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Enrollment Screen

Sign In To Your Account

Imagine if you can manage all your bills ONLINE? (
‘ pserl-lame

Password

Remember My User Name

Forgot Your User Name?
Forgot Your Password? -

ZENN

— Need an Account?

Online Billing delivers your bills to you
electronically and allows you to view all bill history for the account

Make A One Time Payment
View and pay ‘{} Your account is Q Access Paying your bill online is easy. Use your bank account to
.

your bills online always protected anywhere make a one time payment.

Enroll in Invoice Gateway

1. Click the Sign up Now button to begin the enrollment process

* TIP - The first person to enroll in the account will be considered the Admin for their account

2. Locate your Enrollment token printed on your bill. Example below:

** TIP - Every bill is designed differently, your account number and enrollment token may look

different
0
& http://superi ly.billtrust.
V92 GO PAPERLESS! | SRR - oo
.ﬂ = Receive your invoices faster and help save _ 512158-31064
& “ aQ the environment by enrolling in our online
W= service. See enroliment details to the right. HHP JKL LNB

www.Billtrust.com
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3. Enter information including your name, account number, enrollment token, email address, user

name, password, and security questions and answers

« TIP —The email address you enter will be sent an email with confirmation link. Therefore;

you must have access to this email to complete the enrollment process

4. Read the subscriber agreement and check the box to acknowledge you have completed reading the

agreement

5. Click the Sign Up button
6. A confirmation email will be sent to the address provided. You must click this link to complete the
enrollment process

MName:

Account Number:

Enroliment Token

User Name

Password:

Confirm Password:

Email Address:

Security Question 1

Answer 1:

Security Cuestion 2

Answer 2

Security Question 3

Answer 3:

Sign Up With Invoice Gateway

Already Have an Account?

Signin

*All fields are required unless otherwise indicated as “optional”

Bill Trust

123456789

KYZHDDYWA

BTrust

birust@billtrust.com

What is your favorite hobby?

Sending bills

What street did you live on when y.

American Metro

What is your favorite spor to watch?

Foothall

¥l | agree to the Subscriber Agreement

www.Billtrust.com
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Screenshot After Enrollment Process

You are not done yet! You must activate your account first.

An email has been sent to btrust@billtrust.com.

Once you receive the email, follow the instructions in it to activate your account. Once you activate the account, you can now
sign in to Online Billing and access your bills.

Mote: If you cannot find the activation email, check your filters and spam settings to make sure that it was not blocked.

Return to Sign In

Example Activation Email

Invoice Gateway Activation inbox  x
support@billtrust.com
to me |~
Thank you for enrolling for Invoice Gateway with Superior Supply. Must click this link to
. ' ) ) complete enrolliment
To activate your Invoice Gateway account, please click the below link. process

If you cannot click this link, you should copy and paste this entire link
into your browser or AOL address box and press enter.

https://secure billtrust.com/superiorsupplyl/ig/activate.php?t=123456789HIHQRLGOQNHHJHVDOG

Sign In

www.Billtrust.com
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1. After you are enrolled, enter your user name and password to sign in to Invoice Gateway. You can
retrieve your username or password if

forgotten by clicking the appropriate
links Sign In To Your Account

btrust

[Tl Remember My User Mame

Forgot Your User Mame?
Forgot Your Password?

One Time Payment

1. One time payment allows you to make
payments online without logging in
Invoice Gateway

Make A One Time Payment
Paying your bill online is easy. Use your bank account or

a. TIP—Itis up to the vendor if credit card to make a one time payment.
they accept Bank Account

(ACH), Credit Card, or both

Pay

Make a One Time Payment
1. Click the Pay button
2. Enter your payment details and click
Next
3. Review payment details and click Authorize

4. Your payment is now scheduled E R "

Review Your Payment Details

Customer Number 10811

Amount To Pay: §1,000 00

Bank Name:- XYZ Bank

Name On Account: Bill Trust

Routing Number: 123123123

Bank Account Mumber: 1212

Email Address- btrust@billtrust com

By clicking ‘Authorize’, you acknowledge that you have read and agree
to the Subscriber Agreement for this payment

ERETs

Cancel

www.Billtrust.com
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a. Click Print Confirmation to print a receipt

B a v

Payment Details Authorization Confirmation

Enter Your Payment Details

Paying your bill online is easy. Use your bank account or credit card to make a one time payment.

Customer Number: 123456789
Amount To Pay: 1000.00
Note:
{optional)
=| a v
Payment Details Authorization Confirmation

Bank Mam
Name On Your Payment Confirmation
W Routin Your payment has been scheduled. 3= Print Confirmation
Bank Acc Confirmation number. 9272261354534

Customer Number: 123456789
Retype Ad

Amount To Pay: $1.000.00
Email Acd Bank MName: XYZ Bank

Name On Account: Bill Trust

Routing Mumber: 123123123

Bank Account Number: 1212

Email Address: btrust@billtrust.com

Home Page

After you sign into your account, you will be
taken to the main page. This is where you can
view your Open and Closed Bills, Payment
History, and Settings. You will also be able to
select open invoices to pay, make a payment
against the account (configurable option), print
selected bills, download and move selected bills
to the closed tab.

www.Billtrust.com
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Closed (D Payment History £ settings JohnDoe § ~

ey .
$58,209.64

] PDF Mote Group ~ Invoice # ~ PO Number ~ InvDate ~ Due Date ~ Inv Amt ~ Disc Amt ~ Disc Date ~ Paid Onling ~ OpenBalance  ~ Ship Addr ~ Dnid ~

Oog
&

B ~ Default Group F977823 P60200690001 08/13/2013 10/12/2013 5435 5435 SHIRLEY GREEN...

&]
a

Default Group F977824 W71160620101 081372013 10/12/2013 6728 67.28 ANNE OVERHOL

=]

Default Group F977825 W71163820001 08/13/2013 10/12/2013 6704 67.04 FRAN PETERSO

(=]

Default Group F977826 W71169590101 08/13/2013 10/12/2013 4349 . X 43.49 WILLIAM S PRIC...

=]

Default Group Fo77827 W71172000001 08/13/2013 10/12/2013 51563 5163 DEAN WILLIAMS ..

Default Group F977828 W71174260001 08/13/2013 10/12/2013 6140 6140 NEIL CHAMBERS

=]

Default Group F977829 W71176950001 08/13/2013 10/12/2013 67.28 67.28 JO MAXEY 10253

o

Default Group F977830 W71177050002 08/13/2013 10/12/2013 6140 . X 61.40 DAMA LONG 114...

=]

Default Group Fo77831 W71179640001 08/13/2013 10/12/2013 4349 43.49 STEVE SIMMON...

o

Default Group F977832 W71186230101 08/13/2013 10/12/2013 6610 66.10 BOBBI SACKOS |

=l
al
l
al
O @
al
)
al
=l
al

=]

Default Group F977833 W71188980001 08/13/2013 10/12/2013 4349 4349 STANLEY ZUBE

o
E
a2

Default Group F977834 W71205260101 08/13/2013 10/12/2013 4349 . X 43.49 CURTISS BOHAL..

Total Documents: 373 (0 selected) (USD) Total Amount: $0.00
e -

Subscriver Agreement Contact

Search/Filter/Sort Bills

. - |, . . Invoice # |;|PO MNumber « Inv Date ~ Due Date -
1. Click the icon in the appropriate
column F977823 PGE0200630001 08/13/2013 10/12/2013
. .. F977824 W71160620101 08/13/2013 10/12/2013
2. Enter search criteria in the drop
down menu Fa77825 W71163820001 08/13/2013 10/12/2013

a. Columns have different
filtering criteria

~.
- PO Number - InvDate 1' Due Date - i Smallestto Largest
PB020] | 5ot Earliest to Latest 10/12/2013 1 Largestto Smallest
Sort Latest to Earliest
wriigd 1 10/12/2013 q I Search
Wr1g @ m 10/12/2013
writd © Lest?Dass 10122013 Reset Apply
(@ Last 30 Days
W71 @ Last a0 Days 1012/2013

WIT] @ From: | mmicamy 10/12/2013 1 sotAtoz
WT11] To: | mmiddiyy 101212013 1 SonzZtoA
W711] 10/12/2013 I

10M12/2013

10/12/2013

View a Copy of Your Bill

[
1. Click the m] icon on the line of the bill you wish to view

Add a Note

www.Billtrust.com
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1. Click the Lo icon
2. Type your note in the pop up box
3. Click Save
**» TIP —These notes are only viewable in Invoice Gateway. Your vendor will not receive a
notification of these messages

Add New Note

This note is for your reference only and is not visible to Superior Supply.
Invoice Number: F977823
Invoice Date: 08/13/2013

MNote:

This is an example of a nate

Note: Comments are not shared with Superior Supply and can only be viewed within your

account.
Cancel Save

4. The number in the comment box will now change to “1” meaning one comment has been made. The
number will increase/decrease as comments are created/deleted

5. Clickthe ™ icon to view the

note(s)

|| PDF Note Dispute Group ~ Invoice # ~ PO Number = InvDate -

O 5 EM~ % DefaultGroup F977823 PB0200690... 08/13/2013

[x] 09262013 | [BTRUST | | [Thisis an example of a note.

Click to delete User name of person that Comment text
comment wrote comment

Total Balance
1. The total balance will populate the total amount of all open invoices

www.Billtrust.com
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< TIP - Statement balances are not included in the total balance amount

Closed G Payment History £ settings

SR & WovetoToser

PDF MNote Group Invoice # « PO Number ~ Inv Date + Due Date
a W@ ~ Default Group Fa77823 PE0200630001 08/13/2013 10/12/2013
am P Default Group Fav7624 W71160620101 08/13/2013 10/12/2013

o A Default Group Fa77825 WT1163620001 08/13/2013 10/12/2013

Total Amount

1. The total amount in the bottom right corner will populate the total amount of all selected invoices

67 28 JO MAXEY 10253 N
Closed G Payment History
61.40 DANALOMG 114... N
Total Balance: s ices . § Downlo
PDF Note Group + Invoice # ~ POMNumber  ~ InvDa 66.10 BOBBI SACKOS . N
Default Group Fo77823 P60200690001 08/13
43.49 STANLEY ZUBE ... N
Default Group F977824 W71160620101 08/13,
Default Group F977825 W71163820001 0813 43.49 CURTISS BOHAL... N
Default Group F977826 W71169590101  08/13
Default Group Fo77827 W71172000001 0813 —_—_— | (USD) Total Amount: $226.28
Default Group F977828 WT1174260001 0813

Default Group F977829 W71176950001 08/13;

Navigation - FAQ, Sign out, Contact and User Agreement

1. Clickthe ™ icon in the top right corner to access the FAQ page or sigh out of Invoice Gateway

2. The FAQ, Subscriber agreement, and contact information can be found at the bottom of the page

John Doe 1 ;

FAQ
Sign Out

—’ |FAO Subscriber Agreement Contact

pen Balance ~ Ship Addr

www.Billtrust.com
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Making Payments

Pay Individual Invoices

Select the invoice(s)

Click the Pay Invoices button
Select Payment Account

Select Payment Date

Adjust Pay Amt or add
Deduction/Payment (if enabled)

vk wN e

“ Open

Total Balance:
$260,466.21

Closed

== Pay Account

@ Payment History

w M %
m B %
w B %

Payment Details

Authorization

PDF Mote Dispute Group

Default Group
Default Group
Default Group

Default Grou

143590

143590

143590

143530

- ACCO..~ Invoice #

2914419-00

2914419-00

2914419-00

2916036-00

~ PO Number

v

Confirmation

Bank account payments that are made after 3:00 pm Eastern will be scheduled for the next business day.

Payment Amount can
be manually changed by

entering a new amount

in text box
Payment Account: | My Bank Account + Payment Date:  09/27/2013 | Add Deduction/Payment
Account  Invoice # PO# Inv Date Due Date Discount Discount Date Inv Amt Disputed Amt Paid Open Balance Pay Amt
143590 291441900 12/17/12 0.00 01720113 735.36 0.00 0.00 735.36 Jron oo
143590  2916036-00 1211712 0.00 01/2013 15.72 0.00 0.00 1572 1572

(USD) Total Amount: $415.72

Cancel

6. Click the Next button

a. If you are short paying or overpaying an invoice a pop up will appear to input your reason

b. Select reason from dropdown or enter reason in textbox and click Save

Reason

Enter a reason why you are paying an amount that is different than the amount you currently owe.

Reason

I

Invoice # Invoice Amount Pay Amount

2914418-00 335.36 400.00

Cancel

7. Review Payment information and click Authorize to process the payment

www.Billtrust.com
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-] a v
Payment Details Authorization Confirmation

Bank account payments that are made after 3:00 pm Eastarn will be scheduled for the next business day.

Payment Account: My Bank Account Payment Date 0912772013

Account  Invoice # PO# Imv Date Due Date Ovscount Oiscount Date I Amt Disputed Amt Paid Open Balance Pay Amt
143590 291441900 121712 000 020013 73636 000 0.00 73536 400.00
143590 2916036-00 121712 0.00 0120113 1572 000 0.00 %72 1.72

(USD) Total Amount: $415.72

By clicking ‘Authorize’, you acknowledge that you have read and agree to the Subscriber Agreementfor this payment

8. Payment is confirmed
a. Click Print Confirmation link to print receipt of payment
9. Click the Done button to return to Open Invoices

v
Confirmation

Your payment has been scheduled. ¥ Print Confirmation ‘\

Payment Details

Payment Account: My Bank Account Payment Date: 09/27/2013

Confirmation # Account  Invoice # PO# Inv Date Due Date Pay Amount
9272261354556 143530 291441900 1211712 400.00
9272261354556 143590 2916036-00 12117112 1572

(USD) Total Amount: $415.72

+ TIP — A payment confirmation will be emailed to if the setting is enabled. To edit this notification,
go to the Notification Settings option under the Settings tab

ﬂ Open | Closed | @ Payment History ﬁ Settings
Profile Seftings Notification Settings
Manage your account notifications

Receive a notification when a new bill arrives

Payment Setting Attach a PDF copy of the bill

[ Fecsve paymentco o]
% Notification Settings >
Paper Setting

Select whether you want to receive a paper version of your bill.

Receive a paper bill

10

www.Billtrust.com
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Printing, Downloading, and Closing Open Invoices

Print Open Invoices

1. Selectinvoice(s)

2. Click Print button

a. Clicking Print will consolidate all selected invoices into a single PDF that can be easily printed

4} open

Closed

Total Balance:
mm Pay Invoices == Pay Account

@ Payment History

Lk settings

= Mme © CIDSEd

m M
w W~
m W~
w

&
o

PDF MNote Dispute Group

Default Group
Default Group
Default Group

Default Group

-

Invoice # ~ PO Number
53504056.001 18515
53504350.001 1664
53504350.001 1664
53506096.001 HVP-01840

Downloading Multiple Open Invoices for Easy Import

1. Select the invoice(s) you would like to download and click the Download button

Inv Date ~ Due Date

121412 01731113
1211412 01/13/13
1211412 01/13/13

1211412 01/31/13

- Inv Amt

7343

1019.18

1019.18

2456

You can generate a data file containing all the invoices you have selected. The data file will contain your
invoice information which can be used for import directly into your accounting system. Instead of spending
time keying each invoice into your accounting system, you can import the file in just a few steps.

www.Billtrust.com
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2. Choose your preferred download file format. You can select from any of the packages listed in the drop
down below. For example, you can select a PDF file to create a consolidated PDF, an Excel file (CSV) that

Closed (9 Payment History a Settings

Total Balance: . .
mm Pay Invoices mm Pay Account B Print Move to Closed
$16,550.67 =

PDF Mote Dispute Group - Invoice # + PO Number = Inv Date ~ Due Date Inv Amt

%z Default Group 53504056.001 18515 1211412 01/3113 7343

Default Group 53504350.001 1664 121412 011313 101918

%
%z Default Group 53504350.001 1664 1211412 011313 101918
%2

Default Group 53506095.001 HVP-01840 1211412 01/3113 2456

can be imported into most accounting systems, or a file format designed specifically to be imported into
selected accounting systems, such as QuickBooks. We're always expanding our list of available
accounting systems.

3. Click the Download button

M open closed | (D Paymenthistory |  {§ Settings 2-

Easy Import enables you to download a data file containing the bills that you have selected in the previous screen that have a PDF icon. The data file can then be imported directly into your accounting system. With the exception of the PDF file format, only imvoices will
be able to be downloaded for the diferent accounting packages. If you dont see your accounting package in the list. Click Here to suggest a new package.

Select File Format PDF ¥ } PDF - Allows you to create a combined PDF of the invoices and statements you have selected.

csv
CS8V Detail

Cancel Download

Forefront Construction Suite

PeachTree Premium
PeachTree Quantum
QuickBooks

Timberline

Depending on the accounting package you select, you will want to make sure the Options are set properly for
importing into your accounting system. For example, if you use QuickBooks make sure the vendor name
matches how you have the vendor name set up in your accounting system.

Quickbooks Example:

12
www.Billtrust.com
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M open Closed (D Payment History o$ settings 1

Essy Import enables you to download a data file containing the bills that you have selected in the previous screen that have a PDF icon. The data file can then be imported directly into your accounting system. With the exception of the PDF file format, only imoices will
be able to be downloaded for the different accounting packages. If you dont see your accounting package in the list, Click Here to suggest a new package

Select File Format QuickBooks QuickBooks - Select this option if you would like your bills delivered in Intuit Interchange Format (IIF) format. These files can be easily imported into Intuit's QuickBooks product line:

Data fields included are: Invoice Number. Invoice Total, Invoice Date, Due Date, Purchase Order Number, and Notes. In addition, the file will contain the Vendor Name and Account that
you use for purchases fram our company.

[Vendor Name: Superior Supply

-—

[Account: 1234 - Building Supplies

=

Easy Import Data Format Descriptions

PDF Allows you to create a combined PDF of the invoices and statements you have
selected.
Ccsv Select this option to include a comma separated values (CSV) text file of your

invoice information with your email. The CSV file format is a delimited data
format that has each field separated by a comma with each invoice listed on a
separate line. Data fields included are: Invoice Number, Invoice Total, Invoice
Date, Due Date, Purchase Order Number, and Notes. See the documentation for
your accounting package for information on how to map columns in the CSV file
to information in your accounting package.

CSV Detail Select this option to include a detailed comma separated values (CSV) text file.
The CSV file will contain all header and detail information for your invoices
and/or statements.

Header fields (e.g. Invoice Number, Total Due) will be included on each line of
the CSV file. Detail fields (line item information) will be included on the same
line as the header information and will be in the order they appear on your
invoice or statement. Field headers ending in _COL are the detail fields.

Forefront Construction The Forefront Construction Suite, from Dexter + Chaney, provides summary
Suite invoice information which can be imported directly into Forefront.
PeachTree Premium Provides you with a data file with line item invoice detail that can be imported

directly into Peachtree. When importing data into Peachtree make sure you
select "All Fields" in the Peachtree Import interface

PeachTree Quantum Provides you with a data file with line item invoice detail that can be imported
directly into Peachtree. When importing data into Peachtree make sure you
select "All Fields" in the Peachtree Import interface.

QuickBooks Select this option if you would like your bills delivered in Intuit Interchange
Format (IIF) format. These files can be easily imported into Intuit's QuickBooks
product line. Data fields included are: Invoice Number, Invoice Total, Invoice
Date, Due Date, Purchase Order Number, and Notes. In addition, the file will
contain the Vendor Name and Account that you use for purchases from our
company.

Timberline Provides you with a data file with line item invoice detail that can be imported
directly into Timberline.

13
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Universal Business Provides you with a data file that is compatible with UBL 2.0 schema.
Language (UBL)
Viewpoint Construction The Viewpoint Construction Software interface provides summary and line item
Software invoice detail which can be imported directly into Viewpoint.

Move Open Invoices to Closed

*Please note when the move to closed option is utilized the invoice(s) will continue to reappear in the
open tab until the invoice(s) show as paid within Rocky Brands, Inc.’s system.

1. Select invoice(s)

2. Click Move to Closed button

Closed G Payment History ﬁ Settings

Total Balance: . :
am Pay Invoices i Pay Account =; Print ®_ Download Move to Closed
$16,550.67

ﬁ Open Closed | o Payment History ﬁ Settings

Profile Seftings Payment Settings

Manage your payment settings. payment accounts and auto-pay settings.
Change Password
Payment Accounts Auto-Pay Settings Payment Options
Payment Seftings

Manage payment related options.

Notification Seftings . . " AT AR
Amo-CIose Paid Documents (automatically move bills to the “Closed” tab when the bill is paid in full)

User Management

«*» TIP - Invoices that are paid offline (cash, check, etc.) must be manually moved to closed. By
default, invoices that are fully paid through Invoice Gateway will be automatically moved to
closed. This option can be turned on/off from the Settings tab under Payment Settings then
Payment Options

Closed Invoices

Print Closed Invoices
1. Select invoice(s)

2. Click Print button

14
www.Billtrust.com
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@ Payment History | ﬁ settings

“ Open Closed

- PO Number

PDF Mote Group « Invoice # « Inv Date + Due Date

aml WA Default Group F983648 W71160770101 08/13/2013 10/12/2013 4013

ol WA Default Group F956587 W71097770101 08/08/2013 10/07/2013 4013

Download Closed Invoices
1. Select Invoice(s)

2. Click Download button

a. See the above “Downloading Multiple Open Invoices for Easy Import” section for download
formats

ﬁ Open Closed G Payment History | a Settings

PDF Mote Group « Invoice # w PO Number « Inv Date w Due Date * Inv Amt

) W@ Default Group F963643 W71160770101 08/13/2013 10M12/2013 4013

wm A Default Group F956587 W71097770101 08/08/2013 10/07/2013 4013

Move Closed Invoices to Open
1. Select Invoice(s)

2. Click Move to Open button

15
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4 open Closed

= HoieTo Open

« PO Number

@ Payment History | a Settings

PDF Maote Group « Invoice # « Inv Date + Due Date

a [ Default Group F983648 W71160770101 08/13/2013 10/12/2013 4013

g [ Default Group F956587 W71097770101 08/08/2013 10/07/2013 4013

Payment History

The Payment History tab displays all the scheduled, cancelled, or completed payments. This tab will display
the Account, User, Created Date, Payment Date, Payment Account, Payment Method, Status, Confirmation
Number, Amount Paid and Actions column.

Modify or Cancel Payment

1. Under the Actions column, you have the ability to modify or cancel a payment by clicking on the
Modify or Cancel link

% open | Closed C) Payment History £t settings

Account - User ~ Create Date ~ Payment Date ~ Payment Account ~ Payment Method ~ Status ~ Confirmation Number ~ Amount Paid ~ Action
0772099 MWOLSET 09/30/2013 10/30/2013 My Credit Card Online Scheduled 9272261354565 64.46 Modify Cancel

0772093 MWOLSET 1010212013 1010472013 My Credit Card Online Scheduled 9272261354586 177.81

0772099 MWOLSET 08/27/2013 09/01/2013 My Credit Card Online Cancelled 9272261354065 9228 T

0772099 MWOLSET 08/27/2013 08/27/2013 My Credit Card Online. Complate 9272261354063 2002.21

@ 0772099 MWOLSET 08/27/2013 08/27/2013 My Credit Card Online Failed g 9272261354064 2126.00

~

2. Clicking the Modify link will allow you to cancel payments on individual invoices from the scheduled
payment

16
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Modify Payment (Account 0772099)

Invoice #

Fa77a24

Fa77825

Fa77826

PO Number
WT71160620101
W71163820001

W71169590101

Due Date
10/12/2013
10/12/2013

10/12/2013

Inv Amt Disc Amt
67.28

67.04

4349

Pay Amt
67.28
67.04

4349

Action

Cancel

Cancel

Cancel

] »

View Payment Details
1. Click the & icon

Payment Details (Account 0772099)

Invoice #

Favrear

Amount

2002.21

Description

04 - Freight Deduction

www.Billtrust.com
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®
Settings
Profile Settings profile Setings
1. Make edits to your user name, name, email address, T DTRUST
and security questions
Mame: William Trust
2. Click Save Email Address: btrust@illtrust.com
Security Quastian 1- What is your favorite hobby?
Change Password AT Biling
1. Enter current and new password Secuity Question 2 Wht stret did you fe on wher yo
2. Click Save TR Ameican Melro
Security Question 3: What is your favarite sport ta watch?
Add Bank Account (ACH) or Credit Card Answer Feotcell
1. Under Payment Settings, click the Payment Accounts
Tab

4 open Closed Q; Payment History ¥ settings

Profile Seftings Payment Settings
Manage your payment settings. payment accounts and auto-pay settings.
Change Password

Payment Accounts Auto-Pay Settings Payment Options

Payment Settings

Friendly Name Account Type
Notification Settings My Bank Account Bank Account Edit Delete

Visa Credit Card Credit Card Edit Delete
User Management

‘Add Bank Account Add Credit Card

2. Click correct button to add a bank account (ACH) or a credit card.

< TIP-If your vendor does not accept credit cards, the ‘Add Credit Card’ button will not be
visible

3. Complete appropriate bank account/credit card information

4. Click Save

Auto-Pay Settings
1. Choose payment account
2. Add payment threshold
a. The payment threshold is the maximum total due for a bill to be paid automatically. If the
total due is greater than the payment threshold, the bill will not be automatically paid
3. Review and agree to terms and conditions
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4. Click Save

a. Important —if new bill notification is turned off (unchecked), autopay will not process for new
bills

4 open Closed G Payment History £F settings
Profile Setlings Payment Settings
_ MManage your payment settings, payment accounts and auto-pay settings.
Change Password
Payment Accounts Auto-Pay Settings Payment Options
&= Payment Seftings >
Notification Seftings
Account: 143590
User Management
Paymeant Account: My Bank Account —
Payment Threshold 1000.00 | pmm————

You authorize s to automatically debit the amount due if it is under
the payment threshold specified or other criteria you specify from the
designated bank account or credit card each billing period.The amount
to be paid will not exceed the payment threshold that is defined by you
You will receive a bill that will advise you on the amount as well as the
due date during each billing period. You also agree to the terms and
conditions of the Subscriber Agreement

I have reviewed and agree to the Terms and Conditions listed above.

Payment Options

1. Check box to automatically move bills paid in full from “Open” to the “Closed” tab

Notification Settings

1. Check box to turn on notifications
a. Receive a notification when a new bill arrives

i. Important — if new bill notification is turned off (unchecked), autopay will not process
for new bills

b. Attach a PDF copy of the bill to the new bill notification

c. Receive payment confirmation

Turn On/Off Paper Bill
1. Check box to receive a paper bill in addition to ebill
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Account Linking

The settings tab allows you to link multiple accounts, define groups, and add users. Definitions of users,
accounts, and groups can be found below.

Users: You can set up different Invoice Gateway users with different privileges including which account’s
bills they can view, which payment account(s) can be used, and if they have the ability to link other
accounts and manager groups. When you add a new user, a temporary password will be sent to the email
address you specify. The user will be required to change the password when they login for the first time.

Accounts: You can link multiple accounts giving you the ability to view bills, make payments, download
and manage settings for multiple accounts from a single log in. You can link accounts by providing the
account number and enrollment token combination, or if the account is already enrolled into Invoice
Gateway, the username and password. Once an account is added, you can then assign them to groups for
easy management. At any time, you can remove an account which will deactivate it from Invoice Gateway
and you will no longer receive notification of new ebills.

Groups: You can set up multiple groups to manage all your linked accounts. Once a group is created,
users, accounts, and payment accounts can be assigned to it. Users assigned to a specific group will have
access to all the accounts and payment accounts associated with the group. Users and accounts can be
assigned to multiple groups.

Add Users

1. Click the User Management tab
2. Click the Add New User button

ﬁ Open Closed o Payment History ﬁ Settings l -

Profile Settings User Management
— Setup new users or edit existing ones

Change Password

Last Name First Name User Name Status Group

Payment Seflings Sardoni Gene Gsar Active Edit Delete

Waolset Mike mwolset Active Default Group Edit Delete
Notification Settings

AL Usermanagement >

Account Management

2% Group Management

Add New User h
—

3. Enter user profile information
4. Select user privileges

a. Download data — Allow the user to download and export a copy of the bill
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b. Make Payments — Allow the user to make and view payments

c. Change EBill Notifications - Allow the user to edit their Ebill notification setting otherwise it
defaults to the administrators notification setting

d. Link Accounts - Allow the user to link accounts and add them to their groups

e. Manage Users - Allow the user to add, edit, and delete users in their groups

f. Manage Groups - Allow the user to add, edit, and delete groups

g. Filter View Based on Ship To — Limit the user to only see bills for specific ship to accounts

5. Assign to a group

a. If no groups have been created, either assign the user to the “default” group or click the “Add
Group” button

User Profile

Enter the user specific details here. You can also st privieges and filter the v or the user. After 3 new user has be j2d, an email will be sent to them with 2 tempora the first
time.

User Name: btrust

Name: Bill

Email Addrazs: Trust

Retype Email Address: btrust@btrust.com

# |Download Data (Allow the user to downkoad and export a copy of the bill)

# [Make Payments (Aliow the user to make and view payments.)

# |Change EBill Nofifications {Allow the user to edit their Ebill notification setting othersise it defaults to your notification setting.)

# [Link Accounts {Allow the user to link accounts and add them to their groups.)

# [Manage Users (Allow the user 1o 2dd, edit, and delete users in their groups.)

# [Manage Groups (Allow the user to add, edit, and delete groups.)

- |Filter View Based on Ship To

Ll (L imit the user to se= only bills for specific ship to acoounts.)

©@  The user must be sssigned to at least one group. Sslect the group(s) from the list balow that yiou want to 3Ssign the usar to or 3dd 3 new group. —

ddl G
| Group Hame
W Default Group
Northezst Region

6. Click Save

Link Accounts

1. Click the Account Management tab
2. Click the Add New Account button
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4 open | Closed | G) Payment History £+ settings J_ -

Account Management

Add multiple accounts so that you can manage them all at the same time

Account Friendly Name Group
Payment Seffings 1234 CA Branch Default Group Edit Remove
5655 NJ Branch Martheast Region Edit Remave
24 Nofificalion Settin .
666G PA Branch Mortheast Region Edit Remove

A& UserManagement

ﬁ Account Management >

Group Manageme

3. Enter account number, enrollment token, select or add group, and create display name

a. Ifthe account is already enrolled into Invoice Gateway, then the username and password can
be entered by clicking “click here” link.

4. Click Save

Add New Account

Add a new account by providing the account number and enrollment token combination, or if it's already enrolled into Invoice Gateway. then the User Name and
password. Once an account is added, you can then assign them to groups for easy management. At any time, you can remove an account which will deactivate it from
Invoice Gateway and you will no longer receive any new electronic notification of new bills.

Account Number: 9999
Enrollment Token: ABCDEFGHI
Friendly Name: FL Branch

If the account has already been enrolled with Invoice Gateway and you have the User Name and password

©  The account must be assigned to at least one group. Select the group(s) from the list below that you want to assign the account to or
add a new group. Add Group

Group Name
¥ Default Group

] Mortheast Region
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Create Groups
1. Click the Group Management tab

2. Click the Add New Group button

4 open Closed | @ Payment History ¥ Settings l <
EENE Group Management
_ Setup new groups or manage existing ones. Groups are used to separate users, accounts, and payment accounts
Change
Group Name Accountfs) Payment Account(s) User(s)
Payment Setiings Default Group 1234 Testing GSAR 2 Edit Remove
Northeast Region 8555 p Edit Remave

Notification S
User Management

Account Management

a8 Group Management >

3. Addthe new Group Name

Add Group

Users, accounts, and payment accounts can be assigned to a group. Users assigned to the group will have access to all the accounts and payment accounts
associated with the group.

Group Name: East Coast Region

Select from the list of accounts, payment accounts. and users that are available to be assigned to this group. If you don't see an account, payment account, or user,
you will first need to add them through the different management tabs to the left.

Accounts Payment Accounts Users

L Account Friendly Name
1234 CA Branch

[ S 11 MJ Branch

] 6666 PA Branch

h

4. Click on each of the three tabs and choose the appropriate accounts, payment accounts, and users
that will be part of this group

a. The users that are part of the group will have access to the selected accounts’ bills and
payment accounts
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Accounts

Friendly Name

Payment Accounts

o

Payment Account

CA Branch
MNJ Branch

PA Branch

Payment Type

LY

Wy Bank Account

(0]

My Checking Account

LY

My Credit Card

Users

Bank Account

Bank Account

Credit Card

(| Sardoni

Wolset

5. Click Save

Cancel
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