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Invoice Payments User Guide

Our website allows you to pay invoices online using our “Invoice
Payments” portal.

You can pay invoices online using credit cards or e-checks. We charge
a 3% processing fee for all invoice payments using credit cards. We do

not charge a processing fee for invoice payments made with e-checks.

You can easily access the Invoice Payments Portal by visiting your “My
Account” portal page (click on your name in the header of the site).

Under the “Account Tools"” area, there will be a link to “Pay Invoice
Online” (1).
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Invoice Payments User Guide

Invoice Payments Portal

The “Invoice Payments” portal will show you all of your open invoices
and allow you to select which items to pay.

1. This area indicates your progress along the “Invoice Payments”
workflow.
2. You can select a start date for invoices you wish to see.
3. You can select an end date for invoices you wish to see.
4. You can check this box to select all invoices from the previous
month.
5. You can check this box to select all overdue invoices.
6. Click this link to clear all of your invoice payment selections.
7. The checkboxes next to each item indicate which invoices you are
going to pay. Check the box in the header to select all invoices.
8. You can change the payment amount for a given invoice. This box
will reflect the amount you are going to pay for this invoice.
9. This area reflects the total amount of all invoice payments.
10. This link allows you to cancel the process and return to your “My
Account” portal.
11. The “Proceed to Payment” button allows you to move to the next
step and pay the selected invoices.
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I “voice Payments Select Invoice(s) Payment Review Complete
@ (3 4 5 6
Start Date o) End Date E Invoices from Previous Month Past Due Invoices Claar al
omu Inv Date PO & Due Date Past Due (Days) Inv Amount Open Amount Payment Amount
NV-917015 THar22 PON-34636 87822 - ST05.46 $T05.46 e
MY 3322 PON-34976 6f23ja2 Fil 549044 4
3822 PON-32211 4117722 a8 525642 $256.42

M 330422 PON-31203 4/29/22 76

NV 6/24/22 PON-31905 Tiea2z

NV-9T9033 62222 PON-33587 T/22/22 == 10211 10211
412322 PON-37793 2322 52 $720.51 $72
B/20/22 PON-32026 T/2022 = 7480 $742.01

NV 954537 541722 POM-38464 53122 43 £97.06 $97.06

Total Payment: e 5000
< Cancel & Return To My Account @ 0 Proceed to Payment




Invoice Payments User Guide

Payment Page
The “Payment” page allows you to indicate how you want to pay.

We recommend you save your payment method so that you can easily
use it in the future.*

*Note: Your payment is stored with a certified payment processor using
bank level encryption. We cannot see your payment method details,
but you can manage them via our Invoice Payments Portal.

1. Select your desired payment method.
a. If you select “Credit Card” or “E-Check,” you will be prompted to
enter your credit card or bank details.
b. If you select “Saved Payment,” you will be shown the payment
methods you have previously saved.
2. This area will show you all of your save payment methods.
3. If you need to add/edit/delete a saved payment method, click the
“Manage Payments” link.

Invoice Payments SelectInvoice(s)  Paymnt
Payment Payment Summary
cice(s) Selected

Select your Payment Mnhod.'\ Il,' S

O Credit Card @ Saved Payment O E-Chack e T | D ey
§132.08

i : PO TemPol e Dwbe 51097

Your Saved Payments = < .
§132.09

P Mo Inv Dade: 51807

$132.09
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Payment Page

When you manage stored payments, you can add/edit payments as
shown.

Manage Stored Payments

A Credit card and E-Check information entered through this page is stored securely through a Credit Card Processor and not
through the websine,

4+ Add a new payment

Select whether you want to store a credit card or an e-check payment
method.

Select a New Payment Type

=

Credit Card
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Payment Page

The image below is for e-check, but credit card is similar with credit
card details.

Enter your payment details and click the “Add Payment Option”
button (1).

Payment Manager X

Choose a different payment method

E-Check Nickname Account Type
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Name on Account Routing Number
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Bank Mame Account Number
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Payment Page

After you have stored a payment method, you will see it displayed on
the “Manage Stored Payments” screen.

Manage Stored Payments

g Credit card and E-Check information entered through this page is stored securely through a Credit Card Processor and not
through the website.

I Test Account @ 8
Test
+ Add a new payment
CHECKING HOHETEY HNHAESS

Once you have added your payment method, return to the “Invoice
Payments” page and click the “Refresh” icon

Select your preferred saved payment method by clicking anywhere
in the gray payment information box.

Finally, click the “Review Your Payment” button

.
Invoice Payments Pay
Payment Payment Summary
ded

Select your Paymaent Method $132.09

@ Credit Card @ Saved Payment O Manual Payment O E-Check O Paper Check . ——
$132.09

i L ol ey D 671
Your Saved Payments & 4 P
PO O
MW Test Account $132.09
2 PORACI)  hawDusle: 2517




Invoice Payments User Guide

Payment Page

Finally, enter any comments that are relevant for this payment in the
comments box (1) and then click the “Submit Payment” button

4 1
Invoice Payments Review Complen
Invoices Selected P YP—
Invoice ¥ Inv Date  Due Date Days Past Due PO W Inv Amount Opan Amount Paymant Amount
STNT 57T 1894 TestPol $132.09 §132.09
51317 5M13n7 1888 TestPo2 $132.09 $132.09
519117 5M1917 1882 MyPo $132.08 $132.09
542517 572517 1876 Waork123  $132.09 $132.09 Total Payment:

(2]

After submitting your payment, the “Invoice Payments Process” is
complete.




