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Welcome to the Merchant Center 
 

Please read these easy to follow instructions for using the Merchant Center and its many tools. 

 

Note: Please use the Contact Us link, located at the bottom of each page, to alert us of any support 

issues concerning your account. To suggest changes to your advertising program go to My Ads. 

 

 

Getting Your Password 
All users will be required to register for an account prior to accessing the Merchant Center.  The user will 
enter their First Name, Last Name and Email Address to register for an account. The email address will 
be compared to existing contact information in the system. 
 

 Upon a successful match the user is presented with the following message:  
ñThank you for registering for access to your online account center. An email has been sent to the 
email address provided with your login name and password.ñ 

 

 An email is sent to the email address on file, with a temporary password. The user will be 
prompted to change their password once they successfully login to the Merchant Center. 
 

 

Login to the Merchant Center using your e-mail address and temporary password then click Login. 

 

 

Once inside, you will immediately be 

prompted to change your password 

in order to keep your information 

private. 

 

If an error is returned, please contact 
your sales representative. 

 

 



Home 
 

The Home page now includes an Account Summary Dashboard which allows you to view a summary of 

your available reports. Along the left side of the page are several menu options which allow you to access 

the following sections:  

 

 

 

Home displays your account summary 

Dashboard for the selected campaign. 

 

Reports gives you access to valuable 

reporting tools that track the performance of 

your campaign.  

Note: Reports in this guide may vary slightly 

within your view of the Merchant Center. 

 

My Ads is a tool that allows you to suggest 

changes to your advertising. 

 

Account Preferences allows you to change 

your password. 

 

My Emails allows you to access your 

monthly and welcome e-mails. 

 

 

 

 

Account Preferences  

Change Password 
You can change your password at anytime. To change your password, enter your current password in the 

space provided, and then enter your new password twice in the spaces provided. 

 

 

Click Save to submit the 
change. 
 
 
Note: Passwords must be 

at least 6 characters in 

length and cannot be the 

same as your user login. 

 

 

 

 



My Emails 
 

My E-mails is a personal archive of the e-mail reports that weôve sent you (i.e. Welcome E-mail, Monthly 

Reporting, and Contract Live). From here itôs easy to view, sort and keep track of your e-mails. Click on 

From, Subject or Received in order to sort the e-mails.  

 

To view an email simply click on the ñViewò button on the right side of the email list. 

 

 



My Ads 
 

My Ads is an interactive tool used to review your advertising elements and suggest changes to your 
Geographic Market Areas and your campaign Keywords. 
 
 

 

 

 

 

Note: We reserve 

the right to review 

all suggested 

changes to comply 

with strict search 

engine guidelines.  

 

 

 

Accepted changes 

should appear 

within 3-5 

business days. 



 

Geographic Market Areas 
A geographic market area is the name of a city, state, region, neighborhood, or grouping of locations that 

identifies your businessô service area. A good list of geographic market areas should include all of the 

areas that your business serves.  

 

Use this tool to suggest changes to your geographic market areas.  

 

From the My Ads page, click 

ñSuggest Changesò and ñAdd 

Newò then enter as many new 

geographic modifiers as you wish, 

one per line.  

 

Or, to update an existing market 

area, simple click on the word and 

you will be prompted for your 

updates. 

 

Click Save when finished, you will 

be returned to the My Ads home 

page where you can click Submit 

All Changes to complete the 

process. 

 

 

 

 

 

Example:  

Do you notice a town in your service area missing from this list? Let us know by adding it here. When 

your ad goes to the search engines, these location names (called geo modifiers) will be joined with your 

keywords. For example, if your service areas are Memphis and West Memphis, and among your 

keywords is ñplumber,ò three keywords will be produced: ñplumber,ò ñMemphis plumber,ò and ñWest 

Memphis plumber.ò 

 



 

Keywords 
Use this tool to make suggested changes to your keywords. When you add keywords, geographic market 

area modifiers will be joined with the keywords when the ad goes to the search engines, so you donôt 

need market area names in your keywords. 

 

 

Click on a keyword to 

delete or update it. 

 

Or, click Add New and 

enter new keywords.  

 

Click Save when finished, 

you will be returned to the 

My Ads home page where 

you can click Submit All 

Changes to complete the 

process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Helpful tips: 

 When suggesting keywords like ñfreeò and ñnoò you must modify words related to your business. 

For example, if you own a nursery and give away a plant with every purchase, ñfree seedlingsò is 

a more effective keyword. 

 

 Itôs common to see frequently misspelled words among your keywords, as they match the 

misspellings that are commonly made by search engine users. 

 



 

Reports 
 
The report data is representative of your account activity based on available data. In some rare cases, the 
click totals in the chart may not match the clicks in your monthly e-mail report due to delayed or missing 
data not received yet from our search engines partners. 
 
 

Note: As clicks are a consumer driven behavior, periods of high activity and low activity will be clearly 

charted. Periods of high consumer demand may be followed by periods of low activity or nothing at all, as 

we manage your account to accelerate or decelerate toward your contract click total. 

 

Campaign Overview & Campaign Detail 
The graph shows daily click activity for the selected campaign. The table breaks down the activity into 

four summary segments; Last 7 days, Current Period (i.e. Last 30 days), Previous Period (i.e. Prior 30 

days) and Total Campaign to date.  Each segment is linked to detailed reports. 

 

 

 

Click on one of the 
predefined Activity 
Date Ranges to view 
the detail for that 
period. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
The report can be re-
sorted by any column 
within the report by 
clicking on the title 
for the column. 
 
When available, 
additional detail for 
Emails and Clicks 
can be viewed by 
clicking the View 
Connection Detail 
link.



 

Search Engine Activity 
The pie chart shows the percentage of search engine activity by provider. The table provides the number 

of Impressions, Clicks, CTR (Click Thru Rate) and % of total activity by Search Engine. 

. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


