Website View Admin View

Bill Pay W site Modules |
Faving yvour bill anline is easy, simply enter the infarmation below. Ta simalify the | @ BilPay Bill Pay
online payment process, all fields are required. mﬂmma
N ) Transaction art Da 08242007 L0 d Date: [Tz B Updste
Billing Information
Flease note: in order to process this payment, the address needs to exactly match —
the address on the hilling statement for the credit card being used. B Date
Update Processed
- EBSBT11E-

First Name | | 7 10222007 John  Dac Jdoc@email.comnct 0987654321 srrme OOrAE
Last Hame | | BESAASEASZDO

[ Update Processed
Address | |
City | |
State O
Zip Code ] 5 5t Maduios
I [Fur | mm °®

Instance Mansger
Email | Tranzaction Edit Transaction
John
- Doc
Payment Information TR
Account # I:l uith at's this? General Delivery
Payment Amount I:I
Credit Card Type | j
i JDoci@cmail.comnct

Credit CordNumber |
Expiration Date [Mantn] | |rrean x|
Card ID Humber |:| Wehats this?
| Suhmit Payment |

. Accessed through the Site Modules tab in the WebDirect Administration system, Bill Pay is a method for accepting and managing secure
online transactions generated from a Website.

. Bill Pay is used in conjunction with the Payment module located under Site Preferences tab in the WebDirect Administration system.
Credit card and payment information is sent securely to a payment gateway for processing, or may be processed offline.




S Payment Module- Add New Payment Type

m oYy Site Preferences T Sjte Modules
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I-j,? Payment BluePay 2.0
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FayFlowFro

Add Mew Payment Method

. The Payment module must be configured prior to setting up Bill Pay module options.
. Enter a Payment Name for future identification of the Payment Gateway.

. Select a payment gateway, or processor, from the drop-down menu to authorize the Payment Type for use on the Website.




" Payment Module - Payment Gateway/Processor Selection

T site Preferences [ View website |
I 3 Users Payment @) @

Im Eroups Payment Selection:
I Elements
Added Payments
I BT Layout
— Choose Fayment

_F_E Metadata

I.;«!E Mavigation Add Another Payment |

Ia? Fayment

Payment Selection
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. Select your online payment processor from the drop-down list, or choose to process orders offline.

. Offline payment information will be gathered by the system for processing offline. Although all submitted credit card information is secure,
the information is not sent to a Payment Processor and must be processed using an alternate method.




Iii Bill Pay I NEteEES
Edit Instance

Payment Options
Minimum Payment (31 ] aptional (eave blank if you da net wish to specify a minimum payment)
Maximum Paymernt (3): optional (feave blank if you do not wish ta specify a maximum payment}
Payment Processer: (only appies if using Credit Card Pay Method)
Mova =
Credi Cards Types:
¥ visa
¥ Mastercard
W american Express
W Discover

Receipt Options
Receipt Email From: l

Receigt Email To (Optional): I

Recept Emall Subject: I

Receipt Email Content:

Thank vyou for your online payment, we will begin processing ﬂ
it shortly.

Please meke a note of your transaction number ;l
Custom Thank You Page: | Select Page Rermaove |
Options

Use S5L: Yes & , o C

Detault Dete Range: |30 (Days)

Account # Example Page: |I—‘ay Bill Online - Sample | Select Pags Remove

Apply Changes |

Stylization Options:

I .......... Unknown ==seeesees ﬂ Edit St}l'lﬁ |

»  Bill Pay allows Website Visitors to pay their bills securely online, while creating a manageable Administrative record
for transactions.




Bl Pay Module - Edit Instance — Payment Options

Payment Options

Minimum Payment (31 5 optional feave Bank if vou do not wish to specify 3 minimum paymant)

Maximum Payment (3 | optional feave blank if vou do not wish to specify a maximum payment)
Payvment Processer: (only appies if using Credit Card Pay Method)

Mova j

Credi Cards Types:
¥ visa

¥ Mastercard

¥ American Express
¥ Discover

»  Specify payment option parameters for accepting online payments.
—  Minimum Payment
—  Maximum Payment

—  Payment Processor
¢ The Payment Processors are set-up through the Payment module in Site Preferences (see Pages 1 & 2)

—  Credit Card Types
e Check the box to the left of a credit card type to accept the credit card for online payments




Bl Pay Module - Edit Instance - Receipt Options

Receipt Options
Recemt Emall From:

Receipt Email To (Optional): I

Receipt Emall Subject: I

Recesgt Email Content:

Thank yvou for your online payment, we will begin processing ﬂ
it shortcly.

Fleazse make a note of your transaction number ll

Custom Thank You Page: I select Page _ Remove I

» The Bill Pay module is capable of issuing an email receipt for payments accepted through a Website. The payment
receipt may be customized to suit individual needs.
— Receipt Email From
»  The email address issuing the receipt to the Consumer.
— Receipt Email To (Optional): Designate an email address to receive a copy of the receipt.
» This is often the email address of the processing department for online payments.
— Receipt Email Subject: The email subject line that will be seen by Consumers when they receive their receipt via email.
—  Custom Thank You Page: Select a page from the Web Direct modules to direct Consumers to once they have completed their online
transaction.




Options
Use SSL: Yes , Wo £

Defautt Date Range: |30

Account # Example Page:

Apply Changes

(Days)

Hay Bill Online - sample |

»  Additional settings are available for Bill Pay
— Use SSL: Required for secure transactions

Select Page

Remave

Select Object:
+ Asgat Manager
-Page Builder

+ Pay Bill Onling - Sample Invoioe

—  Default Date Range: When viewing transactions, the list will automatically display the transactions performed within the last 30-days.
e This may be overridden by the Admin User through the filters available in Bill Pay — Transaction.

— Account # Example Page: When viewed on the Website, a link appears to the right of the Account # field, “What’s This”.
*  The pop-up page behind the “What’s This” link is the Page Builder page, “Pay Bill Online — Sample Invoice”.




Bill Pay
Favying vour kill anline is easy, simply enter the information helow. Ta simplify the
anline payment process, all fields are required.

Billing Information

Flease note: in arder to process this payment, the address needs to exactly match
the address an the billing staterment far the credit card heing used.

First Hame
Last Hame
Address
City

State

Zip Code
Phone

Email

Payinent Information
Account #

Payment Amount
Credit Card Type
Credit Card Number
Expiration Date
Card ID Number

| hat's this™

=

e

[month] x| |rrean =)
|:| ih at's this?

| Submit Payment

A form is generated by the Bill Pay module, which is made available to Site Visitors.
Information submitted through the Bill Pay form is secure and may be proceed online or offline.

Submitted transaction information is gathered in the Bill Pay module under Transaction, and may also be sent to a specified email address as




L e e i @ site Modules |
E]'a‘- Bill Pay Bill Pay
Instance Manager
Transaction art Date: [2TANH 4 Date: [T B Updale
L
I F 'ro
Update Processed
EBEET11E-
o7 A0iz2iz007 John  Dee Jdoc@email .comnet 0987654321 $73s TS
BESAASEASZDO
[ Lipdate Processed

Due to the settings in Bill Pay Instance Manager, by default the transactions performed in the last 30-days will be displayed.

To specify a date range other than the default 30-day time period, select a time period to view transactions in the top Start and End Date
fields. Click Update to view the transactions for that time period.
Transactions appear in the table with Payment Date, First Name, Last Name, Email, Account #, Amount, Transaction ID, and Process status.

A check mark in the Processed column indicates the transaction has been fully processed for payment and completed.
Select the edit icon to the left of a transaction to open the transaction for editing.




I'ii Bill Pay ‘ Bill Pay @)@

Instance Manager
Tranzaction

Edit Transaction

First Hame
Lazt Hame
Address 123 Strect
General Delivery

Y

2345
Fhone 23 456-7890
Email Doc@memail comnet

unt # (0875654321
Amount 17 .36
EBGBY11E-D30F-4E

2007-10- 0:00:00.0

. From the Edit Transaction screen, a payment may be edited and/or marked as processed

. Details about he payment are visible,
. The payment amount, transaction 1D # and Payment Date may be viewed but are not editable.
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