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Overview

Welcome to our Online Loan Payment Portal. You can make payments to your loans and be
presented with your appropriate billing information within the payment portal.

This document provides guidelines on registering for an end user account and making, viewing,
and editing payments.



Making a Quick Pay Payment

The Quick Pay payment option allows you to make one-time payments without having to
register for an end user account.

1. From the Online Payment Portal URL, click Pay Now.

Online Loan Payment Portal

Welcome to our Online Loan Payment Portal. Please sign in to make a payment, view payment history or manage payment accounts. You can also make a quick payment without
signing in by clicking on the button below

To protect your account from unauthorized access, your session will be closed after a period of inactivity. If your session ends, log on again

PAY NOW »

Glacier Bank Loan Payment

Returning Users *

Forgot username or password?

LOGIN >

Create Account

FIGURE 1 — PAY Now BUTTON (ON THE ONLINE PAYMENT PORTAL SCREEN)

2. When the PAY NOW screen appears:

a. If multiple accounts are available, select the account where the funds will be sent
(from the To Account drop-down list).

b. Enter the validation criteria into the remaining fields on the screen. (Validation criteria
is the Last 6 digits of the Social Security Number or Tax ID Number of the primary
borrower, and the First 4 Characters of the First Name or Company Name of the
primary borrower.)

c. Click Continue.

To  Glacier Bank Loan Payment
Last 6 of SSN or Tax ID~

First 4 Characters of First Mame or Company Name
(as seen on statement) *

CONTINUE  »

FIGURE 2 — PAY NOwW SCREEN



3. When the next screen appears, click the Pay button for the bill you wish to pay.

PAY NOW
Click on ‘Pay’ in the Action column to make a payment.
Total Payment
Name Description Amount | Due Date Y Status Action
Date
Due
Auto Loan $100.00 | 04/01/2020 New ‘

FIGURE 3 — PAY BUTTON (ON PAY NOW SCREEN)

4. Select a payment option for your selected bill.

NOTE: Your payment options may vary, depending on your loan.

PAY NOW

Click on ‘Pay’ in the Action column to make a payment.

Total
Name Description Amount | Due Date
Due

e B il Auto Loan $100.00 04/01/2020 New

® Total Amount Due $100.00

CONTINUE ~ »

FIGURE 4 — PAYMENT OPTIONS (ON PAY NOW SCREEN)

Payment Status Action
ate

Other Amount

5. If there is a payment amount required for your selection, key your desired amount into
the empty field.

Click Continue.

When the next screen appears:
a. If the Description and Transaction Number fields appear, they are optional.
b. Select Payment Type “Bank Account”.
c. Select an Account Type.

NOTE: The Review Payment Options button (shown below) will return you to
the previous screen.




ToAccount  Test Location #1
Pay This Amount * F100.00
Descripticn
Transaction Number
Payment Type * - Choose Type -- v

Account Type * — Choose Type - v

FIGURE 5 — QuICcK PAY OPTIONS (ON PAY NOW SCREEN)

8. Enter a valid routing number and account number.

Routing Numiber * o

Account Number * 9

FIGURE 6 — QuICK PAY OPTIONS (ROUTING AND ACCOUNT NUMBERS)

10. The information that appears on the remaining part of the screen comes from your billing
information.

a. Confirm that the correct information appears for all fields.

b. If thisis a business account, select the Is Business Account check box.
c. Type the email address into the Confirm Email Address field.
d

. Select Register and Save Payment Information if you wish to register your
information (save your information and create an end user account) for future
payment convenience.

e. CAPTCHA - Select the I'm not a robot check box and then follow the prompts.
(CAPTCHA is an added security measure to prevent bots from registering in the
system.)



Name On Account * | ‘

|s Business Account G

Address * | 123 Main St ‘
Suite/APT# APT# 102
City * | Mckinney ‘
State/Region * | Texas (TX) v
Postal Cede * | 75070 |
Country * | USA v .

Email Address * | ‘

Confirm Email Address * | - o ‘

I'm not a robot
reCAPTCHA
Frivacy - Terms

FIGURE 7 — QuICK PAY OPTIONS 2 (ON PAY NOW SCREEN)

11. To finalize the transaction, click Continue.
12. When the confirmation screen appears:
a. Verify that all information on the screen is correct.

b. Scroll down to the Authorization Agreement portion of the screen and select
Agree and Submit.

Authorization Agreement:

I, BE 1 B cuthorize BRORE B B0 B to electronically debit my account for the amount indicated
above.

I agree to have sufficient funds in my account for the transaction above, and understand that my financial
institution may assess fees if there are insufficient funds in my account. T acknowledge that it will not be the
responsibility of smees = S mssstssms to pay any transaction fees that may be assessed by my financial
institution.

In the case of a returned transaction, I authorize the resubmission of the entry and, as applicable, an
additional debit of the above account up to the state maximum return fee amount.

My entry of the information above and the acceptance of this agreement shall be my signature to exec this
transaction.

The acceptance of this agreement may be revoked, prior to the processing of this transaction, by conta@8ng us

at 072-2WO-S50N
CANCEL AGREE AND SUBMIT »>

FIGURE 8 — AUTHORIZATION AGREEMENT (ON CONFIRMATION SCREEN)



13. When the next screen appears, if the transaction was successful, the following will
appear:

a. A response status of Success
b. A transaction date and time

c. A reference number for the payment

PAY NOW

Response:

Amount:

To Account:

Success <(——

$100.00

Test Location #1

Description: Auto Loan
Account Type: Checking
Routing Number: wudn
Account Number: XXX XXXX5678
Transaction Date:  1/31/2020 5:09:53 PM _
Name: "

Billing Address: 123 Main St
APT # 103
Mckinney, TX 75070

Email: . | well-":m n

Reference Number:  T:R8KONB5LA1 _

FIGURE 9 — SUCCESSFUL PAYMENT INFORMATION (ON PAY NOW SCREEN)

14. Scroll down to view the following options:
a. Close closes the current window.
b. Save Receipt gives you the option of saving the electronic copy of the receipt.
c. Print Receipt allows you to print a paper copy of the receipt.
d. View Bills returns you to the payment portal URL.

CLOSE SAVE RECEIPT > PRINT RECEIFT > VIEW BILLS >

FIGURE 10 — FINAL SCREEN OPTIONS (ON PAY NOW SCREEN)



Registering for an End User Account

You can register for an account in the payment portal to view your bills, manage payment
methods, and run reports of past transactions.

1. From the Online Payment Portal URL, click Create Account.

Online Loan Payment Portal
Welcome to our Online Loan Payment Portal. Please sign in to make a payment, view payment history or manage payment accounts. You can also make a quick payment without
signing in by clicking on the button below

To protect your account from unauthorized access, your session will be closed after a period of inactivity. If your session ends, log on again.

PAY NOW  »

Glacier Bank Loan Payment

Returning Users * | Enter User Name

| Enter Password

Forgot usemame or password?

LOGIN >

Create Account

FIGURE 11 — CREATE ACCOUNT OPTION (ON THE ONLINE PAYMENT PORTAL SCREEN)

2. When the User Registration screen appears:
a. Select an account from the To Account drop-down menu.
b. Enter the validation criteria in the fields that appear.

User Registration

To Account * ‘ Test Location #1 v

First Name * ‘ |

Last6 of SSN~ ‘ |

CANCEL CONTINUE  »

FIGURE 12 — VALIDATION FIELDS (ON THE USER REGISTRATION SCREEN)



5.

Click Continue.

4. When the User Registration screen appears, required fields are identified with an

asterisk (*) beside the entry field name. Prefilled data is imported from your billing
information:

a.
b.

C.

If this is a business account, select the Is Business Account check box.
In this example, the Customer Number field is optional.

Enter a Username that is easy to remember. This Username is used to access
the payment portal.

NOTE: Using your email address for the username is recommended.

The First Name and Last Name values are prefilled.

The Secret Question will be used if you forget your password and need to have
it reset. The answer to the Secret Question is case sensitive.

User Registration

|s Business Account | |

Customer Number
Username *

First Name *

Last Name *
Secret Question *
Secret Answer”

Confirm Secret Answer ™

FIGURE 13 — USER REGISTRATION INFORMATION SCREEN (TOP PORTION)

In the middle portion of the User Registration screen, verify that the information in the
required fields is accurate.

In this example, Suite/ APT# and Phone are both optional.



Address *

Suite/APT#

City *

State/Region *

Postal Code *

Country *

Phone

123 Main 5t |

APT # 104

Mckinney ‘

Texas (TX) v

75070 ‘

USA v

FIGURE 14 — USER REGISTRATION INFORMATION SCREEN (MIDDLE PORTION)

6. In the bottom portion of the User Registration screen, verify the address by entering it

once and then confirm the email address by entering it again.

a.
b.

In this example, Drivers License, DL State, and Social Security are optional.

CAPTCHA - Select the I’'m not a robot check box and the follow the prompts.
CAPTCHA is an added security measure to prevent bots from registering in the

system.
Drivers License
DL State - Select -- v
Social Security
Email Address * | |
Confirm Email Address * | Confirm Email Address is required |

I'm not a robot

™

reCAPTCHA

Privacy - Terns




FIGURE 15 — USER REGISTRATION INFORMATION SCREEN (BOTTOM PORTION)

Click Register.

When the User Registration Confirmation screen appears, open your email inbox for the
account you used to register on the payment portal.

a. Open the account registration email message from the bank.
b. Click the URL link to proceed with creating your new password.

NOTE: Because this link is temporary and will expire in 24 hours, you must perform this
step immediately.

Your registered user account has been established. To complete account setup, you must create a password.

Click the link below to create your password. Because this link will expire in 24 hours, you should create your new password immediately.

https://ga.smartpay.profitstars.com/sts/PasswordReset?id=( I -

FIGURE 16 —REGISTRATION CONFIRMATION EMAIL TEXT

9. When the Security Challenge screen appears (in your web browser):

a. Enter the secret answer that you used for your security question previously
during registration. The answer is case sensitive.

b. Click Submit Answer.

Security Challenge

Question

Fawvorite vacation spot?

Answer

Submit Answer

FIGURE 17 — SECURITY CHALLENGE SCREEN

10. When the Update Password screen appears:

a. Enter a new password for your payment portal access into the New Password
field.

10



b. Enter the same password into the Confirm Password field.
c. Click Update Password.

NOTE: Passwords must contain numbers and upper- and lowercase characters,
be at least eight characters long, and must not contain the user name.

Update Password

Please enter and confirm a new password.

New Password

Enter New Password

Confirm Password

Enter Confirm Password

Update Password

FIGURE 18 — UPDATE PASSWORD SCREEN

11. When the Password Update Complete screen appears, the registration process is

complete. You may go to the payment portal URL and log in normally using your new
username and password.

Password Update Complete

o Your password has been updated. Close this browser tab and return to

the login page.

FIGURE 19 — PASSWORD UPDATE COMPLETE SCREEN

11



Resetting Your Password

If you forget your password, you can reset it through the payment portal.
1. From the payment portal URL, click Forgot username or password.

[4+]
!
it
L

I USEer Name |

Returning Users * | Ent

’ | Enter Password |

Forgot usemname or password? - —

LOGIN >

Create Account

FIGURE 20 — PAYMENT PORTAL SCREEN (FORGOT USERNAME OR PASSWORD)

2. When the Username / Password Retrieval screen appears:
a. Verify that the | have forgotten my password option is selected.
b. Enter your username into the Username field.

c. CAPTCHA - Select the I'm not a robot check box and then follow the prompts.
(CAPTCHA is an added security measure to prevent bots from registering in the
system.)

d. Click Next.

Username / Password Retrieval

O I have forgotten my username
® | have forgotten my password

Username * | lUsemame |

I'm not a robot
reCAPTCHA

CANCEL .

FIGURE 21 — USERNAME / PASSWORD RETRIEVAL SCREEN

12



3. When the Secret Question screen appears:

a. Enter the answer to the secret question. (You set this up during account
registration.)

b. Click Request Password.

Secret Question

Favorite vacation spot?

CANCEL REQUEST PASSWORD  »

FIGURE 22 — SECRET QUESTION SCREEN

4. When the Forgot Password Confirmation screen appears, go to your email inbox for the
account you used to register on the payment portal.

a. Open the Password Reset Request email message from the bank.

b. Click the URL link to proceed with creating your new password.

NOTE: Because this link is temporary and will expire in one hour, you must
perform this step immediately.

W rstebnid B reguedt 1o neset your pasdword,
Click the link below to establish your new password. Bacause this link will expire in ore hour, you should set your new password Immediatiely.

hitpsfga. smart pary. profitstars comy'sts/PasvvordReset fids<

FIGURE 23 — PASSWORD RESET LINK EMAIL

5. When the Security Challenge screen appears (in your web browser):

a. Enter the secret answer that you used for your security question previously
during registration. The answer is case sensitive.

b. Click Submit Answer.

13



Security Challenge

Answer the security question below to reset your password.

Question

Favorite vacation spot?

Answer

FIGURE 24 — SECURITY CHALLENGE SCREEN

6. When the Update Password screen appears:

a. Enter a new password for your payment portal access into the New Password
field.

b. Enter the same password into the Confirm Password field.

c. Click Update Password.

NOTE: Passwords must contain upper- and lowercase characters and numbers,
be at least eight characters long, and must not contain the user name.

14



Update Password

Please enter and confirm a new password.

New Password

Enter New Password

Confirm Password

Enter Confirm Password

Update Password

FIGURE 25 — UPDATE PASSWORD SCREEN

7. When the Password Update Complete screen appears, you may go to the payment
portal URL and log in normally using your new password.

Password Update Complete

o Your password has been updated. Close this browser tab and return to
the login page.

FIGURE 26 — PASSWORD UPDATE COMPLETE SCREEN

15



Set Up a Single Payment

1. From the payment portal URL, enter your user name and
Login.

password and then click

| Enter

Returning Users * User Name

* | Enter Password

Forgot usermmame or password?

LOGIN >

A e

Create Account

FIGURE 27 — PAYMENT PORTAL SCREEN (RETURNING USER OPTION)

2. When the Welcome screen appears, select Make A Payment.

Welcome,

T

_-m EDIT PMENT FTies | BB pRoFe E

Scheduled Transactions
EOT b Fuyren Duns gy
- —

ey B

Transaction HiSon s o

Tepracion Duln  Ameurd Bappmepri: T Dot

g BTy

OETARL TRASEASTHIN HIESTORY

FIGURE 28 — WELCOME SCREEN (MAKE A PAYMENT OPTION)

3. When the Make a Payment screen appears:
a. Select an account from the drop-down list.

b.
c. Click Continue.

16

If additional validation fields appear, complete the validation criteria.




MAKE A PAYMENT

To Acceunt * Test Location #1 v

First Name *

LastB of SN~

CANCEL CONTINUE »

FIGURE 29 — MAKE A PAYMENT SCREEN (ACCOUNT VALIDATION OPTIONS)

4. As shown below, select the Pay button for the bill you want to set up with a single
payment.

MAKE A PAYMENT

—p @D

FIGURE 30 — MAKE A PAYMENT SCREEN (PAY BUTTON)

5. Select the amount you want to make recurring. If you select Other Amount, you must
key the desired dollar amount.

® Total Amount Due £100.00

Other Amount

CONTINUE »

FIGURE 31 — MAKE A PAYMENT SCREEN (PAYMENT AMOUNT)

6. Click Continue.
7. When the next screen appears:
a. Verify the desired payment amount is correct.
b. Select an account from the Pay from Account drop-down list.
c. If Description and Transaction Number appear, they are both are optional.
d

. Depending on the payment method, additional fields may appear.

(Example: If you select a checking account as your account type, the optional
Check Number field appears.)

17



Make Payment

To Account Test Location #1

Pay From Account* | -- Select - v

ADD PAYMENT CPTION

Description
Transaction Number
Qccurrence @ One-Time = 7/13/2020
O Recurring

Payments submitted after 6pm will be processed the next business daylll Please note: Do not enter
anything in the Transaction Number field. This field is reserved for internal use only.

CANCEL CONTINUE >

FIGURE 32 — MAKE A PAYMENT SCREEN (PAYMENT AMOUNT)

8. Click Continue.

9. When the Confirmation screen appears, verify all information on the screen is accurate
and then click Agree And Submit.

18



Confirmation

To process the recurring payment, verify all information is comect, click on agree and continue.

Amount:  $100.00
ToAccount:  Test Location #1
Description:  Auto Loan
From Account:  Checking: XXXXXX9999
Next Recurring Payment:  $100.00 - Once a Month on the Last Day

Include a Single Payment Now: No

Authorization Agreement:

1, Moy sy, quthorize Mewwl’§ messsmams WOp® to clectronically debit my account for the amount indicated -
above on a recurring basis. The first payment of $100.00 will be electronically debited from my account on

2/29/2020, or the next business day. After the first payment, there will be additional debits of $100.00 on a

recurring payment schedule as indicated below.

Frequency: Once a Month
Payment Day: 2/28/2020
Number of Payments: 12

1 understand that it is my responsibility to manage my recurring payment which includes but is not limited to
modifying or cancelling any future dated payment

CANCEL AGREE AND SUBMIT  »

FIGURE 33 — PAYMENT CONFIRMATION SCREEN (AGREE AND SUBMIT BUTTON)

10. When the Transaction Receipt screen appears, scroll down to view the following options:
a. Close closes the current window.
b. Save Receipt gives you the option of saving the electronic copy of the receipt.
c. Print Receipt allows you to print a paper copy of the receipt.
d. View Bills returns you to the payment portal URL.

CLOSE SAVE RECEIPT » PRINT RECEIPT » VIEW BILLS p»

FIGURE 34 — FINAL SCREEN OPTIONS (ON PAY NOW SCREEN)

19



Set Up a Recurring Payment

Registered users can set up a recurring payment.

1. From the payment portal URL, enter your user name and password and then click
Login.

Returning Users * | EI"_-S’ User Name |

* | Enter Password |

Forgot username or password?

LOGIN >

Create Account

FIGURE 35 — PAYMENT PORTAL SCREEN (RETURNING USER OPTION)

2. When the Welcome screen appears, select Make A Payment.

Scheduled Transaclions

Eil | Mt Payment Cae Amauand e #.of Payments

& oo AT Ten! Lacaton &1 0efz
Transaction History e 3 oe

Tesrmachion Dude Amound Paymert Type Simdm oAb [Cescription Bl Cound

D TAN, TRANSIAC TN HESTOEY

FIGURE 36 — WELCOME SCREEN (MAKE A PAYMENT OPTION)

3. When the Make a Payment screen appears:
a. Select an account from the drop-down list.
b. If additional validation fields appear, complete the validation criteria.
c. Click Continue.

20



MAKE A PAYMENT

To Acceunt * Test Location #1 v

First Name *

LastB of SN~

CANCEL CONTINUE »

FIGURE 37 — MAKE A PAYMENT SCREEN (ACCOUNT VALIDATION OPTIONS)

4. As shown below, select the Pay button for the bill you want to set up with a recurring
payment.

MAKE A PAYMENT

—p @D

FIGURE 38 — MAKE A PAYMENT SCREEN (PAY BUTTON)

5. Select the amount you want to make recurring. If you select Other Amount, you must
key the desired dollar amount.

® Total Amount Due £100.00

CONTINUE »

FIGURE 39 — MAKE A PAYMENT SCREEN (PAYMENT AMOUNT)

Other Amount

6. Click Continue.
7. When the next screen appears:
d. Verify the desired payment amount is correct.
e. Select an account from the Pay from Account drop-down list.
f. If Description and Transaction Number appear, they are both are optional.
9

. Depending on the payment method, additional fields may appear.
(Example: If you select a checking account as your account type, the optional
Check Number field appears.)

21



Make Payment

To Account Test Location #1

Pay From Account * — Select -- \lll ADD PAYMENT OPTION
Description
Transaction Number
Occurrence @ One-Time | 7/13/2020
O Recurring

Payments submitted after 6pm will be processed the next business daylll Please note: Do not enter
anything in the Transaction Number field. This field is reserved for intemal use only.

CANCEL CONTINUE  »

FIGURE 40 — MAKE A PAYMENT SCREEN (PAYMENT AMOUNT)

8. Select Recurring to reveal the recurring schedule and amount fields.
9. For the Schedule fields:

a.

- o a0

You can make a single payment at the same time you set up the recurring
payment. If you choose to make a payment now, the recurring schedule will still
process on the next payment date.

Choose a Frequency from the drop-down list. This determines what Payment
Day and Start Day options appear.

Select a Payment Day. This is the day of the month to process the transaction.
The Start Date changes to align with the frequency and payment day selected.
If you want the payments to continue indefinitely, select Infinite Payment.

If a limited number of payments is desired, key the number of payments into the
# Of Payments field.

NOTE: The default number of payments is 12.

22



Schedule

Include a Single PaymentNow [ For $100.00 (2]
Frequency * Once a Month
Payment Day Last Day v
Start Date 73172020

Infinite Payment O

# Of Payments * 12

FIGURE 41 — SCHEDULE FIELDS

10. For the Recurring Amount fields:

a. If Variable Amount option is selected, the transaction amount depends on your
billing information (with up to three payment amounts presented).

b. The Maximum Amount option allows you to limit the amount that can be
processed, regardless of the amount that appears in the billing file.

Recuming Amount
* Fixed Amount For $100.00

Variable Amount @

o
[
[

FIGURE 42 — RECURRING AMOUNT FIELDS
11. Click Continue.

12. When the Confirmation screen appears, verify all information on the screen is accurate
and then click Agree And Submit.

23



Confirmation

To process the recurring payment, verify all information is comect, click on agree and continue.
Amount:  $100.00
ToAccount:  Test Location #1
Description:  Auto Loan

From Account:  Checking: XXXXXX9999

Next Recurring Payment:  §$100.00 - Once a Month on the Last Day

Include a Single PaymentNow:  No

Authorization Agreement:

1, Db B mTh, authorize M™% "7 "0 to electrenically debit my account for the amount indicated -
above on a recurring basis. The first payment of $100.00 will be electronically debited from my account on

2/29/2020, or the next business day. After the first payment, there will be additional debits of $100.00 on a

recurring payment schedule as indicated below.

Frequency: Once a Month
Payment Day: 2/29/2020
Number of Payments: 12

1 understand that it is my responsibility to manage my recurring payment which includes but is not limited to
modifying or cancelling any future dated payment

CANCEL AGREE AND SUBMIT  »

FIGURE 43 — PAYMENT CONFIRMATION SCREEN (AGREE AND SUBMIT BUTTON)

13. When the Transaction Receipt screen appears, scroll down to view the following options:
c. Close closes the current window.
d. Save Receipt gives you the option of saving the electronic copy of the receipt.
e. Print Receipt allows you to print a paper copy of the receipt.
f.

View Bills returns you to the payment portal URL.

CLOSE SAVE RECEIPT » PRINT RECEIPT » VIEW BILLS p»

FIGURE 44 — FINAL SCREEN OPTIONS (ON PAY NOW SCREEN)

24



Cancelling a Scheduled Payment

Follow the steps below to cancel a recurring payment.
1. From the payment portal URL, key your user name and password and then click Login.

Returning Users * | EI"T-E’ User Name |

* | Enter Password |

Forgot usermmame or password?

LOGIN >

Create Account

FIGURE 45 — PAYMENT PORTAL SCREEN (RETURNING USER OPTION)

.

2. Inthe Scheduled Transactions section, click < Edit for the transaction you want to
cancel.

Welcome,

T )

Scheduled Transactions

Edd  Hext Paymend Dafe Ao prd LoCaton
@ UELe g o] i T LaCatioh

Transaction HIistory e . ows)

o of Payments

IFRERCSCS Dgle AMcunl L e = LaCatih D forgtn

DETAIL TRANSACTION HISTORY

FIGURE 46 — PAYMENT PORTAL SCREEN (EDIT SCHEDULED TRANSACTIONS USER OPTION)
3.

In the Scheduled Transactions section, click the Delete Payment check box for the
transaction you want to cancel.

25



Scheduled Transactions

Edit | Next Payment Date Amount Location # of Payments
s Disabled $100.00 Test Location #1 0of6
Amount  $100.00 To Account Test Location #1 = Select Account Checking: XXXXXX9999 v
Frequency * | Oncea Monih = Payment Day * | Last Day v Start Date 2/29/2020
Infinite Payment # Of Payments * | 6 | # Payments Made 0

el ] Delete Payment

CANCEL SUBMIT >

FIGURE 47 —SCHEDULED TRANSACTIONS (DELETE PAYMENT OPTION)

4. Click Submit. The modified transaction will now appear on the screen.

26



Editing a Scheduled Recurring Payment

Scheduled recurring payments can be edited using the steps below:

1. From the payment portal URL, enter your user name and password and then click
Login.

Returning Users * | EI"'[-S' User Name |

* | Enter Password |

Forgot username or password?

LOGIN >

Create Account

FIGURE 48 —PAYMENT PORTAL SCREEN (RETURNING USER OPTION)

&

2. Inthe Scheduled Transactions section, click #  Edit for the transaction you want to

modify.
Scheduled Transactions
Eoat Pt Pt D Amoant Lo o Py

@ 019312020 Ve Test Locaton =1 of 12
Transaction History a0 o)

Transaction Date | Amgunt Pt Tyge Stats Location Description Bl Count

DETAIL TRANSAC TIOM FaS TORY

FIGURE 49 — PAYMENT PORTAL SCREEN (EDIT SCHEDULED TRANSACTIONS USER OPTION)

3. Inthe Scheduled Transactions section that appears, make your needed changes and
then click Submit.

27



Scheduled Transactions

Edit | Next Payment Date Amount Location #of Payments

re Disabled $100.00 Test Location #1 0of6

Amount  $100.00 To Account Test Location#1 Select Account” Checking: XXXXXX9999 »

Frequency * oni

v Payment Day = Start Date 2/29/2020

o

Infinite Payment # Of Payments ~ 6 # Payments Made

[ Delete Payment

CANCEL SUBMIT >

FIGURE 50 — SCHEDULED TRANSACTIONS (SUBMIT PAYMENT OPTION)
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Editing Payment Options

Payment options can be edited using the steps below:

1.

From the payment portal URL, enter your user name and password and then click
Login.

Returning Users ™ | EI"[E' User Name |

* | Enter Password |

Forgot username or password?

LOGIN >

Create Account

FIGURE 51 —PAYMENT PORTAL SCREEN (RETURNING USER OPTION)

2. Click Edit Payment Options at the top of the screen.

Welcome, ' Logas & sk A PavMeNT | Enim prormenT comions. | Eer proFILE

Scheduled Transactions '
Eow  Pogd Parpmgnd Dans YT LaCation o PayTreeig
A S $400.00 Test Locaton o1 Godd

Transaction History s o oems
Teansachion Dale  Amount Payment Type Strim LOCaton: Description B4l Cound

RS Tt O i)

DETAIL TRAMNSACTICN HISTORY

FIGURE 52 —PAYMENT PORTAL SCREEN (EDIT PAYMENT OPTIONS)

3. When the next screen appears, scroll down to the Payment Options section.

Payment Options

29




FIGURE 53 —PAYMENT OPTIONS SECTION

4. To modify existing payment options:
a. Click anywhere on the row of the existing payment method.
b. Make the necessary changes.
c. Click Update. Required fields are identified with an asterisk (*).

Checking: XXXXXX9999 - Checking Account ending in 9999 a
[0) same as profile

Payment Type * SPPDEMO Bank v Address * 123 Main St
Account Type * Checking v
- APT # 102

Name On Account *

City * Mckinney
Routing Number * P (2]
State/Region * Texas (TX) v
Account Number * OOXXXKGI99 ()
Postal Code * 75070
Account Nickname Checking: XXXXXX9999
Country * UsAa v

DELETE UPDATE >

FIGURE 54 —PAYMENT OPTION EXAMPLE

5. To add a new payment option:
a. Click Add Payment Option.
b. Select a Payment Type from the drop-down list.
c. Select an Account Type from the drop-down list.
d. Fillin all required fields (identified with an asterisk (*) beside the field name).
e. Click Add Payment.

+ Add Payment Option
[J same as profile

Payment Type * SPPDEMO Bank v Address *
Account Type * Checking v

Name On Account *
city *

Routing Number * o
State/Region * - Select -- v

Account Number * o
Postal Code *

Account Nickname
Country * USA v

RESET ADD PAYMENT  »

FIGURE 55 — ADD PAYMENT OPTION
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Viewing Transaction History

View the payment history using the steps below:
1. From the payment portal URL, enter your user name and password and then click

Login.

Returning Users * | EI"'[-S' User Name |

* | Enter Password

Forgot username or password?

LOGIN >

Create Account

FIGURE 56 — PAYMENT PORTAL SCREEN (RETURNING USER OPTION)

2. When the Welcome screen appears, the Transaction History for the last 30 days

appears.

Welcome, g .

Scheduled Transactions

W& Pty

s Nexd Paymen! Oule Arrsusl LoEates

Transaction HIStOny e oes
Trafdsion Dite  Amdand Paryménl Type Shty Diesdariplinn [

10000 Chediong

05 49 P

CETAR, TRANSACTION HISTORY

FIGURE 57 —TRANSACTION HISTORY (LAST 30 DAYS)

3. To view transactions from a wider range than 30 days:

a. Click Detail Transaction History.
b. Choose your new date range using the From Date and To Date fields.

c. Click Run Report.
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Transaction History

From Date: 216/2020

To Date: 2/7/2020
RUN REPORT  p

Transaction Date  Amount = PaymentType | Status Name OnAccount | Location = Descripion  Transaction Number Reference Number Bill Count

No records found for your search criteria

FIGURE 58 —TRANSACTION HISTORY (REPORT SCREEN)

When the transaction results appear on the screen, you can save the results by
selecting a format from the drop-down list and then clicking Export (shown below).

Transaction History
Fram Cane: FOL LI ]
o Date: = T T
- : ’ m
o ey | e i ail] Swnms :.:ch‘_--. Lot Desorplion.  Transachion Mumbe: Ll:‘_l-;v' Bl ol
4 Year: 1020
Y L Osan LT g B T LT
- S10000 | Checking  Approved _‘1 I T RESNGILAT

FIGURE 59 —TRANSACTION HISTORY (EXPORT REPORT OPTION)
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