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LANDING PAGE

When logging into the Online Invoice and Payment Center website, you will be directed to a page with two

options:
Registered Users - Log In
Registered Users - Log in Pzt e
« Registered Users who have forgotten their User Name can request assistance by e
clicking on Forgot User Name.
« Registered Users who have forgotten their Password can request assistance by
clicking on Forgot Password.

Mot Registered? Register Now

. . Registered User Benefits
Not Registered? Register Now Py your il nlne.- i checks or siams

24 hour access o statements
Go green - save paper and the environment

« Register for access to the Online Invoice and Payment Center by clicking Register.

NEW USER ACCOUNT REGISTRATION

Complete Registration Form

All sections of the registration Register for estatements
form must be completed, including | wmirocse [ Jo

acce tln the terms and Conditions Enter your biller code 25 it 2ppears on your bill
ping Customernumber [ @ Enroliment Token [ |©

of the Online Invoice and Payment | ... ... sccer sumser s s sopews onveur o1 o moaarm b T ST o o i s M el F AT
Center. — Password Queston thers miéer ame 5]
password I Password Answer | o
Confirm Password l:l (1] We will use this to confirm your identity if you forget your password

Password must be at least 7 characters and include a number and an upper case letter

This is the address we will use for notifications about your account

View the terms and conditions of this site

[] T have read, understand, and agree to the Terms and Conditions of this site

[ megster | [ canca |

« Biller Code - four digit code located on the bottom left corner of your invoice.
Biller: 0000 Token: Y2S4PDNF

o  Customer Number - a six-seven digit number located in the Remittance Section on your invoice.

Remittance Section

Invoice Number: 4123456
Customer Number: 543210
Contract Number(s): 001-0123456-103
Past Due Amount: $0.00
Total Amount Due: $8,336.90

«  Enrollment Token - a unique eight digit code located on the bottom left corner of your invoice.

Biller: 0000 Token: Y254PDNF

o User Name - a user name selected by you. Must be at least three characters.

o Password - selected passwords must be at least 7 characters and include a Number and an upper case letter.

« Password Question - select a challenge question from the list.

« Password Answer - enter your answer to the challenge question from above.

o Email Address - enter an email address that will be associated with your account. This must be a valid email address,
as a validation email will be sent to this address.

o Terms and Conditions - terms and conditions of the site must be accepted prior to registering.
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Registration Confirmation

Once you click Register, you will receive an online notification that registration was completed successfully.

Registration Successful

You have Iy istered for e 1ts.

You will receive an activation email shortly. The activation email is our way of confirming that we have the correct email address on file
Click on the activation link in the email to complete your enrcliment, then log in using your user name and password.

Welcome to eStatements!

Return to Home Page

Activation E-Mail

You will receive an activation e-mail with a link to complete your enrollment process.

You are required to click the link “Click here to activate” from your email. If you do not click the link, your account

will not be activated. If you attempt to log in before activating your account, you will get the error message “Invalid
Login Attempt”.

Account Activity
You have successfully registered for ABC Company eBill.
Click here to activate: By activating this online account you are

consenting to receive invoices electronically and paper invoices will no
longer be mailed fo you.

Your registered username is TestUser01. Please use the password you
created in the registration process to log in. Thank you for enrolling in
eBill through our Online Invoice and Payment Center.

ABC Company

Customer Service Phone: 388.688.8588

[

Account Activation

After clicking the link provided in the email, you will receive the following message indicating that your account was
successfully activated.

| Account Activation

Your online account has been successfully activated.

You can log in with the User Name and password you created when you registered.

Return to Home Page

At any time during the registration process or if you cannot locate the activation email, please contact the Customer
Service phone number shown on your invoice.

By registering for this online account you are consenting to receive invoices electronically and paper invoices will no
longer be mailed to you.
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REGISTERED USER LOG IN

Logging Into Your Account

To login to your account, simply enter your user name and password at the landing page and click Log In.
You will be redirected to the Online Invoice and Payment Center home page with your account summary.

Registered Users - Log In

User Name

Password

Forgot User Name Forgot Password

Forgot User Name

If you have forgotten your user name, click the Forgot User Name link below the log in button.

‘ Forgot User Name |

Enter your account number below

Return to Home Page

Enter your Biller Code (found on the bottom left corner of your invoice).
Biller: 0000 Token: Y2S4PDNF

Enter your Customer Number (found on the top right corner of your invoice).

Remittance Section

Invoice Number: 4123456
Customer Number: 543210
Contract Number(s): 001-0123456-103
Past Due Amount: $0.00
Total Amount Due: $8,336.90

You will be presented with a confirmation screen indicating that the User Name has been emailed to the email address
on file. You will receive an email providing your User Name.

ABC COMPANIES
Account Activity

If you have any questions, please contact Customer
Service.

ABC COMPANIES
Customer Service Phone: XOCOCXOO-X000K
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Forgot Password

If you have forgotten your Password, click the Forgot Password link below the Log In button.
Enter your User Name and click Submit.

| Forgot Password ‘

We can reset your password once we verify your identity

Please enter your User Name below

You will then be presented with your challenge question that you chose when registering to use the site.
Enter the answer to your challenge question and click Submit. The system will generate a temporary password that will
be emailed to the email address on file.

Forgot Password

Please provide your answer below

Mother's maiden name

Answer

You will receive your temporary password in an email.
Click the link provided in your email and enter your User Name and Temporary Password. Upon logging into the
Online Invoice and Payment Center, you will be required to change your password.

ABC COMPANIES

Account Activity

The password for user has been reset. The new password
is Password1. You must use this password to access the

site. Please log in at .« R

You will be required to change the password the first time
you log in.

ABC COMPANIES

Customer Service Phone: XXXX-XXX-XXXX

Enter the Temporary Password from the email and setup a new password. Your password must be at least 7 characters
and include a Number and an upper case letter.

Password Change Required

You are required to change your password before continuing

Password must be at least 7 characters and include a number and an upper case letter

Temporary Password |

New Password

Enter a valid new password and click OK. You will receive confirmation of the password change and may now return to
the Home Page to login.
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WEBSITE NAVIGATION

Menu Bar

The menu bar is accessible from all pages and is located on the left hand side of the screen.

£+ My Account

Account Summary
Statement History
Settings

Change Password

S Payments

Make a Payment
Payment History
Payment Accounts

[® Help

User Guide
Change Of Address Form

= Log Off

I

Account Summary

Account Summary:
Statement History:
Settings:

Make a Payment:
Payment History:
Payment Accounts:
User Guide:
Change of Address
Form:

Each of these areas will be

Returns you to the home page

Review your invoices for the past twelve (12) months

Allows you to update your email address and change what email
notifications you get from the Online Invoice and Payment Center
Schedule payments on your account

Review payments posted to your account

Setup a bank account to make payments

Online Payment Portal user guide

Change of Address Form is necessary to change your physical, billing
or equipment addresses

described more in their sections later in this user guide.

Upon logging in to the Online Invoice and Payment Center, the site brings you to the Account Summary page by default.

Account Summary

User Name ABC Customer
Last Payment

Total Amount Due  $4,334.40

$1,866.00 on 03-08-2017

Customer Number Account Name

L b 2 S 18

Autopay Enabled URL

L i)

Invoice Number Autopay

Account Details

v 123456 ABC COMPANY, INC.

Contract# Description
001-1234567-000  WIDGET

001-1234567-000 WIDGET

FY
1234567 Configure No View Statement

Balance as of Due Date

Scheduled Payment Amount Paid  Amount Due

3/12/2017 $602.40

3/13/2017

4/1/2017  None
4/2/2017  None

$0.00

$0.00 $3,732.00

% Create Filter

On the Account Details page, you will find the following details about your account:

Customer Number:
Account Name:
Invoice Number:
Configure Autopay:

Autopay Status:
View Statement:
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The Customer Number assigned to your account.

The legal name reflected on your account.

The most recent invoice number generated on your account.
Allows you to setup recurring AutoPay payments that are
automatically scheduled based on your due date.

Yes means AutoPay is enabled; No means AutoPay is not enabled.
Allows you to view your most recent invoice. Additional invoice
history is available on the Statement History page.



Contract Details

By clicking the arrow to left of your Customer Number, you can expand the section to show a list of your active
Contracts. For each contract, the site will show:

Contract Number: The unique contract number assigned to that lease or loan.
Invoice Description: The description of the equipment as shown on your invoice.
Balance Date: The date of the last invoice or of the last payment, whichever is more current.
Due Date: The due date of the balance due on that contract.
Scheduled Payment: The amount of any scheduled future payments.
Amount Paid: The amount of previous payments against the last invoice balance.

Amount Due: The balance due on that contract as of the last invoice or the last payment date,
whichever is more current.

Statement History

Storage of all invoices that have been generated on your account for the past twelve (12) months under the Statement
History.

Statement History

Customer Number  Date - Type Amount  Due Date Invoice# Name Address

I N 1.3 I S ) — ) v
1234567 03-26-2017 Statement $2,168.30 | 04-15-2017 1234567 ABC COMPANY NAME ATTN: ACCOUNTS PAYABLE fie
1234567 03-12-2017 Statement $1,512.37 04-01-2017 1234567 ABC COMPANY NAME ATTN: ACCOUNTS PAYABLE
1234567 02-23-2017 STATEMENT $2,166.30 03-15-2017 1234567 ABC COMPANY NAME ATTN: ACCOUNTS PAYABLE ew
1234567 02-09-2017 STATEMENT $1,512.37 | 03-01-2017 1234567 ABC COMPANY NAME ATTN: ACCOUNTS PAYABLE ew
1234567 01-26-2017 STATEMENT $2,166.30 | 02-15-2017 1234567 ABC COMPANY NAME ATTN: ACCOUNTS PAYABLE fiew
1234567 01-12-2017 STATEMENT $1,512.37 | 02-01-2017 1234567 ABC COMPANY NAME ATTN: ACCOUNTS PAYABLE
® Create Filter

On the Statement History Page, the following details are provided:

Customer Number: The customer number assigned to your account.
Invoice Date: The date the invoice was generated.
Amount: The amount of the invoice at the time it was generated.
Due Date: The due date of the invoice.

Invoice Number: The unique invoice number of the invoice.

Account Name: The legal name reflected on your account.

Billing Address: The address that invoice would be mailed to if electronic invoice was not enabled.

View: The link to access a PDF copy of the invoice.

The Statement History page allows for filtering to quickly locate the information you are seeking. In any of the filter
boxes, you can enter data to filter the results. For example, if you know the exact invoice number you are looking for,
you can simply enter that invoice number into the box under Invoice Number to filter the results to that specific invoice.

Settings

The Settings page allows you to update your Online Invoice and Payment Center account settings.

Account Settings

Contact Information Notifications

Email Address  email@email.com Account Details Changed By Email
Payment Account Changed By Email

et TAe e Payment Made By Email

b Contect B vooyiahcs Payment Failed By Email

Payment Cancelled By Email

: Paperiess Setting Changed By Email

froies Autopay Setting Changed By Email
Edit Notifications

Send Paper Bill  No

Edit Paperless Setting
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Update Email Address

To update your email address, click on Edit Contact Information.

Change Email Address

Enter your new email address below

For security reasons you must also enter your password

o

Enter your new email address, enter your account password, and hit submit.

Change Email Address

Your email address change is pending
You will receive an activation email at the new email address
Your email address will be updated when you click on the activation link in the email

Return to Settings

You will receive a Change Email Address confirmation.

This activity will generate an email confirmation to the new email address on the account. You are required to click the
link “Click here to activate” in the email sent to your account. If this is not clicked, any future email notifications will not
be successfully sent to the new email address.

ABC COMPANIES

Account Activity

We have received a request to update the email address
on your account. Please click on the link below to
complete the change and activate your new email
address.

Click here to activate

ABC COMPANIES
Customer Service Phone: XXX-XXX-XXXX

This activity will also generate an email confirmation to the previous email address on your account to ensure no one is
fraudulently accessing your account information.

ABC COMPANIES
Account Activity

A request was submitted to change the email address for
your ABC COMPANIES account to:

newemailaddress @xyz. com|

An activation email has been sent to that address. The
change will become effective when the activation link in the
email is clicked.

If you did not make this change, please call us immediately.
ABC COMPANIES

Customer Service Phone: XX X000
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Paperless Billing Settings

By registering for your online account, you have agreed to receive your invoices electronically. In the event that you
want to receive paper invoices, select the radio button next to Send Paper Bills and click update.

Paperless Billing Option

Paperless Billing

(@ Don't send paper bills Q’§ o trent Go Paperless!
It's easy, convenient and absolutely FREE! We'll notify you by email each month when your bill is ready to
trees! view online. No more stamps to worry about and you'll have easy access to past bills.
Q Save trees!

o Benefits of Paperless Billing with eStatements
‘Eé‘ Save the environment!

No llassles: No more paper bills, checks or stamps
* Safe & Secure: Al transactions are processed immediately on our secure servers
* Flexible: Choose automatic monthly payments or a one-time payment

@ Send paper bills Keepigetting papcs; * Accessible View past bills and payment activity (up fo 12 months)
- Aways FREE — We do not charge for this service
cancel Concerned about identity theft? One of the ways to steal your identity is for someone to break into your mail
box or go through your trash and steal your mail. By going paperless, you eliminate the paper bills and you

gain more control of your sensitive documents.

Notification Settings

In this section, you can enable or disable email notifications based on the type of notification.
Notifications Status

Notifications

Account Details Changed Email
Payment Account Changed Email

Payment Made Email
Payment Failed Email
Payment Cancelled Email

Paperless Setting Changed Email
Autopay Setting Changed Email

Update | Cancel |

Account Details Changed: This notification is sent anytime a change is made to your accounts through the Online
Invoice and Payment Center.
Payment Account This notification is sent anytime a payment change is made to your account, such as adding or
Changed: deleting an account from your Payment Accounts.
A notification is sent anytime a payment is made or scheduled. It is important to recognize
Payment Made: that if your account is on AutoPay, you will receive a confirmation on the date that the
payment is scheduled by the AutoPay system.
This notification is sent anytime a payment fails verification through the system.
Payment Failed: This notification is sent anytime a payment is cancelled, either by the user or by the system.
Payment Cancelled: The system may cancel a scheduled payment because the amount due has already been paid.
This notification is sent anytime a change is made to the Paperless Billing Settings to your
Paperless Setting Changed: account.
AutoPay Setting Changed: This notification is sent anytime a change is made to your AutoPay configuration.

Change Password

In this section, you can change your password. To complete this request, you will need to enter your current password
and enter a new password. Passwords must be at least 7 characters and include a number and an upper case letter.

Change Password

Password must be at least 7 characters and include a number and an upper case letter
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PAYMENTS

The make a payment function can be reached either by selecting the tab on the left menu bar or by clicking the button on
the Account Summary screen.

Payment Account Setup

In order to make a payment, you must have a Payment Account setup in the Online Invoice and Payment Center. Add a
bank account on the payment account tab.

Make a Payment

Payment Account | | 'lo No payment accounts are available

Click here to manage your Payment Accounts

Payment Date 4/13/2017 []

Total Payments $0.00

e e

Transactions submitted after 2:00 pm EST will be processed on the next business day.

Otherwise, you will get a warning indicating “No payment accounts are available”. You can reach the Payment Accounts

setup functionality either by selecting that tab on the left menu bar or by clicking the “Click here to manage your
Payment Accounts” hyperlink provided.

Scheduling a Payment

Once you have a Payment Account setup, you will have the option to make a same day payment or to schedule a
payment for a future date.

Make a Payment

Payment Account |1 Checking (***2964) - ‘s:\ecﬂnvmcas‘rw?ay
Pomeone [sr0r007 [

Total Payments  $0.00

Amount Due  Amount To Pay

:
O 12345677 1234567 111-1234567-999 4/15/2017 $2,168.30.

1. Select the Payment Account that you wish to utilize to make the payment.
2. Select the Payment Date that you wish to make the payment on. This date can be any date from today into the future.

Note: No payments are processed on weekends or banking holidays. Additionally, all payments submitted after 2:00
PM EST will be processed on the next business day.

Select Invoices To Pay

Pay Customer Number 4 Invoice Number 4 Contract Number

4 Due Date Amount Due  Amount To Pay

¥ 12345677 1234567 111-1234567-999 4/1/2017 $1,512.37 |$1,512.37
[¥] 12345677 1234567 111-1234567-999 4/15/2017 $2,168.30 |$2,168.30 l

3. Select the contract(s) to remit payment to by using the radio buttons in the first column.
4. Confirm the Amount to Pay in the amount to pay box on the right. Please note that you cannot enter an amount
greater than the amount due for each specific invoice, but you can select an amount less than the amount due.

5. Confirm the Total Payments Amount that results from the contracts selected. This is the amount of the total
payment you are entering.

Late Payment Warning
he payment date is after the due date for at least one
invoice.
[] 1 understand that if I continue I may incur late charge:
You must check the box to continue

Online Invoice and Payment Center - User Guide 4.2017
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6. Click Next. If any amount is past the due date, a notice indicating that a late fee may incur by making the selected
payment after its due date.
7. Acknowledge the potential for late fees or change your payment date for your scheduled payment. Click Next.

8. Acknowledge your agreement with the Payment Terms and Conditions and then click Confirm.

9. Payment Confirmation is provided to confirm the same day payment. If this payment was a scheduled payment for a
future date, no confirmation number would appear.

Make a Payment

Payment Confirmation
Your payment was SL.CCESSfLIEI'f' processed

Transaction Amount $3,047.79

Payment Date 02-28-2017

Payment Account Checking (***0000)
Cenfirmation Number 510322408

Payment History

The Payment History section provides a list of all payments remitted on your account. This list includes payments that
were processed through the Online Invoice and Payment Center, as well as other direct payment methods.

Payment History

Customer Number  Payment Date ~ Amount Payment Account  Status Autherization Code  Mode Action

v 1234567 03-10-2017 $1,234.56 [ Approved Import

Invoice®  Contract# Amount Customer Number

12345678 000-01234567-333 $2,477.58 123456

» 1234567 01-10-2017 $1,234.56 5 Approved Import

> 1234567 01-10-2017 $1,234.56 | Approved Import

[F] Export

Customer Number: The Customer Number assigned to your account.
Payment Date: The date the payment was posted to your account.
Amount: The amount of the payment.
Payment Account: The account used to make payment with. This is only available if the payment was made on

the Online Invoice and Payment Center.

Status: The shows if a payment was approved or rejected for any reason after it was submitted.

Authorization Code: The system generated information relating to your payment. This is only available if the

payment was made on the Online Invoice and Payment Center.

Mode: This indicates whether the payment was processed through the Online Invoice and Payment
Portal (User) or if it was processed via an outside system or any other payment directly
remitted to your finance company (Import).

Clicking on the arrow to the left of the customer number on each payment allows you to see which invoices and/or
contracts the payment was applied to.

Additionally, the Payment History section allows you to export all payments to Excel. To do this, click the Export button
on the bottom left of the Payment History box. This will open up the payments in Excel.
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Payment Accounts

The payment accounts section provides for entry of your bank account information, which is necessary in order to make
or schedule a payment or to configure AutoPay.

Payment Accounts

Type Nick Name Account Holder Last4 Expires

You don't have any payment accounts available

Click "Add Payment Account" to add a payment account

Add Payment Account

Adding a Payment Account

To add a new payment account, click Add Payment Account. This will generate a pop-up window within your browser
to add a bank account.

Add Payment Account

Bank Account

Nickname (]
Your description for this account, for example "Personal Checking™

Accountholder Name [:]
Account Type Checking

Routing/Transit Number & (! ]

Account Number @ o

Add Payment Account

Nickname: Name you choose that assists you in remembering which bank account you have registered.
Note: The bank account number will be hidden once you add the account, so the Nickname is
helpful in allowing you to remember what account you are utilizing.
Account Holder Name: Enter the exact name as it appears on your bank account.
Account Type: Select whether the account is a checking or savings account.
Routing / Transit Number: Enter the nine (9) digit routing number for your bank.
Account Number: Enter the account number for your bank account that you are registering to make payments with.

NAME LASTNAME
Street Address
City, State 00000-0000

DATE

PAY TO THE $
ORDER OF

DOLLARS

FOR

12 L2a0L 288 20 9EA7L2LEAL 00LA 3

| |
Routing Account
Number Number

After inputting the information, click Add Payment Account. The system will attempt to verify that the information you
entered is valid. You will receive a confirmation indicating that the payment account has been added.

When you close the Add Payment Account pop-up, the system will take you to the Payment Accounts screen. You will now
see the account that was just added.

You can now either return to Make a Payment or add additional accounts. They system allows you to have multiple payment
accounts. Each time you schedule a payment or setup AutoPay, you will need to select the corresponding payment account.
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Editing a Payment Account

In order to make changes to the payment account, you must delete the existing account information and then Add
Payment Account with the correct information.

Payment Accounts

Type Nick Name Account Holder Last 4 Expires
I~ Checking Account | Checking ABC Company 1234 Delete

To delete your payment account, choose the payment account from the list and select the Delete hyperlink next to that
account. You will be presented with a confirmation screen confirming that you want to delete the requested payment
account.

Delete Payment Account

Please confirm that you want to delete this payment account

Payment Account Checking
Account Type Bank Account - Checking

[

By clicking Delete, the account will be deleted from the Online Invoice and Payment Center. The account will no longer
appear on the Payment Accounts page.

CHANGE OF ADDRESS

To change the billing, shipping or equipment location address, fill out the Change of Address form located here. The
form must be signed by the authorized signor on your account prior to returning it to customer service.

For assistance with the Change of Address Form, please contact Customer Service.

For assistance with your account or with the site, please contact Customer Service.
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