental fees will be shown in the Costs > EFTPOS machine 
fees page, including the type and number of EFTPOS machines that you are renting 
from Tyro.

The costs section details the merchant service fees and EFTPOS machine fees for your 
Bendigo Bank EFTPOS and eCommerce powered by Tyro services and allows you to 
visualise a summary of your transactions and associated fees for an entire month. 
You may also view your monthly invoices.

EFTPOS transaction fees

This table shows a breakdown by various card types and scheme programs so that 
you can have an accurate representation of the associated fees for each scheme 
you accept. 

Costs (fees, analysis and invoices)

Schemes that you do not accept will not appear.
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Cost analysis

The Cost analysis report also displays your terms of trade, which comprise the fees 
charged to you per transaction for the various card schemes you accept.

Select the month for which you wish to generate the report and chose 
     Generate report.

Generating a tax invoice

You can also generate a tax invoice for a particular month, showing exactly what 
you have been charged for EFTPOS machine rental and merchant service fees - all 
including GST. 

Tyro Payments Limited
ABN 49 103 575 042

Level 1, 155 Clarence St
Sydney NSW 2000

P 1300 108 976
www.tyro.com

Page 1 of 2If you need any assistance with the content of this document please call Tyro 
Customer Support on 1300 108 976 or email cs@tyro.com

TTaaxx  IInnvvooiiccee

IInnvvooiiccee  NNoo::  5588999933220022110044
11  MMaayy  22002211

FashionRetail
1234 Garden Street
Green Gardens, NSW 2000

FFeeeess  ffoorr  sseerrvviicceess  ffoorr  tthhee  mmoonntthh  ooff  AApprriill  22002211

For credit and debit transactions $384.50

For monthly EFTPOS machine rental $0.00

SSuubbttoottaall  eexxcclluuddiinngg  GGSSTT $$338844..5500

GST (10.00%) $38.45

TToottaall  mmoonntthhllyy  ffeeee $$442222..9955

Your nominated account will be direct debited the above owed amount on the first business day of May 2021

You can recover some of your monthly fees by surcharging. You can view your monthly cost of acceptance in your 
Tyro Portal. Log into  and click on "Costs > Cost of Acceptance". To find out more about merchant.tyro.com
surcharging visit .tyro.com/surcharging

Tyro's terms and conditions have been recently updated. The most recent version of Tyro's T&Cs can always be 
found at  (for EFTPOS and Tyro Bank Account terms) and tyro.com/terms-and-conditions tyro.com/products

 (for terms relating to the Tyro Business Loan)./business-loans/terms

To generate this report, go to the Costs > Invoices tab, then select the month for 
which you wish to generate the PDF report and select the      Download PDF link, 
which will create a PDF report for you to save to your computer if desired.
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Cost of acceptance

You also have access to the cost of acceptance report, which for one month in 
question, will total the fees for each scheme you have accepted in your business.

To generate a report, simply choose a month in question and select 
     Generate report.

Direct Currency Conversion invoices

Direct Currency Conversion (DCC) lets your customers pay in the currency of their 
choice (not available with eCommerce). 

For that service, you may earn a commission on each transaction. 

For further details on DCC, see Tyro Help.

To generate a DCC tax invoice, select the DCC Invoices tab, choose a month and then 
select      Generate report.

You tax invoice will be generated for the month in question.

Tyro Payments Limited
ABN 49 103 575 042

Level 1, 155 Clarence St
Sydney NSW 2000

P 1300 108 976
www.tyro.com

Page 2 of 2If you need any assistance with the content of this document please call Tyro 
Customer Support on 1300 108 976 or email cs@tyro.com

IInnvvooiiccee  NNoo::  5588999933220022110044
11  MMaayy  22002211

FashionRetail
1234 Garden Street
Green Gardens, NSW 2000

EEFFTTPPOOSS  mmaacchhiinnee  ffeeee  ssuummmmaarryy  ffoorr  AApprriill  22002211

RReenntteedd  EEFFTTPPOOSS  mmaacchhiinneess OOwwnneedd  EEFFTTPPOOSS  mmaacchhiinneess
SSuubbttoottaall

1 $0 0 $0

TToottaall $$00..0000

https://help.tyro.com/s/article/What-is-Dynamic-Currency-Conversion-DCC
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We provide a number of downloadable forms that you may require at some point 
when there are material changes that you are considering regarding your service 
with Tyro.

The hosted forms allow you to:
•	Request for an additional site to be added to an account
•	Update your company details
•	Update your personal details
•	Request a direct debit
•	Review the direct debit terms and conditions
•	Add a new signing authority to your account
•	Request Dynamic Currency Conversion (DCC)
•	Read information on DCC
•	Request a chargeback for a MOTO transaction
•	Order EFTPOS machine accessories by using a purchase order
•	Request an EFTPOS machine swap-out

Simply download and follow the instructions on each form to complete the process.

Manage users

When creating your EFTPOS and/or eCommerce account, Tyro will have sent the 
signatory on file “System Administrator” credentials for the Tyro Portal.

The System Administrator role provides full rights for the EFTPOS/ eCommerce 
account on the Tyro Portal, which includes user management and administration.

The Tyro Portal supports the creation of users who can be: 
•	A “Manager”: full access to Tyro Portal except for user management
•	An “EFTPOS Machine User”: basic report access, and paper ordering 
•	An “Account Finance Manager”: full access to the Tyro Portal except for user

management, and surcharge editing.

Forms Self-service
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To create and manage these users, begin at the User Management page by clicking 
on the       Self-service > Users.

To manage an existing user, simply select Edit for the username in the user table.

There are three functions that can be performed when updating an existing user: 
•	Update the name or role of the user 
•	Reset password: this will send a new system generated password to the users’

registered email 
•	Delete the user: to delete this user permanently. 

Note: that “System Administrator” roles cannot be updated or deleted by any user. If 
these need to be altered or deleted, please contact Customer Support.

Roles and their access rights are as follows:

Roles and their access rights are as follows:

To add users and to assign roles, see “Self Service”.

Roles

Tasks System 
Administrator Manager

EFTPOS 
Machine 

User

Account 
Finance 

Manager

View cost reports

Access all forms

View / run daily terminal reports

View / run reconciliation reports

View / run location reports

View / run Amex  
reconciliation reports

View / run transactions reports

Self-service – view / create users

Self-service - surcharging View only View only

Self-service – order  
terminal paper
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Add a new user

From the Users page, new users can be created.

Surcharging 

All Bendigo Bank EFTPOS powered by Tyro machines have a dynamic surcharging 
functionality that can automatically add a surcharge amount to the sales amount – 
when enabled. Surcharging is not available for eCommerce.

The Surcharging rate will be indicated on the EFTPOS machine at the moment of the 
sale so you and your customers are well informed.

While Tyro will calculate your costs of acceptance from the previous 12 months, it 
is at your discretion to calculate your permitted surcharge on your own, keeping in 
mind that it is best to stay within the indicated percentage to avoid breaching the 
RBA acceptable surcharging rates.

If you surcharge, you should also ensure that you display clear signage to your 
customers on the surcharge rates that you have applied.

Click the       Add new user link.

When adding the new user, a unique username (which must be a valid email 
address) must be specified. The new user’s access rights must also be selected. 

Click the       Add new user button to create the user. A system-generated password 
will be sent to the user via their email address for validation. Make sure that any 
email communications from Tyro does not direct into the “Junk Mail” folder.

To access and set surcharge rates, navigate to Self-Service > Surcharges.

To edit surcharge rates, turn surcharging on using “Turn surcharging on”.
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To edit your surcharge rate, select “Edit rates“.

When you have decided what rate(s) will best suit your business, manually adjust 
the amount in the “applied rate” column.

You can also choose to use the indicated rates and whether to include the EFTPOS 
machine rental fee in the surcharging calculation. Simply toggle this on or off 
depending on your preferences.

When finished – select “Enable surcharges”.

Note: Surcharge changes may take up to an hour to process and to be enabled on 
your EFTPOS machine(s).

You can also obtain a report on your surcharges that you have selected and the 
recouped costs due of the surcharge rates you have set.

For more details on surcharging, please refer to Tyro Help:
https://help.tyro.com/s/search/All/Home/surcharging

https://help.tyro.com/s/search/All/Home/surcharging
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Paper roll ordering 

You can now order paper through the Tyro Portal. Select the amount of paper  
you would like for each machine. Note there is a limit of 10 boxes per order per  
machine type.

After selecting the amounts of paper roll you require, select “Checkout”.

You can nominate a different address to have the paper order sent to other than your 
business location - all you need to do is enter the delivery details in the space provided. 

After you are done, select “Confirm Order”.
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Settlement Configuration 

You have two options on how you would like to identify your settlements in your bank 
account. 

You can receive your settlement from all your locations under your MID as a single 
settlement or you can choose to have multiple settlements into your settlement 
account identified based on location.

Settlement by location

To change your settlement to “by-location” settlements, simply select “Settle per 
location” on the top right.

Specify the bank deposit text that easily identifies the location and select “Update”.

Settlement by Merchant ID

To settle by Merchant ID, select “Settle per Merchant ID”. All your settlements will be 
deposited into your account as a single settlement regardless of location.
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If you manage a number of Bendigo Bank Merchant IDs (MIDs), either in conjunction 
with Tyro MIDs or Bendigo Bank only, or you manage a corporate or merchant 
group – you can request a “group view” from Tyro Customer Support. The feature 
will appear enabled with a “Group Home” option on the left menu. If there is 
no “Group Home” option – please contact Tyro Customer Support for setup and 
enablement.

With a group view, the Manager can view a number of MIDs under management – 
and generate corresponding reports for a cluster of MIDs. The Manager can view 
each MID individually, or obtain a group report.

As an example, selecting a group daily transaction report, grouped by business, and 
split by card type, produces the following:

Group reporting
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We hope you find Tyro’s Portal easy to use and navigate. If you have any questions 
or require help with the Tyro Portal, please contact our 24/7 Australian-based 
Customer Support team on 1300 108 976 option 1.

24/7 Local Support 

Bendigo Bank EFTPOS and eCommerce powered by Tyro is issued by Tyro Payments Limited ACN 103 575 042 AFSL 471951 (Tyro).  
As Tyro does not take into account your personal circumstances, please consider if these products are suitable for you. You can 
contact Tyro on 1300 108 976 or tyro.com and access Tyro’s dispute resolution process at tyro.com/complaint-resolution-process/.
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