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New Users
There will be a splash page once you log on for the first time.

Welcome to Online Bill Pay!
F—‘

Why should | pay online? New Features
Faying your business bills online can help make your More control over your accounts payable process. The
accounts payable process more efficient and organized. Fayment Center brings all the critical payment tasks to one
central location to save you time and keep you organized.
You can:
Faster payments. The dynamic calendar shows you the
» make one-time payments. earliest date the biller can receive your payment. Many
« setup automatic payments for repeating bills. payments can be made by the next day.
& get bills delivered to you online.
» send detailed invoice information with your A simplified user interface. We've made it easier to receive
payments. and pay e-hills, set up automatic payments and reminders,

sign up for e-mail notifications, and more!

Click Get Started to begin paying your business bills online
today.

Get Started
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Once signed in, the Payment Center displays. The Payment Center page serves as a “hub,” or
central location, for making payments and reviewing payment information. The simplified user
interface provides intuitive navigation for the business user.

Manage Groups

Sort biller list

Welcome Karla Testaccount
Tuesday, July 26, 2011

Sign up for and view e-bills
Make payments

Biller Name

Features

= CHICAGO TRIBUNE s/
— @10712
w Oberweis Dairy 3
— g9es12

AP |sm| TargetStores 3

— @ge10%0

_
Pending | Unapproved =

Recent Payments

]

Make Paymen!

&

Welcome Karla Testaccount
Tuesday, July 26, 2011

Pay From MY TESTER.. *27507
AddManage Groups

Payment Center
Pay Bills

)

[-1 Unassigned Billers

— ae1090

punt Pay Date
e View bill reminders (] |6
e View pending and unapproved Pamding | Ussoryoves HO@
payments Recent Payments JO@
& sat l?aT;e't‘Slores 5}

e View 45 days of bill history
e View additional bill history by
choosing the Bill History tab

D Security & Privacy

Copyright © 2011, CheckFree. All rights reserved

Terms & Conditions | Messages
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Setting Up Bills
In the Payment Center there will be a hyperlink to set up a new bill or to manage groups. Click
Add a Bill.

Add a Bill | Bill History | Manage Your Bills | My Account: a

A
Add a Bill

To start making payments, select the type of bill you want to add, and click Continue. More about who | can pay...

Who do you want to pay? ) company

O Person
Continue || Cancel
\ v
< >

If you are paying a person, the system will mail them a physical check to the address you
provide by the date you submit. For these, the soonest pay date may be a few days out.

If you are paying a company, you can search the systems data base to find. If no results come
up, you can enter everything for the payee using your statement from that company.

Once completed, the payee will show up on the main screen in the Payment Center as well as
send you a confirmation email.

Tip. CheckFree Small Business sends alerts, reminders, and messages to the
business email address indicated during enrollment. This is the email address
presented on the Subscriber Profile within PartnerCare.

The messages are not sent to individual business users’ email addresses.

Only the Level 1 user can change the email address in CheckFree Small
Business.

**If the business is set up to receive the payments electronically, the Pay Date will be sooner. If
not the soonest pay date will be a few days away for allow processing time and time for the
check to be delivered by mail.
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Signing up for e-bills/Options
If the biller offers e-bills, the business user is prompted to sign up after adding the biller.

If the business user does not wish to sign up at this time, the user can do so later from the
Manage Bills page, or from the e-bill icon beside the biller in the Payment Center.

Add a Bill

You've just added Test Biller 1 to CheckFree Small Business, and we've saved your information. For security reasons, we'll send
an email confirmation to samra.shy@fiserv.com.

Payments to this biller are automatically categorized as Miscellaneous in Bill History. To change this category, go to Manage Bills
to update the biller's information.

You can sign up to receive an electronic version of your bill through CheckFree Small Business. To learn more, you can view our

demo.
TestBiller 1 We can send payments electronically to this biller, which
*gloss makes the delivery of your payments faster.

Address on File

Click Here to Learn More. ) Sian up for an electronic version of your bill

Click Add Another Bill to add another company or person to pay, or click Finished to go to the Payment Center and pay your bills.

Add Another Bill | Finished |
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Be exceptional.

The Add a Biller screen appears when a business user requests e-bills.

Add a Biller

From the Mailbox...

¥ =

Vigw 2pmo 12 igarm marg

««.to your Inbox
Begin receiving your bills electronically today!

To 233 an electronic version of your bl which you can view in the Paymant Center, enter the mformation required by CHICAGO TRIBUNE 3n¢ cick Add Feature
Enter 3dige # with 2ip 803800015, Merchants 5 7031, standard payee 2, biler proc center 14

Astersks () ndicate required iInfcrmaton

*Account Number :@]07]2

In 2550 10 seeng your Ol i the Payment Center, €32h Bt B rew 0l Bmves, you Tl receive 3 text &-mad SOLASINON with Summiry B0ematen Soch 38 the amoest
Dok 30d Soe Sate

® see my emad sotficatons usag HTML e-madl Wihpe ig WTME genpa?

Notdy me Dy @-mad when tng fest O arrivas
Oon't rotfy me Dy e-mad when the frst bd armives

E-mail Address | aria phelps@fiserv.com

You can send my e-mad 33dress 10 this Diier ® v O wo

Tha name 302 3331e55 DRl0w SR0UC MAICh the DIGS § RCOAs 100 NG NAMA 0N NG BCCOUNL 30T NG BIZRES WhetR the Dl & PONENG VSR E'\WM)‘W
PACRESICY 10 MPCA the Aformatea on your bl
* First Name/Middle Initial Karla
"Lasthame Tastaccount
" Address 1 1275 Btat Blvd
Address 2

" Cty Phoenix

" SuteZP Code | AZ - Arizona v 85001 71275

mfwl Camll
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Once the business user has clicked on the Add Feature button, a message appears, advising
the user that the e-bill request has been submitted.

The user clicks the Finished button to complete the activation request.

BILL
When the business user returns to the Payment Center page, the J icon
appears next to the biller.

All levels of business users may request e-bills for a biller.

EVEs and ESTALs

When a business user activates an e-bill, the user can receive Internet email reminders about
upcoming bills.

There are two types of reminders offered within CheckFree Small Business.

e EVEs (optional)
e Stale E-bill Reminder

A business user will either receive an EVE, if offered by the financial institution, or a Stale e-bill
Reminder (ESTAL) will be sent, but not both. If the financial institution does not implement
EVEs, then only ESTALSs are sent to the users.

EVEs or ESTAL:

e Are sent to the business email address when the e-bill is delivered into Small Business
Bill Pay

¢ Will not be sent for an e-bill that has been viewed or automatically paid

e E-bill via email (EVE)

e E-bill via email, or EVE, is an Internet email sent to the business email address, when

the e-bill is delivered into Small Business Bill Pay. This notice provides a summary of the
bill.

The choice to send EVEs is dependent on these factors:

e Does the biller offer this?
¢ Does the financial institution support this?
¢ Has the business user enabled this?

Stale E-bill Reminder (ESTAL)

An Etale E-bill Reminder, or ESTAL, is also a notification that a new bill is available to view or
pay.
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If the financial institution does not implement EVEs, ESTALs are sent to notify the business
users that an e-bill was delivered.

An ESTAL is sent if the business user opts out of getting an HTML version of the bill.

ESTAL is a plain text version of the EVE with the same information about the e-
bill but without:

e Banner ads

e Pay and view buttons

e The Minimum Amount Due and Account Balance fields

Payee Grouping
Payee grouping allows the business user to categorize billers in the Pay Bills section of the
Payment Center.

Business users can add up to 60 payee groups. If users attempt to add additional groups
beyond this maximum, they are prompted to delete one of the existing groups.

To expand the Payee Group, click the [-] or [+] icon.

Each business user has the ability to create and manage biller groups that are
meaningful and viewable only to that user.

Create a Payee Group
e Click the Add/Manage Groups link.
¢ In the Group Name field, enter the group name, i.e. Credit Cards.
e Click the Add Group button

Managing Payee Groups
Assigning a biller to a group:

¢ Click the Change Group drop down box next to the biller in question.
e Select the group name

Once the biller(s) are assigned to the desired group(s), the business user clicks the Return to
Payment Center link/button.

Page 8
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Preferred Account

For those businesses with multiple bank accounts linked to bill pay, CheckFree Small Business
provides the option to choose which account is the preferred (or displayed in dropdown) bank
account for payments.

Payment Center

Pay From "96538 v

Preferred Account <«

The business user can change the preferred account by selecting a different account listed in
the drop-down.

Select the radio box next to Make Preferred Account. The business user must schedule a
payment from the selected bank account for it to be set as the preferred account.

Payment Center

Pay From

Make Preferred Account
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Adding an Invoice to a Payment
As soon as the business user tabs to the Amount or Pay Date fields, the Add Invoices link
appears. A single payment may have as many as ten (10) invoices attached.

Welcome Michelle Business
Monday, October 18, 2010

Payment Center

or
Learm more about
Pay From *35486 v adding invoice
[¥IMake Preferred Account details to payments ¥
Features Biller Name “ Amount Pay Date
Joe Accountant $ —
&= Bill Reminders — Z
Add Invoices —
Pending | Unapproved _JOI-
Joe's Shoelaces and 3 = ! o
Sneakers m £
b | pecent Pavments (HON
Add Invoices < When the business user selects
Nike Warehouse g = the Add Invoices link from the
*67899 Payment Center page, the
Make Payments Manage Invoice Information

page appears.

**All invoiced bill payments will go out as checks via US Mail. Pay date will be at least 4
business days

Payment Center “

[ : ; : : Once the business

Biller Name: American General Life & Accident h filled i I

Total Amount: $ 0.00 The total is automatically calculated by adding the amount of each invoics 'user a§ tied in a
Invoice Information information, the user
Invoice Number Amount Description | attaches the invoice

You have not added any invoices to this bill. by clicking on the Add
Invoice button.
Invoice Number Amount Description
Invoice: $ ‘

Discount: s ‘

Add Invoice | Cancel

The business user is then directed back to the Manage Invoice Information page to add another
invoice, change an invoice, or delete an invoice.
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{ENDER Member FDIC



PeoplesBank

Payment Center

@ ™
Biller Name: American General Life & Accident

Total Amount: $ 387.57 The total is automatically calculated by adding the amount of each invoice.
Invoice Information

Invoice Number Amount Description Action
4444 $587.57 Change | Delete
Discount  $200.00 New customer sign up discount
Total: $387.57 I

Add an Invoice

T —_—) Save || Cancel

After filling in all necessary information about the invoice, the user clicks Add Invoice to save it.

If applicable, a message appears, advising that the pay date has been adjusted to include the
invoice with the payment.

When a payment is scheduled with an attached invoice, the invoice icon appears next to the
payment anywhere the payment is displayed in a list.

F —
Pending | Unapproved [ ] 62
Biller Amount Pay Date
Target Sto... $61.69 08/01
@51690 Change Cancel
Board of W... 38| 5475.00 07729
@E9705 Change Cancel
Total: $536.69

After filling in the dollar amount and pay date of the payment and adding an invoice (if

applicable), the user scrolls to the bottom of the Payment Center page and clicks on the Make
Payments button.

Page 11
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Make PaymeutsJ

LNecKITee

Pay Bills

[ oy

You're making payments for the following bills. Please review the information and click Submit Payments.

Biller Name | Account | Amount | Pay Date
Joe Accountant  *96538 $2.000.00 10/22/2010 Memo ’

Check Number:

Total:  $2,000.00
Submit Payments] Make Changes] Cancell

\ ; bt

Payment Memo and Check Number

Payment Memo: CheckFree Small Business includes a payment memo feature for paper
payments. The Memo field is a 34-character field that the user can edit for any paper payment.
The memo and the account number are printed on the check.

Memos are only visible within the CheckFree Small Business product and on

,"'.;:'--_,7M"| paper payments.

Memos are not visible within PartnerCare or Fiserv’s internal systems.

Check Number: The business user may type a reference number for the payment.

After the business user has clicked on the Submit Payments button, the Payment Confirmation
page appears. From this page, the user can:

e Print the page for the payment(s) just scheduled
¢ Add a note to the payment(s)
¢ View the confirmation number for the payment(s)

Page 12
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Authority Levels

In CheckFree Small Business, business customers can authorize multiple business users’
access to the service and can designate an authority level for each person. Authority levels
determine the functionality that business users can access and actions that business users are
able to perform in CheckFree Small Business.

Payment Center and Bill History Level 1 Level 2 Level 3
Approve a payment Yes Yes,* for Level 3 No
Change or cancel an approved .
(pending) payment Yes Yes No
Change or cancel an unapproved . .
payment Yes Yes Yes
Financial software export Yes Yes Yes
Schedule a single payment in
approved Yes Yes* No
(pending) status
Schedule a single payment in .
unapproved status No No Yes
Set the preferred account Yes Yes Yes
Manage Bills and Add a Bill Level 1 Level 2 Level 3
Add a biller Yes Yes Yes
Add, change, or cancel an
automatic payment (recurring .
payment or Automatic e-bill Yes Yes No
payment)
Add, update, or delete bill
reminders Yes Yes Yes
Yes, unless
Cancel e-bill service Yes Yes Automatic payment
is active
Yes, unless there
Change or delete a biller Yes Yes are pending
payments
Manage Bills and Add a Bill Level 1 Level 2 Level 3
File a bill and update filed details Yes Yes Yes
Request e-bill service activation Yes Yes Yes
View bill detail and bill history Yes Yes Yes

Level 1 — Focus Customer
Level 2 — Sub User Admin

Level 3 — Any other user the focus customer or sub user admin designates

Caution. Level 3 users do not have access to set up automatic payments
(recurring or auto pay for e-bills). Level 3 users are also not able to make
updates or delete a biller if there are pending payments to the biller.

Page 13
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Approve Payments

To approve one payment at a time, a Level 1 or Level 2 user chooses the Approve link.

Payment Center
Pay Bills g

Pay From  "9€5328 =
Preferred ACcount

Features Biller Name “  Amount Pay Date
Joe Accountant s &=l
Joe's Shoelaces and 5 2
Sneakers
“afghi
Mike Warehouse £ "'."l
e

Make Paxmonu]
e Click the Approve Payment button.

section on the Payment Center page.

Approve Multiple Payments

Loam manre about
adding invodce
detalls to ¢

Jaa
Pay Date
o128

Arncerd
SCHPF FA, s

[-13-1 1

Past Dus Unappiovind Paymmsnt
LORD & TAY $21.00 o124
ST
—> Appiove Chancs Cancsl

Past Due Unapproved Payment

Once approved, the payment moves from the Unapproved section to the Pending

From the Bill History tab, Level 1 and Level 2 users may approve multiple payments.

1. Users choose either of the Unapproved Payments links at left.

Bill History

All Payments | Unapproved Payments

Additional Options to search for specific payments.

]

Current View Past 30 days and future

/

There are 2 unapproved payments.
How do | sort. search. or cateqorize?

For

To view payments and bills for a different date range, select an option in Current View. Use

Additional Options
Show | Al (selected) v |

Go|

Print

2. The user clicks on the checkbox to the left of the payment to be approved, or chooses Select
All link to approve all unapproved payments.

3. The user then selects the Continue button.

Page 14

{ENDER Member FDIC



PeoplesBank

Bill History
Unapproved Payment

All Payments | Unapproved Payments

|

To view payments and bills for a different date range, select an option in Current View. Use Additional Options
to search for specific payments.

Current View | Past 30 days and future ¥ Additional Options

Show | All(selected) v
For Go

Select the payments you want to approve and click Continue.

Initiated

Approve Biller Name Account | Amount Pay Date By Action

» [ Joe's Shoelaces and 96538 $85.00 10/27/2010 jjones123 Change | Cancel
Sneakers
*efghi

Check Number: 5003

& [ Nike Warehouse 96538 $1,500.00 10/27/2010 jjones123 Change | Cancel
67899

Check Number: 5004

Select All | Clear All

Continue

4. The business user then selects the Approve Payments button.

Bill History

Confirm Approve Payments (2)

You are about to approve the following payments. Review your payment information and click Approve
Payments.

Biller Name \ Account ] Amount \ Pay Date | Initiated By
Joe's Shoelaces and Sneakers *96538 $85.00 10/27/2010 jjones123
*efghi
Check Number: 5003
Nike Warehouse 96538 $1,500.00 10/27/2010 jjones123
*67899

Check Number: 5004

Total: $1,585.00

Approve Paxmentsl Cancel

Caution. Past-dated unapproved payments display in red text.

When a payment is not approved prior to the required processing date,
CheckFree Small Business changes the pay date to the earliest available date
once approved. A message is displayed advising of the change.

Page 15
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Unapproved Payment Alert
Alerts are sent daily when there are payments that are unapproved.

Unapproved Payment Alert provides a message to the business email address provided during
enrollment. The alert provides a prompt to logon and approve the payment.

These alerts process Monday through Friday, beginning at 3:30 pm EST.

Manage Bills
The Manage Bills page intuitively aids the business user with setting up and managing each
biller.

The user first chooses a biller from the dropdown box.

Edits, such as adding an automatic payment, updating biller information, and setting up
reminders can easily be completed from this single view for any biller.

Manage My Bills

| Add and Change Bill Options 9

Select a bill, and then select what you'd like to do. Options include updating biller information, setting up bill reminders or automatic
payments, receiving your bill online, and deleting the biller.

Available options vary based on the features that the biller offers and the information you've already set up for your bill.

Biller Name | AMERICAN COMFORT C... ¥

What would you like to do?
(O Add an automatic payment
(O Update automatic payment 1
(O Delete automatic payment 1
(O View automatic payment 1
O Setup reminders for this bill
(O Update biller information
(O Delete this biller

Page 16
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Automatic Payments
Automatic Payments can be enabled for billers that are activated for e-bills and for billers paid
on a recurring basis.

The type of automatic payment that is set up depends whether or not the user is receiving e-
bills.

Level 1 and Level 2 users are the only users who have the authority to add
either an automatic payment to an activated e-bill, or to a biller who does not
send e-bills.

Level 1 and Level 2 users cannot activate automatic payments for the e-bill
until the first e-bill has arrived.

Manage Bills
s @ Y
Select a bill, and then select what you'd like to do. Options include updating biller information, setting up bill reminders or automatic
payments, receiving your bill online, and deleting the biller.

Available options vary based on the features that the biller offers and the information you've already set up for your bill.

Biller Name [ TestBiller 278711 |

What would you like to do?

" Add an automatic payment
" Add an electronic version of my bill
" setup reminders for this bill

" Update biller information

" Delete this biller

From the Manage Bills tab, users can choose to schedule an automatic payment to a person or
company who does not offer e-bills.

Page 17
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Business users complete the following screen:

® Add an automatic payment

Asterisks (*) indicate required information

Pay From | Bysiness C.. "33444 v
‘Payment Amount$ | |

@® All payments are the same amount
O The amount of the last payment should be $
*Send First Payment On ]
*Payment Frequency | Sglectafrequency v

Send Payments Until & | change or cancel this payment

O Atotal of payments are sent

O But not after

You can also receive e-mail about your automatic payments

E-mail address |test@testcom

[J E-mail me when the payment is pending
[J E-mail me when the payment has been sent

E-mail me before sending the last payment

We're unable to contact you at this e-mail address. Please update the e-mail address for your H

The business user
chooses the set-up
options.

_

-

The user chooses the
types of email
reminders desired,
and then clicks the
Save Changes
button.

save Changes | Cancel]

Once the repeating Automatic Payment is enabled, the user sees the

icon next to the biller on the Payment Center page.

Page 18

AUTO
PAY

{ENDER Member FDIC



PeoplesBank

Setting up Automatic Payments for e-bills
Automatic payments can be enabled for billers that are activated for e-bills so that the billers are
paid based on the delivery of the bill. Specific options for setting up an automatic payment are

presented based on the biller.

® Add an automatic payment

Pay From | Bysiness C.. 33444 v
O Aways pay the amount due on the bill

Schedule the payment to be delivered on the bill's due date

Schedule the payment to be delivered on the bill's due date

O I want to control the date and amount of my automatic payment

You can also receive e-mail about your automatic payments.

E-mail address ‘test@leslcom

Schedule the payment for the earliest available date after the bill is received >—

O Only pay bill if the bill amount is less than or equal to $

Schedule the payment for the earliest available date after the bill is received.

We're unable to contact you at this e-mail address. Please update the e-mail address for your by

The user chooses the
payment options.

|

_

— |

This is a recurring set
up, not triggered by
an e-bill

The user chooses
the reminder

options, if desired,
and selects Save

[J E-mail me when my payment is pending <

[J E-mail me when the payment has been sent

Changes.

save Changes| cancel|

Caution. If the user does not want next month'’s bill to be automatically paid,
the user must turn off this feature before the e-bill is received.
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Setting up Bill Reminders

Business users may create reminders to pay billers that are not set up for e-bills or recurring
payments. These reminders are delivered to the business email address indicated during
enrollment. The notifications appear in the Biller Reminders section of the Payment Center page

as well.
Reminders include:

e When the bill is due
¢ |If the bill is not paid by the due date
¢ When the bill has been sent (processed)

® set up reminders for this bill
Reminders are a helpful way to manage your bills.

Here's how to start receiving reminders in the Payment Center:

Type the typical due date for this bill
Select how often you receive this bill

View Demo

Type the typical amount due

Asterisks (*) indicate required information

reminded of this bill

Select how far in advance of the due date you want to receive a reminder. The user chooses how to

configure the reminder.

*Typical due date = The user chooses the
*Bill Received [Selecta frequency v types of reminders, and
Typical Amount Due $ then clicks Save
*How far in advance of the due date you want to be | Select From List v Changes.

If you'd like to receive e-mail reminders, review your e-mail address and select the type of reminders you w;

*E-mail address michelle.gebhardt@fiserv.com
[J E-mail me to remind me my bill is due
[J E-mail me if not paid by the due date

[J E-mail me when the payment has been sent.

save Changes | Cancel

When the business user receives an e-bill, the reminder
automatically appears in the Bill Reminders section on the
Payment Center page.

When a bill is past due, the reminder appears in red.

Past due reminders typically disappear five days after the
bill's due date.

Page 20

Bill Reminders
Biller Amount
Oberweis D... $68.12

@36812

Past Due Bill Reminder

Oberweis D... $69.12
@98812

Total: $137.24
Set Up Reminders

HOe
Due Date
07115

0815
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Bill History

The Bill History page allows the business user to review payment history for the last 18 months

from the current date, including invoices.
E-bills may be viewed for the last 13 months.
The business user is also able to:

e Print the page.

e Determine which payments have invoices.
e View the status of an e-bill or payment.

e Determine who scheduled the payment.

e View payment or e-bill detail.

e Cancel or change a pending payment.

Download Payments

From the Bill History tab, users click on the Download File button to download payment history

into personal finance management software.

Accente Stores checking *33444 $111.00 03/30/2011
Utility

122456789

Al's Summer Grass checking *33444 $50.00 03/17/2011

Lawn Care
Al's LawnCareService
~56789

Payments 1- 28 of 28

Paid View Detail
cf_1275_11
Paid View Detail

repeating payment

<< First <Prev 1 Next> Last>>

Download File

The business user may choose from these formats:

e CSV - Comma Separated Value
e |IF — QuickBooks
e QIF — Quicken
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Messages

The Messages links allow the business user to send email and view bill pay messages and e-bill
notices.

Wel B c
Thursday, November 01, 2012
View new messaqges from customer semice

Payment Center

Pay Bills ()
Pay From | Primary Ch..*65190 +
Preferred Account

Add/Manage Groups

[+1 Insurance

[+1 Utilities
-1 Unassigned Billers

Features ‘ Biller Name

‘l Amount l Pay Date

g gosl:;;lbus City Treasurer sl:] :l =

Columbus Dispatch

General Landscaping 5:] [:l @
TestBiller 1

mj Ten sL___ 1 |6

“gloss

Make Payments
J

Messages display in order by date, with the most recent appearing first.

Each new message is marked as “New”.

Messages )
Inbox Sent Messages @

This page lists the CheckFree Small Business messages you have received. Click View to read a message. Click Sent
Messages at the top of this page to view the messages and inquiries you have sent,

Create Message |

Status | ‘Sender | pate | Subject [ Action
—> || New Customer Senvice B13/2007  E-bill service for Test Biller 9 activated View | Delete
b J
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