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1. Introduction

The Paymentus Customer Portal is the main channel used by Billers for their customers. It is an easily
customizable channel and its individual features can be tailored for the specific needs of customers. There are
many different flavors of the Customer Portal, each specifically designed for a different market segment and its
particular needs. Each Customer Portal account is unique to that particular biller. Note that you cannot reuse
the same accounts across multiple billers.

Customer Portal enables you to:
» Link your profile to multiple accounts or services that they have with a particular biller.
Make payments to a single account or to multiple accounts at the same time.
Manage your bills and view your payment and bill history.
Set up recurring payments and manage the frequency with which you make payments.
Add payment methods to a wallet and use them to easily make payments.
Enroll into paperless eBills.
Opt to receive notifications via various means, such as email, text, or phone.

YV VV VYV

— Paymentus Customer Portal

;:Q Accounts Accounts
“wy Pay My Bill
- Utility # 6777779
L TIP Code: 12345
| - | AutoPay
it 12 Account Details
W=2 0 Bill History Date Due Amount Due Pay Bill
Nov 14,2018 $53.11

Payment History

i My Wallet
AutoPay @
ﬁ My Profile

i} Log out pple Wallet

& View Bill

AutoPa;

rowered by Paymentus
Privacy Policy
Privacy Notice to California Residents
Website Conditions of Use
Payment Authorization Terms More

Last login was on -
Jan 13. 2021, 12:31:46 PM View All Payments

View Consumption

@ Add Account
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2. How To: Create a New Account in Customer Portal

1. On the Customer Portal home page, select Register Now.
@ Login

Email

SOWEOHE@QX&I“I’IPIE com

Password

Password

|:| Remember Me

Don't have an account Register Now

2. Enter all of the required information:
= Email Address
=  Password
Note: Ensure that the password created adheres to the requirements on screen.
=  First and Last Name
=  Phone Number
= ZIP Code
3. Select a Security Question from the drop-down list.
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4. Then, enter your answer in the Security Answer field.
Note: If multiple security questions are required, ensure that all questions are unique and that all are
answered.

~
Y New Account Information

Email Address

Passwords must meet the following requirements:
* must be at least 10 characters in length
* must contain at least one number and 1alpha
+ only alphanumeric and special characters are allowed

For enhanced security, do not use proper names, words commonly found in the dictionary or repeating sequences of numbers.
Password

Re-enter password

First Name

Last Name

Phone Number

ZIP Code:

Security Question 1

What is your zip code? -

Security Answer 1

5. Select Enroll. You are now registered with a new account for the Customer Portal. To log in, see How To:
Login to Customer Portal.
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3. How To: Login to Customer Portal

1. Onthe Customer Portal home page, enter your Email address and Password.
Alternatively, if you do not have an account, select Register Now to create a new one.
If you have an account and experience issues with logging in, select Forgot your password? to recover your
login.

2. (Optional) When provided with the option, select Remember Me to save your login in the current browser
for future use.

% Login

Email

S0 meone@example.com

Password

Password

D Remember Me

Don't have an account Register Now

Login Forgot your password?

3. Select Login.
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4. How To: Reset Your CP Login Password

1. On the Customer Portal home page, select Forgot your password? besides Login.
% Login

Email

someone@example com

Password

Password

D Remember Me

Don't have an account Register Now

FDF o‘ Our assword?

2. When prompted, enter your Customer Portal login email address and select Continue.

Please enter your e-mail address

Email Address

testing@paymentus.com

3. (Optional) If prompted, enter the answers to your security questions in the fields provided below each
question.

Provide answers to security questions

Email Address
testing@paymentus.com

What is your zip code?
12345

What is your first pet name?
fido

4. Then, select Reset Password. A temporary password will be sent to the email address entered. Follow the
instructions provided in the email.

8|Page © 2021 Paymentus Corporation, All Rights Reserved



5. Accounts Menu

5.1 How To: Add a New Account

1. Onthe Accounts page, select Add Account to add an account to your profile.

Accounts

You have no account added to your profile. Click on "Add account”

@ Add Account

2. Then, select a Payment Type and enter your Account Number and ZIP Code.
Note: The account number is generally a unique number that identifies the account and is provided on the
bill.
3. (Optional) Select Paperless if you want to receive eBill in your email.
4. (Optional) In the E-Bill Notification Preferences for New Bills section, select whether to:
a. Receive email notifications
b. Receive SMS notifications
c. Receive phone notifications
5. (Optional) In the Bill Summary Notifications section, select whether:
a. You want to receive notifications and be able to pay your bills via email. Select Secure PDF eBill and
enter a secure password which you will use to unlock and view your PDF eBill attachment.
b. You want to receive notifications and be able to pay your bills via text messages. Select Bill
Summary - Pay by Text and enter a mobile number the bills can be sent to.
c. Ifthe above are selected, in the Select Payment Method for Bill Summary Notifications section that
opens, select an existing payment method or select Add new to add a new payment method.
Note: This payment method will automatically be used for all future payments made via PDF or
SMS.
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6. Read and agree to the Payment Authorization Terms by selecting the checkbox next to it.

Note: You must agree to the terms in order to proceed with adding the account.

Add Account

Account Information

Payment Type
(®)  Utility

™

o Water

Account Number
&7TTTT7

ZIP Code
12345

Paperless @

E-Bill Notification Preferences For New Bills @
Receive email notification @

[[] Receive SMS notification @

D Receive phone notification

Bill Summary Notifications @

[ ] Secure PDF eBils @

[] Bilt Summary - Pay By Text @

Terms & Conditions

_—| | agree to the Payment Authorization Terms.

Back to Accounts Add Account

10|Page
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7. Select Add Account. The Account Created confirmation displays all the relevant account information.

Account Created
Payment Type
Account Number

Paperless

Back to Accounts

Payment On Account

6739375

Yes

8. Select Back to Accounts. Your account is now available on the Accounts page.

Accounts

Payment On Account # 6759370

Account Details m

Date Due Armmount Due
Dec11, 2016 $15.09

Paperless @ ‘

ebill

AutoPay Frequency
Bi-Weekly
AutoPay Frequency

Bill amount on the due date

AutoPay Frequency
Monthly - fixed amount

More

View All Payments

View Consumption

@ Add Account

11|Page

Payment Method
CREDIT

Payment Method
CREDIT

Payment Method
CREDIT
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From here, you can:
Edit your account information
Add additional accounts

12|Page

View your bill
View your payment history
View your consumption statistics
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5.2 How To: Edit Your Account Details

1. Onthe Accounts page, select Edit under any of the accounts to edit the account details.
2. Inthe Accounts Details pop-up window that opens:
a. Select Paperless to receive eBill in your email.
b. Inthe E-Bill Notification Preferences for New Bills section, select whether to:
i. Receive email notifications
ii. Receive SMS notifications
iii. Receive phone notifications
c. Inthe Bill Summary Notifications section, select whether:
i. To receive notifications and be able to pay your bills via a secure PDF in your email, select
Secure PDF eBill. For details on how to enroll into Pay-by-PDF, see

ii. To receive notifications and be able to pay your bills via text messages. Select Bill Summary -
Pay by Text and enter a mobile number the bills can be sent to.

iii. If the above are selected, in the Select Payment Method for Bill Summary Notifications
section that opens, select an existing payment method or select Add new to add a new
payment method.

Note: This payment method will automatically be used for all future payments made via PDF
or SMS.

Account Details X

Account Information

Payment Type Utility
Account Number 6777779
Date Authenticated Nov 12, 2018

Paperless 9 ‘
E-Bill Notification Preferences For New Bills @

Receive email notification @

[ ] Receive SMS notification @

|| Receive phone notification
Bill Summary Notifications @

[ Secure PDF eBills @

|| Bill Summary - Pay By Text @

Cancel Save

3. Select Save to save your changes. Your account will be updated with the latest edits.
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5.3 How To: Remove an Account

1. Onthe Accounts page, select Edit under any of the accounts available on the list.

Payment On Account # 6759370

Account Details m

Date Due Amount Due
Dec 11, 2016 $15.09

2. Inthe Accounts Details pop-up window that displays, select Remove Account.

Account Details X

Account Information

Payment Type Payment On Account
Account Number 6759370
Date Authenticated Jul7,2020

Paperless @ ‘

ebill

Bill Summary Notifications @
[ ] Secure PDF eBills @

[] Bill Surnmary - Pay By Text @

Cancel 1l Remove Account

3. Then, when prompted, select Confirm to proceed with the account removal. The account will no longer be
available on the Accounts page, in the list of available accounts.

Account # 6759370 X

Please confirm removal of this account.
Please note all AutoPay schedules associated with this account will also be removed.

Multiple users still using this account, so paper suppression is unchanged.
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5.4 How To: Enroll into Paperless eBills

By enrolling into paperless eBills, you will receive bill summary notifications via email, text, or phone. These
notifications contain detailed information about your upcoming bill and due dates. Note that unlike the Pay-by-
SMS and Pay-by-PDF features, these notifications do not offer you a direct means to make payments. Instead,
they may include a link to one of our other channels such as ROTP and CP, where you can go and make
payments.
1. Onthe Accounts page, in the Accounts Details section, select Paperless to enable or disable the paperless

option.

Note: The Paperless button turns green (if initially disabled) and displays Yes, when enabled. Similarly,

the Paperless button turns gray (if initially enabled) and displays No, when disabled.

Payment On Account # 6759372

Account Details

Date Due Amount Due ;
Pay Bill
Apr 20, 2013 $250.00
4 ’(L/ ebill

AutoPay Frequency Payment Method
Weekly CREDIT

AutoPay Frequency Payment Method
Monthly - bill amount CREDIT
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2. Inthe Accounts #xxxx pop-up that displays, select at least one type of notification for new eBills.
Note: You can receive bill notifications by the following methods:
a. Email notifications
b. SMS (Text Message) notifications
c. Phone notifications

Account #6777779 X

Do you want to enable paperless?
Please select at least one type of notification for new ebills:

Receive email notification
Receive SMS notification
Receive phone notification

3. Select Confirm to update your account details. You will receive your next bill summary via the notification
type selected.

16 |Page © 2021 Paymentus Corporation, All Rights Reserved




Email Bill Summary

10:23 AM

oo | AN oo Receive an email bill summary which contains an encrypted and password
= protected PDF attachment. If this option is selected you will be required to enter
confirmation@payme... a password required to access your PDF E-Bills.

Bill Summary

SMS Bill Summary

confirmation@payme...

R ; Receive your bill summary in an SMS message which allows you to pay the full
mations ' amount, pay a different amount or stop SMS bill summary notifications.

confirmation@payme...

BB Bcrevary Please note that this disables SMS E-bill notification for new bills.

e A mobile phone number is needed to receive SMS notifications.

1. Onthe Accounts page, select Edit under any of the accounts available on the list.
Alternatively, select Add Account to add a new account.
2. Then, in the Bill Summary Notifications section, select one or both of the following:
= Secure PDF eBills:

Secure PDF cBills @

Starting from your next bill and on, have your bill sent to your email and
pay from a secure PDF attachment.

Create a Password to view your Secure PDF eBill attachment

Enter an Attachment password. This password will be used to open the secure PDF eBill that you
will receive in your email when your bill is ready. Once set, you can change your password by
following the steps provided in How To: Change Your Secure PDF Attachment Password.

17 |Page © 2021 Paymentus Corporation, All Rights Reserved
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=  Bill Summary - Pay by Text
Bill Sumrmary - Pay By Text @

Starting from your next bill and on, review and pay your balance via text
message.

* Your profile has no mobile number.
Please enter it now:

Enter your mobile phone number. This mobile phone will be used to receive notifications when your
eBill is ready and to make payments directly from it. Once set, you can change your mobile phone
number by following the steps provided in How To: Modify Your Contact Details

3. Then, select a payment method from the existing list or add a new one. This payment method will be used
when paying through the secure PDF or when paying via text messages.

Select Payment Method for Bill Summary Notifications

Selected payment method will be used to pay for Secure PDF eBills and/or Pay
by Text.

Cj VISA HRAREERAAARE A A A D I EXp 02/22

@ Add new

4. Select Save to complete enrolling into receiving eBill summary notifications.

18| Page © 2021 Paymentus Corporation, All Rights Reserved
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5.6 How To: View Your Bill

5. Onthe Accounts page, select View Bill on any of the accounts available on the list.

Payment On Account # 6759370

Account Details m

Date Due Amount Due
Dec11, 2016 $15.09
Paperless @ ‘
‘-ﬁi’ ebill
AutoPay Frequency
Bi-Weekly
AutoPay Frequency

Bill amount on the due date

AutoPay Frequency
Monthly - fixed amount

More

View All PBayments

View Consumption

Payment Method
CREDIT

Payment Method
CREDIT

Payment Method

CREDIT

6. Your current bill will display detailed information such as the Bill Due date, Payment Amount, etc.

Bill History > View Bill > Payment On Account # 6759370

Pavmenlus Account Information

30 West Beaver Creek Road, Suite 17

Richmond Hill. ON L4 3K1 Account Number:

Telephone: 1-B00-420-1663 - Bill Date:
Peter McCurley Payment Due Date:
NC 28201

Amount Due

From here, you can:
= Print your bill
=  Pay your bill

19|Page

6759370
06/20/17

12111716

$15.09
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5.7 How To: View Your Consumption

1. Onthe Accounts page, in the More section, select View Consumption.

Payment On Account # 6759370

Account Details m

Date Due Amount Due
Dec 11, 2016 $15.09

Paperless @

ebill

AutoPay Frequency
Bi-Weekly
AutoPay Frequency

Bill amount on the due date

AutoPay Frequency
Monthly - fixed amount

More

View All PBayments

View Consumption

2. Your consumption details will be displayed.

20|Page
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CREDIT

Payment Method
CREDIT

Payment Method
CREDIT
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5.8 How To: Add Your Bill to Android Pay/Apple Wallet (See Wallet Menu)

To add a pass to your wallet, you must open the email link provided to you from a mobile device.

1. Onthe Accounts page, depending on your mobile device, select:
a. Add to Android Pay
b. Add to Apple Wallet
2. When prompted, select Confirm to enable the pass on your mobile device. An email will be sent to your
email address.
3. Onyour mobile device, click and download the link provided to you in the email. The pass will automatically
be added to your device's wallet application.

Accounts

Utility # 6777779
« ZIP Code: 12345

Account Details

Date Due Amount Due Pay Bill
Nov 14, 2018 $53.11

Piperes € e View Bil

AutoPay @

AutoPay

Add to

Apple Wallet

Add to i pay

More

View All Payments
View Consumption
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6. Pay My Bill Menu

6.1 How To: Pay Your Bill

1. From the navigation panel, select Pay My Bill.

2. Select an account from the accounts list.
Alternatively, if there are no accounts available in your profile, select Add New. Then, follow the steps
provided in How To: Add a New Account.
Once added, the account will be displayed in the list.

Select an Account

[] Payment On Account # 6759371

[] Payment On Account # 6759372

@ Add new

22| Page © 2021 Paymentus Corporation, All Rights Reserved
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3. Select Continue.
4. (Optional) Modify the payment amount as required.

Note: Depending on the bill you are trying to pay, you may or may not have the ability to modify the
payment amount.

Payment Details
Payments
e Payment Type Account Number Date Due Amount Due Payment Amount Payment Date @
P, it On Acs 6759374 10,2013 $10.00 10.00 @ ow
aymen 0. Apr20, . ) tater
My Wallet

O VISA *sssrvrseeyqng | Exp 02/22

O @ e LT L Exp 03/28

@ Add new

5. Select whether you want to Pay Now or Pay Later.

= |f you select Pay Later, select the Select date field or the E icon and select a future date from the
Date Picker.

First Available Date

23 |Page © 2021 Paymentus Corporation, All Rights Reserved
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Note: If the future date that you selected is after the bill due date, a warning message will be
displayed. Late payment fees may apply if you continue to make a payment with your originally
selected date.

Schedule payment for

11/27/2018 g

A Warning: Payment date is after due date

6. Then, select a payment method from the available list.
Alternatively, if there are no payment methods available, select Add new. Then, follow the steps provided
in How To: Add a Payment Method to My Wallet.
Once added, the payment method displays in the list.

7. Select Continue.

8. On the Review and Confirm page, ensure that all the information on the page is accurate. To change any
information, select Back and edit the information, as required.

Review and Confirm

Payment Method VISA ++remsniisggag
Payment Date Now (01/12/2021)
Payment Amount Processing Fee Total Amount

$10.00 5150 S1.50

By clicking the PAY button, you agree to the service fee charged by Paymentus to be added to this
payment and authorize the payment.

Back Pay $11.50

9. Select Pay to submit the payment.
Note: Paymentus charges a processing fee (For example, $1.50 for Credit Cards, $1.00 for Debit Card).

24| Page © 2021 Paymentus Corporation, All Rights Reserved
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10. The Payment Receipt screen displays confirming that the payment was successful.
Note: The payment submission process might take some time.
An email notification will be sent to your email address, containing all of the transaction details.

Payment Receipt

Your payment has been accepted.

Confirmation # 434528003
Payment Type Payment On Account
Account # 6759371
Payment Components 6759372 Payment On Account $10.00
Status Accepted
Payment Date Jan 12, 2021-10:23:28 AM
Payment Method Vigg Frbtmamsiiirg 48
Payment Amount 510.00
Processing Fee 5150
Total Amount Charged S1L.50

m Make another payment | Back to Payment History

From here, you can:
=  Make another payment
=  Print the page
= View your Payment History
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7. AutoPay Menu

7.1 How To: Add an AutoPay Schedule

1. From the navigation panel, select AutoPay.

2. Onthe AutoPay page, select Add a Schedule to create a payment schedule for your account.
Note: A schedule might already be created for you by an agent. These schedules can only be edited and

modified by an agent.

AutoPay

Invoice Payments # 6759371

You can not edit this schadule. it was created by another user

Schedule # 7454417

Frequency Next Payment
Monthly - fixed amount Dec1, 2020
Created By Start Date
Other User Jul 25,2020

Payment Details

Payment Method Payment Amount
echeck) $28.00

Notification Details

Notify Me by Preview
Phone

@ Add Schedule

26|Page
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3. Select an account for which you want to create a schedule. If one does not exist in the list, select Add
new. Then, follow the steps provided in How To: Add a New Account.

Note: If a schedule already exists for an account, that account is no longer eligible for AutoPay.

Select an Account

Account is not eligible for AutoPay

(® Payment On Account # 6759371

O Payment On Account # 6759372

Account is not eligible for AutoPay

@ Add new

4. Select Continue.

27 |Page © 2021 Paymentus Corporation, All Rights Reserved



Paymentus
y S, (4

5. Select the payment method you want to use for the schedule. This is the payment method that will be
charged when the schedule is executed. If one does not exist in the list, select Add new. Then, follow the
steps provided in How To: Add a Payment Method to My Wallet.

Payment Method
My Wallet

(@) WVISA *+=+rr+*=*:4448 | Exp 06/27
f:) EF@,ED i T e Y]

f:_) Ec'_H_ED kARG T )]

Add a Payment Method

@ Add new
T

6. Select Continue.
7. Select a Frequency for your bill payment schedule.
Note: Depending on the frequency selected, you must also select a Schedule Day.

8. (Optional) For frequencies that require a date, select the End Date (Optional) field or select the E icon to
select a future date from the Date Picker. The schedule will no longer execute after this date.
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9. (Optional) Modify the payment amount, as required.
Note: Depending on the bill you are trying to pay, you may or may not have the ability to modify the
payment amount.

Payment Details

Frequency

(®) Bi-Monthly () Monthly - fixed amount
(_:) Bi-Weekly (: ) Weekly

() Monthly - bill amount () Billamount on the due date

Schedule Day

01 ad

Please note that the first payment will be scheduled to be processed in 1-2 months. if schedule day is
greater than the last day of the schedule month then the last day of the month is used for the schedule
day.

End Date (Optional)

Payment Amount

2311

Total Amount

23.11

Payment Type
Visa

Account Number

i P P B
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10. Then, select one of the following ways to receive schedule notification:
a. Email Notification: Receive email reminders.
b. SMS Notification: Enter a Mobile number to receive text message reminders.
c. Phone Notification: Enter a Phone number to receive phone call reminders.
11. (Optional) Select how many days in advance you want to receive a reminder that your automatic payment
will execute. By default, Do not remind me is selected.

Schedule Notification Preferences @

(®) Receive email notification | &,
() Receive SMS notification &

() Receive Phone notification

s |
Donotremind me + |in advance of a scheduled payment

Do not remind me

Remind me 2 days
Remind me 3 days
Remind me £ days

12. Read and agree to the Schedule Payment Authorization Terms by selecting the checkbox next to it.
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13. Then, select Create AutoPay. The Schedule Created confirmation displays all the relevant schedule

information.

Your schedule will now be available on the main AutoPay page along with all other schedules.

Schedule Created

Confirmation #
Payment Type
Account #
Payment Method
Start Date
Frequency
Schedule Day
Payment Amount
Total Amount

Next Payment Date

Print Back to AutoPay

From here, you can:
= Print your schedule confirmation
=  Go back to the AutoPay main page

31|Page

9715465

Invoice Payments
6759371

Visa Feetk 4 4 4 g
Jan 12, 2021
Bi-Monthly

1

$10.00

$10.00

Mar1, 2021

© 2021 Paymentus Corporation, All Rights Reserved



Paymentus /A
y > 7

7.2 How To: Edit an AutoPay Schedule

1. From the navigation panel, select AutoPay.

Payment On Account # 6759371

Schedule # 9729531

Frequency Next Payment
Bi-Weekly Jan 24,2021
Created By Start Date

You Jan 13,2021
Payment Details

Payment Method Payment Amount

@ ............ 5454 $10.00

Notification Details

Notification not enabled

32|Page
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2. Onthe AutoPay page, select Edit:
= Under any of the schedules to edit the schedule details (e.g. Frequency, Schedule Day, End Date,

Payment Amount, Schedule Notification Preferences).
Note: A schedule might already be created for you by an agent. These schedules can only be edited

and modified by an agent.

Schedule Details X

Frequency
(0 Bi-Monthly () Monthly - fixed amount
@ Bi-Weekly (:} Weekly
() Monthly - bill amount () Billamount on the due date
Schedule Day
Sunday v

Please note that the first payment will be scheduled to be processed in 1-2 weeks.

End Date (Optional)

02/06/2021 E

Payment Amount

10.00

Schedule Notification Preferences @

Do not remind me v | in advance of a scheduled payment

Cancel i Remove Schedule
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= Under the Payment Details section, change the payment method used for the schedule or add a
new one, as required.

(__) ech@ FARERRAARANAD 437
Q) echeck)  FREEERIAREQT]
O VISA #rrewvcesiaggag | Exp 06/27

@ Add new

3. Select Confirm. The schedule will be updated with the latest edits.

7.3 How To: Remove an AutoPay Schedule

1. From the navigation panel, select AutoPay.

Payment On Account # 6759371

Schedule # 9729531

Frequency Next Payment
Bi-Weekly Jan 24,2021
Created By Start Date

You Jan 13,2021
Payment Details

Payment Method Payment Amount

@ ............ 5454 $10.00

Motification Details

Natification not enabled
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2. Onthe AutoPay page, select Edit under any of the schedules.
Note: A schedule might already be created for you by an agent. These schedules can only be edited and
modified by an agent.

Schedule Details X

Frequency
(O Bi-Monthly (©) Monthly - fixed amount
(®) Bi-Weekly () Weekly
(O Monthly - bill amount (O Billamount on the due date
Schedule Day
Sunday v

Please note that the first payment will be scheduled to be processed in 1-2 weeks.

End Date (Optional)

02/06/2021 D

Payment Amount

10.00

Schedule Notification Preferences @

Do notremind me v in advance of a scheduled payment

Cancel Confirm ® Remove Schedule

3. Select Remove Schedule.
4. Then, when prompted, select Confirm to proceed with the schedule removal. The schedule is no longer
available on the AutoPay page, in the list of available schedules.

Payment On Account 6759371 X

Reference number: 9729531

Please confirm removal of this schedule.

Cancel Confirm
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8. Bill History Menu

8.1 How To: View Your Bill History

1. From the navigation panel, select Bill History.

2. On the Bill History page, you can view a list of all bills for all of the accounts available in your profile.

Bill History

a Download Histery C‘)\ Search

Account Info

Maobile # 6759372

Mabile # 6759370
Payment On Account # 6759372
Payment On Account # 6759375

Payment On Account # 6759371

36| Page

Statement Balance

$335.08

$311.09

$4522

S4117

523n

Date Due

Mar 11,2019

Feb 28,2019

MNov 21,201

Nov 21,201

Sep 28, 201

Bill Status

Paid Dec 15,2020

Paid Nov 5,2020

Paid Mov 22, 201

Paid Nov 3, 2011

1-14 of 14

Action

View Bill
View Bill
View Bill

View Bill
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3. Select View Bill on any of the bills in the list to view more details about it (e.g. Bill Due date, Payment
Amount, etc.).
Alternatively, select Pay Bill and continue with the payment flow. For details on how to pay your bill, see
Step 5 in the How To: Pay Your Bill.

Account Information

30 West Beaver Creek Road, Suite 17
Richmond Hill, ON L4B 3K1

Account Number: 6759372
Telephone: 1-800-420-1663
Bill Date: 04/04/13
Mary McCurley
10 First 5t.
s e Payment Due Date: 04/20/13
Amount Due $250.00

From here, you can:
=  Print your bill
=  Pay your bill
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8.2 How To: Download Your Bill History

1. From the navigation panel, select Bill History.
2. On the Bill History page, you can view a list of all payments made to different accounts from your profile.

Bill History

a Download Histery C‘)\ Search

1-14 of 14

Account Info Statement Balance Date Due Bill Status Action
Mobile # 6759372 $335.08 Mar 11, 2019 Paid Dec 15,2020
Mabile # 6759370 $311.09 Feb 28,2019 Paid Nov 5,2020
Payment On Account # 6759372 545122 MNov 21,201 Paid Mov 22, 201
Payment On Account # 6759375 S4117 Nov 21,201
Payment On Account # 6759371 5231 Sep 28, 201 Paid Nov 3, 201

3. Select Download History to download your payment history as a CSV file to your computer.

Note: A customer-bill-report.csv file will be downloaded to your computer which you can then open using

any software that opens such file formats (e.g. Excel).

customer-bill-report-01122021

Insert

csv - Excel (Product Activation Failed)

Formulas Data Review View Acrobat Q Tell me.., Signin

Page Layout

,O_"_ Share
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T Calibri = == = = General s E[%Cc»ndftionalFc»rr'r‘lattir'lgv E“Insert s s
paE B B L U AN =E== - % -9 »  [Drormatas Table~ E¥ Delete - Editing
5 » - | D A e 3= Fr- 8 (54 Cell Styles~ {1 Farmat = -
Clipbeard & Font [ Alignment R Number ] Styles Cells e
Al v Fe Account Number v
A B C D [ E F G [=]
1 |Account Number Payment Type Amount Due Date Due DateEnrolled  Suspended Paper Suppression
2 X 6759371 Payment On Account 150 04/20/2013 | 12-07-2020 15:28 N N
3 - 6739371 Payment On Account 2311 3-07-2012 12-07-202015:28 N N
4. 6759371 Payment On Account 23.11 11/21/2011 | 12-07-2020 15:28 N N
3 - 6759371 Payment On Account 23.11 09/28/2011 | 12-07-2020 15:28 N N
& 6759371 Payment On Account 23.11 11-07-2010 12-07-202015:28 N N
=
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8.3 How To: Search/Filter Your Bill History

1. From the navigation panel, select Bill History.

2. On the Bill History page, you can view a list of all payments made to different accounts from your profile.
3. Select Search to narrow down your payment history list, and search for a specific Account Number or by a

specific Payment Type.

Customer Portal

Bill History

a Download History q Search

Account Info Statement Balance
Payment On Account # 6759370 $15.09
Payment On Account # 6759370 -$0.50

Date Due

Dec 11,2016

Apr9, 2014

Bill Status

Paid Jan 6, 2021

Paid Jun 17, 2017

Search

Account #

Enter your account number

Payment Type:

--SELECT--

Payment On Account
Invoice
Bill Payment

| Feedback

[%

4. Select Search again. The search results will be updated to display only the bills that fit your search criteria.

Bill History

B Download History C‘)‘ Search

Account Info

Payment On Account # 6759371
Payment On Account # 6759371
Payment On Account # 6759371
Payment On Account # 6759371

Payment On Account # 6759371

From here, you can select:

= View Bill to view your bill in more details

Statement Balance

$150.00

$23M

523

5231

$23M

Bill History filtered by Payment Type and Account Mumber 6759371 1-50f 5

Date Due

Apr 20,2013

Mar 7,2012

Now 21,201

Sep 28,2011

Nowv 7, 2010

Bill Status

Paid Mov 13, 2020

Paid Sep 28, 201

Paid Feb 7, 2012

Paid Mowv 3, 201

Action

View Bill
View Bill
View Bill

View Bill

Pay Bill | View Bill

=  Pay Bill to make a payment. For details on how to pay your bill, see Step 5 in the How To: Pay Your

Bill.
39|Page
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9. Payment History Menu

9.1 How To: View Your Payment History

1. From the navigation panel, select Payment History.

2. Onthe Payment History page, you can view a list of all payments made to different accounts from your

profile. The list also displays the status of the payments (e.g. Accepted, Failed, etc.).

Payment History

a Download History q Search

Account

y
o
ﬁgﬁyment On Account # 6759372

ayment On Account # 6759371

s

;ggg%yment On Account # 6759370

?ﬁ yment On Account # 6759370
;7

40| Page

Amount

$10.00

$15.09

S12.14

$150.00

$15.09

S12.12

$15.09

s

Processing Fee

$150

5150

$150

$150

$150

5150

5150

$150

1-25 of 51084 n 2 3 4

Date

Jan12,2021-10:23:28 AM

Jan 6, 2021-3:31:52 PM

Jan 6, 2021—-3:30:52 PM

Jan 1, 2021 -7:25:41 AM

Dec 31, 2020 —12:52:37 PM

Dec 31, 2020 —12:51:50 PM

Dec 29, 2020 - 6:22:03 PM

Dec 29,2020 - 6:20:22 PM

© 2021 Paymentus Corporation, All Rights Reserved

Method

VISA

echeck)

VISA

VISA

echeck)

VISA

echeck)

VISA

u

v

Action

View

View

View

View

View

= =
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View
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3. Select View on any of the payment transactions in the list to view more details about that payment.

Payment Details
Confirmation #
Account
Status
Channel
Payment Date
Payment Type
Payment Method
Payment Amount
Paymentus Fee

Total Amount Charged

Back to Payment History

41| Page

434528003

6759372

ACCEPTED

Web Channel

Jan 12, 2021-10:23:28 AM

Payment On Account

Vigg *Hrrrsssasrg 440

510.00

5150

511.50
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4. Alternatively, to view your payment history, on the Accounts page, in the More section, select View All

Payments.

Payment On Account # 6759370

Account Details m

Date Due
Dec 11, 2016

Paperless @

AutoPay

AutoPay

AutoPay

More

View All Payments

View Consumption

42| Page

Amount Due
$15.09

&

ebill
Frequency
Bi-Weekly

Frequency
Bill amount on the due date

Frequency
Monthly - fixed amount

Payment Method
CREDIT

Payment Method
CREDIT

Payment Method
CREDIT
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9.2 How To: Download Your Payment History

1. From the navigation panel, select Payment History.
2. On the Payment History page, you can view a list of all payments made to different accounts from your
profile.

Payment History

Payments filtered by Payment Type and Account Number 6777779 1-20f 2

a Download History q Search

Account ZIP Code Amount Service Fee Date Method Action
Water # 6777779 12345 $53.11 $150 Nov 30,2018 - 11:38:50 AM ol View
Water # 6777779 12345 $531 $150 Nov 6, 2018 — 11:09:11 AM echeck) View

3. Select Download History to download your payment history as a CSV file to your computer.
Note: A payment-report.csv file will be downloaded to your computer which you can then open using any
software that opens such file formats (e.g. Excel).

pay

Inset  Pagelayout  Formulss  Data  Review  View  Acrobat

Signin £} Share
= X Cut

2 == ==l =20 3 AutoSum - A
Calibri 1 - A K - 5 Wiap Text General - ? =57 ) Sy | £Em  E : ad p
Past EC 2 =] C d"t'z‘ | F pt O‘e\’l IEE Tt IEE\et FﬁL it m . S%th& Find &
aste X B I U-[F.®H-A-|E =5 ElMegeBCenter - $ -+ % » %8 Conditional Formatas nsert Delete Formal in,
- ¥ Format Painter - 2 P 2% Formatting~. Table~ Styles~ | - +  « | &Cearr Filter~ Select -
Clipboard ] Fant ] Alignment £} MNumber i Styles Cells Editing ~
18 b J paymentus v
A E C D E F G H | J =
1 Confirmation Payment Amount Payment Type Account Number Payment Date/Time Payment Method Type Payment Method Channel Originator Status
2 ‘ 434528003 10 Payment On Account 6759372 1-12-2021 10:23 Visa fotdasnaagdd ] Web Channel [doe@paymentus.com Accepted
3 | 431891517 15.09 Payment On Account 6759370 1-06-2021 15:31 Savings Account *EEE49789 Agent Dashboard paymentus Accepted
4 ‘ 431939903 12.14 Payment On Account 6759372 1-06-2021 15:30 Visa FREIERIIIIITANNG Web Channel i nentus.com p
5 | 428777259 150 Payment On Account 6759371 1-01-2021 7:25 Visa hdddonsiddds ] Scheduled Payment Channel  scheduler Failed
6 ‘ 428467371 15.09 Payment On Account 6759370 12/31/2020 12:52 Savings Account Fheiq780 Agent Dashboard paymentus Accepted
7 | 438467366 12.12 Payment On Account 6759372 12/31/2020 12:51 Visa bk - ] Web Channel idoe@paymntus.com Accepted
8 ‘ 427194260 15.09 Payment On Account 6759370 12/29/2020 18:22 Savings Account FEEIFQTRY Agent Dashboard paymentus Accepted
43| Page © 2021 Paymentus Corporation, All Rights Reserved
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9.3 How To: Search/Filter Your Payment History

1. From the navigation panel, select Payment History.
2. On the Payment History page, you can view a list of all payments made to different accounts from your

profile.

3. Select Search to narrow down your payment history list, and search for a specific Account Number or by a

specific Payment Type.

Customer Portal

Payment History

a Download History ®\ Search

Account Amount

o

&

+ wrment On Account # 6759372 $10.00
v

w/gj%ment On Account # 6759370 $15.09

| 4

A
;‘g}aymem On Account # 6759372 51214

ﬁn( On Account # 6759371 $150.00

Search

Account #

Enter your account number

Payments filtered by Payment Type 1-25 of 51084“ 2 3 4 Payment Type:

‘ Payment On Account

Processing Fee Date Method T SELECT-
Payment On Account
$150 Jan 12,2021-10:23:28 AM VISA Iipvaies
Bill Payment
5150 Jan 6,2021-3:31:52 PM echeck)
$150 Jan 6, 2021—3:30:52 PM VISA
$150 Jan 1,2021-7:25:41 AM VISA

4. Select Search again. The search results will be updated to display only the payments that fit your search

criteria.

Payment History

a Download History q Search

Account

Water # 6777779

Water # 6777779

ZIP Code Amount Service Fee Date
12345 55311 $150 Nov 30, 2018 — 11:38:50 AM
12345 $531 5150 Nov 6, 2018 — 11:09:11 AM

From here, you can select View to view your bill in more details.

44| Page

Payments filtered by Payment Type and Account Number 6777779 1-20f 2

Method Action
E View
echeck) View
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10. My Wallet Menu

10.1 How To: Add a Payment Method to My Wallet

1. From the navigation panel, select My Wallet.

Note: If you do not currently have any saved payment methods to your wallet, the wallet displays as empty.
My Wallet

ke ok KA B AT A ;‘;;2’*; sk ok dxkk 4440 g‘zp};‘

JANE DOE JANE DOE

Add Payment Method

2. Select Add Payment Method.

Add Payment Method X

Credit Debit E-Check Digital Wallets
visa && |
Card Number cwWwe
Card number (@Y

Expiration Date

MM v YYYY v

Card Holder Name

Card holder name

Click to read the Payment Authorization Terms

|:| | authorize payment and agree to the Payment
Authorization Terms

l:‘ Set as default payment method
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3. Enter all of the required payment method information (e.g. Card Number, CVV, Expiration Date, Card Holder
Name, Routing Number, etc.)

4. Read and agree to the Payment Authorization Terms by selecting the checkbox next to it.

5. (Optional) Select Set as default payment method to use it as the default payment method for all future

payments.
Alternatively, for all Digital Wallets such as PayPal, PayPal Credit, Amazon Pay, or Venmo, select the
corresponding button. You will be redirected to the third party's website.

Add Payment Method X Add Payment Method X

Credit Debit E-Check Digital Wallets Credit Debit E-Check Digital Wallets
® » ol »
= maya = Fayiial
Coneiue under the PayPs Terms and Condioans Coptint undes the PayPi Tomrs 2o Coneitions
O P
i the FayPal it Tesrs e Corcivons Cortinge unde the PayPi Cieci Torms and Carcitions
Want to pay with Venmo? Add your Venmo account to your wallet with your mobile r") Want to pay with Venmo? Add your Venmo account to your wallet with your mobile
device to pay on any device after @ b device to pay on any device after @
inces the Venmo Teams s Corcitons Cortioue unde: the Yenimo Torms end Cooiions
(@) amazon
TPy
incies the Armaaan Pay Torms and Candinans Coptinte unde he Ainanan Py Tewts snd Consiians
Back P PayPal Back I magonpay » ‘

USE YOUR AMAZON ACCOUNT
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In the pop-up window that opens, log in using your credentials and select the payment method of your

choice.

P PayPal

Hi, Paymentus!

Pay with

o 0 CREDITUNION1

Checking ====0348

PayPal Credit

Pay over time for your purchase

See terms.

|Gs‘ The Bank Card
T Creditse=8672

Add a debit or credit card

I want to use CREDIT UNION 1 x-0348 for automatic payments to
Paymentus Corp. | understand that if this payment method is unavailable
the payment method used will follow PayPal Policies and that if | hold a

Your Amazon Pay Wallet X

Select a payment method to use

PaY  Payment method a

ot Discover 5424

balance with PayPal, that balance will be used first to complete my o Discover..9424 VISA Visa 1171
payment. | can also change my payment method or cancel this

authorization in my Settings

WISA Visa 5656 WISA Visa 4545

1-8of12

View PayPal Policies and your payment method rights. »

Agree & Pay
Cancel | l Use this Payment Method

=/

The My Wallet page will be updated with your newly added payment methods.

My Wallet
HREE XERK KHKK B AB A :;;rze;

JANE DOE

47 |Page

VISA o Defautt m

FEAK FREE AFAE A A A on::; PﬂYPal

JANE DOE testrpaypal@paymentus.com
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10.2 How To: Edit an Existing Payment Method

1. From the navigation panel, select My Wallet.
Note: If you do not currently have any saved payment methods to your wallet, the wallet displays as empty.
2. From the list of available payment methods saved to your wallet, select Edit.

My Wallet

wsa s

koo Sk Sobokk 4 4 40 g‘:‘;; PayPal s hokock Ak B A B A ;";‘:‘i

JANE DOE test+paypal@paymentus.com JANE DOE

Add Payment Method

3. Inthe pop-up window that opens, edit your payment method information as required.

SdEmRREE 4 A A0
m Edit

Card Number cwWe

AhnkARbRRARAAAND

Expiration Date

04 - April v 2024 -
Card Holder Name

Jane Doe

Click to read the Payment Authorzation Tesms

I:I | authorize payment and agree to the Payment

Authonzabon Terms

Cancel il Remove Payment Method

4. Read and agree to the Payment Authorization Terms by selecting the checkbox next to it.
5. Then, select Confirm. Your payment method will be updated with the latest edits.
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10.3 How To: Remove a Payment Method

1. From the navigation panel, select My Wallet.

Note: If you do not currently have any saved payment methods to your wallet, the wallet displays as empty.
2. From the list of available payment methods saved to your wallet, select Edit.

Alternatively, select Remove directly on the saved wallet entry to remove the payment method from the

list.
My Wallet

wsa s

koo Sk Sobokk 4 4 40 g‘:‘;; PayPal s hokock Ak B A B A ;";‘:‘i

JANE DOE test+paypal@paymentus.com JANE DOE

Add Payment Method

3. Inthe pop-up window that opens, select Remove Payment Method.

SdEmRREE 4 A A0
m Edit

Card Number cwWe

AhnkARbRRARAAAND

Expiration Date

04 - April v 2026 a
Card Holder Name

Jane Dos

Click to read the Payment Authorization Terms

I:l I authorize payment and agree ta the Payment

Authonzation Terms

Cancel il Remove Payment Method
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4. Then, when prompted, select Confirm to proceed with the payment method removal. The payment method
is no longer available on the My Wallet page, in the list of available wallet entries.

mmm b 4

Please confirm removal of this payment method.

Please note all AutoPay schedules associated with this payment methed will be
removed as well.
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11. My Profile Menu

11.1 How To: Change Your Login Password

1. From the navigation panel, select My Profile.

2. Inthe Login Details section, enter your Current password and then enter your New password.

Note: Ensure that the new password adheres to the requirements on screen.

General Details

First Name

Jane

Last Name

Doe

Email Address

jdoe@paymentus.com

Phone Number
(555) 555-5555x5

Mobile Number

ZIP Code:
12345

Attachment Password
Attachment Password

You have attachment password set.

This password is used for opening bill summary email attachments.

Security Questions

Security Question 1
What is your zip code?

Security Answer 1

51|Page

Login Details

User ID:

Your User Id has to be alphanumeric or dash, underscore or a valid email
address.

If you want to change your user id

Current password

Enter your current password

New password

Enter your new password

Re-enter new password

Re-enter your new password

Passwords must meet the following requirements:
* must be at least 10 characters in length
* must contain at least one number and 1alpha
+ only alphanumeric and special characters are allowed

For enhanced security, do not use proper names, words commanly found in
the dictionary or repeating sequences of numbers.
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3. Select Save Changes. The Details confirmation page displays all your profile information.

Details

User Id

First Name Jane
Last Name Doe
Email Address jdoe@paymentus.com
Phone Number (555) 555-5555
ZIP Code:

12345

Security Question 1 What is your zip code?
Security Answer 1 TR

Back to My Profile
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11.2 How To: Edit Your Contact Details

1. From the navigation panel, select My Profile.
2. Inthe General Details section, edit your contact information as required.

General Details

First Name

Jane

Last Name

Doe

Email Address

jdoe@paymentus.com

Phone Number
(555)343-7777

Mobile Number

ZIP Code:
12345

Attachment Password

This password is used for opening bill summary email attachments.
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3. Once you are done, select Save Changes. The Details confirmation page displays all your profile information.

Details

User Id

First Name
Last Name
Email Address

Phone Number

ZIP Code:

Back to My Profile
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lane

jdoe@paymentus.com

(555) 555-6767

12345
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11.3 How To: Change Your User ID

1. From the navigation panel, select My Profile.
2. Inthe Login Details section, select click here.
Note: The User ID field, which was previously grayed out, is now unlocked and can be edited.

Login Details

User ID:

jdoe@paymentus.com

Your User Id has to be alphanumeric or dash, underscore or a valid email
address.

If you want to change your user id M

3. Enteranew User ID.
Note: The new User ID must be alphanumeric and may contain a dash or an underscore, or it can be a valid
email address.

4. Enter your Current password.
Note: You must enter your current password to change your ID.

5. Select Save Changes. The Details confirmation page displays all your profile information.

Details

UserId

First Name Jane
Last Name Doe
Email Address jdoe@paymentus.com
Phone Number (555) 555-5555
ZIP Code:

12345
Security Question 1 What is your zip code?

Security Answer 1 ERNEENEY

Back to My Profile
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11.4 How To: Edit Your Security Questions

1. From the navigation panel, select My Profile.
2. Inthe Security Questions section, select Edit.

Security Questions m

Security Question 1
What is your zip code?

Security Answer 1

In the Security Questions pop-up window that opens, enter your Current Password.
Select a Security Question from the drop-down list.

Then, enter your Security Answer to the selected question.

Select Save Changes to save the edits made to the profile.

The Details confirmation page displays all your profile information.

o v kW

Details

User Id

First Name Jane
Last Name Doe
Email Address jdoe@paymentus.com
Phone Number (555) 555-5555
ZIP Code:

12345
Security Question 1 What is your zip code?

Security Answer 1

Back to My Profile
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From the navigation panel, select My Profile.

11.5 How To: Change Your Secure PDF Attachment Password

In the General Details section, enter a new Attachment Password to be used for your bill summary email

attachments, also known as PDF eBills.

Note: Ensure that the new password adheres to the requirements on screen.

General Details

First Name

Jane

Last Name

Doe

Email Address

jdoe@paymentus.com

Phone Number
[555) 555-5555%5

Mobile Number

ZIP Code:
12345

Attachment Password
Attachment Password

You have attachment password set.

This password is used for opening bill summary email attachments.
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3. Select Save Changes to save the edits made to the profile. The Details confirmation page displays all your
profile information.

Details

User Id

First Name Jane
Last Name Doe
Email Address jdoe@paymentus.com
Phone Number (555) 555-5555
ZIP Code:

12345

Security Question 1 What is your zip code?
Security Answer 1 iesiete sl

Back to My Profile
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