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INTRODUCTION

W elcome to WebPay!

WebPay User Training Manual

This is a user manual to assist users in the usage of
WebPay. It contains information to help you learn how to
use the system with the step by step instructions for tasks
that will be performed with WebPay.

You can utilize the table of contents to help easily
navigate the manuzl to quickly jump from section to
section.
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WEBPAY GENERAL INFORMATION

¢ WebPay is an online service.
Internet connection is required to use WebPay,

¢ WebPay link cannot be boockmarked for a web-browser.
This is for security reasons. It will be best to save the link in a Notepad, WORD, or any other
document/note taking application. This will allow you to copy and paste the information to the
address bar of a web-browser.

« Each WebPay session has a time out limit of 20 minutes if there is inactivity in the browser.
At this time, you will have to close the related browser, reopen, and navigate back to the site.

We apologize for the inconvenience but we are unable to determine your company information.
This error can be cansed by several issues, see below.

The WebPay payment site may NOT be bookmarked.
To use the WebPay site, please return to the company's website that you are trying to make a
payment to and click on the payment link.

This error can also be caused by a session timeout, which is caused by 20 minutes of inactivity in the browser.

This error can also be cansed if cookies are not enabled in your browser.
Learn more about cookies.

.IF you See TS EeRCe, PLEASE eNsSuee AL
WINDOWS ARE (CLUSED BEFRRE BETUBNING TO ThE
WES ‘F—Hy LINK .

. REFEZ TO THE CMS ASEP WEEBSTE TD ACCESS
THE WEB PAy LINK.

. DO NOT  USE LINKS SANED N Youe
FrV D ZITES.
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LEARN THE WELCOME SCREEN

The WebPay Start Screen is very simple and is made up of 3 main sections:

WebPay User Training Manual

1. A User Login— allows the user to login into an existing funding account (Note: A ‘Profile’
must be created first before login is allowed).

2. Making a single payment (without a user login) — allows the user to make a one time
payment without the need to create a account. ( NOT- AN OPTION)

3. Creating a ‘Profile’ for a user login — allows the user to create a Profile so they can create a
funding account.

Waicome

Creating a profile allows you 1o setup recurring paymenis
and to store your payment information for quick retrieval on
your next visit 10 make a payment If you want 1o just make
a single payment without stenng any profile information.
¢lick "Make a single payment.

Managing
your account,

is now

Make a Single Payment

User Login 1
Email:
Enter your email address
|Create Profile |
Password: Lo BORThaye S pr0e? | ki |
r o

Supported browsers: Internet Explorer 6.0+, FireFox 3.0+, Chrome 25.0+. and Safari 6.0+.

Powered by m'tyFl ) | a’

© 2015, Unity FI Solutions All rights reserved
For mare information visit our Privacy Policy
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WEBPAY BASICS

WebPay User Training Manual

NG IN
If you already have an account, then logging in is EASY!

Just enter your Username and Password and click the LOGIN button. You will be taken to the WebPay
Overview Screen.

Waikcome

Zaating 3 profie afows you ko wehe
370 1D ETE {0 DAy
yoerner weltis made 392

| 3 singis pament withgut stanng sy
chek Wighs 3 sngE Damenl

Maxe 2 Sngle Payment

User Login

Ema
Friter o el sodeess

e ¥ L0 Al Qs
Far mon infematan vl our B

FORGOTTEN PASSWORD?

If you forgot your password, then retrieving it is simple. (Check your junk/spam if you do not see the
email in your Inbox.)

Step 1: Simple click the ‘Forgot Password?’ link.

sarnsagiungs

ur mcconet

User Login

Emoils
PAasaword: eri—
| ogin |
Mol -_ —— = | Fuiuul Pawswuid?]
Step 2: Enter your email address and click ‘Reset Password’.
R-\.:'I.;f.'Tﬂe-_,'..wuld = f

e

ARAT mearneeare Ciannn

Step 3: Go to your email account and find the email to continue reset. The link in the email will
allow you to reset your password.
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LOGGIN T

Logging out of a user account is EASY!

WebPay User Training Manual

If you would like to logout, simply, click the ‘Logout’ link to the very right side and you will be taken to
the initial Start/Login screen.

Home Payment My Information

G o f

UPDATE PROFILE INFORMATION

Profile Information can be changed when logged into WebPay. You will need to have a profile created
and logged into WebPay. NOTE: The Email Address is the Username, so changing the email address will
change the username.

Step 1: Navigate to the site and login to WebPay with your username and password.

Step 2: Hover over ‘My Information’ header to reveal further options and select ‘My Profile’.

g Overview

lermmy Tt Weicomea to WebPoy!

Uveriew Favment MY INTOMManen

3730 Clen Lake Drive
Chaniulis, NG 28208 Sanghe Payinenl
(877) 305 5558 This option aliows you 1o iImmadiatcly process he amount clected for today's

nne-tirma ransachon

Step 3: Update Profile information submitting all ‘RED’ asterisk information and click ‘Save’.

My Profile
Updale my profile

ROTE: Changing your address intormation here will nol updaste it in any funding accounks you
may have crasted. Changes will aiso need to be mads to each funding account.

e
NOTE™ =Email:
“Location

THIFET Nama: jecemy

TLasl Namie: |agt
ostng mformaton *Address 1: 3730 Glen Lake D
will be ghown Edil the
information vou nead Adgdress i
ard Llich Seee' W - »
kaap ™ha changas TITY" Charlotic

“State: north Caroling -
=Zip Code: 2q200

Bhone Nimber: Hnime @ Ajsiness mMnhile

B 1 -SES-5050

* Cenotes reguired field,

[ Cancel ] £ _Sem
P

opyright EasyDraft 2012 7|Page



WebPay User Training Manual

Step 4: Click ‘OK’ after the message pops-up to indicate a Successful Save.

‘_!/{ Vimm gmastihe bime hm s vs e o swale iy s ol

i)

NOTE: Funding Accounts do not get updated by a ‘Profile’ update. All funding accounts will have to be
manually updated. See section on how to setup a funding account.

ING YOUR ORD
You can change your login password at any time once you have an account. Changing your password
from time to time helps to provide added security for your account.

To change you'’re Login Password:

Step 1: Navigate to the site and login to WebPay with your username and password.

Step 2: Hover over ‘My Information’ header to reveal further options and select ‘My Profile’.

v veew I*avment Ay i torTnaTEn

HOITHC
Overview

Jeremy Teat waicomes to WebPay!
| 3730 Glen Lake Ointva
Chialulle. NC 28208 Sing e Payiisinn
(877) 308 6566 Thio option cliows you lo immo diately proceso the amound clocted fortodayn

nna-time transarfion

—

Step 3: Click the “Change Password” link towards the bottom of the screen.

4 My Profile
Updali my prolile
KOTE: Changing your add~ass Intarmatien hers will ot updata |t in sny tunding accaunts you
may have cruated. Lhanges wiil aiss need ta be made o asch Fundeng accownt.
=emal
~Locdlun
TFrsl NN ey
TLAET NATET Tesd
“hOdEEE 10 Y730 G kw Drive
agdress £
Oty Crarots
"State: \grh Carcting -
*2ip Cede: 28208
“Phors MUTRES - yemg @ 3cinass | Mesila
EF7-095-255

= Danctes racusred held

(e ] [ Smm. |
ZH.rso’nm‘/"

Step 4: Enter your Old Password and New Password information, and click ‘Save’. Click ‘Back’ to
return to the previous Profile screen and ‘Cancel’ to return to the Overview screen.
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N
“uid Password:
*New Hassword:
=warify NOW DRanWwora:
[ _Bask | [ Goanead | Sawn |
- Venotes regured fieid

FAQ (Frequently Asked Questions)
If you happen to be curious or have questions that needs answers. You can visit the FAQ section to see
if an answer is available before contacting Customer Service.

The FAQ can be found in two places:

1. Atthe bottom of each screen that is navigated:

Supported browsers: Internet Explorer 6.0+, FireFox 3.0+, Chrome 25.0+, and Safari 6.0+.

raweres by LOITYFIS0l0 Lios e
Refund Policy | Customer Service | FAC Lam

@ 2015, Unity Fl Solutions All rights raserved.
For more information visit our Privacy Palicy
= :

2. When logged into a User Profile, click the FAQ header link:

Overview Payment My Information FAQ's Logout

FARL T et Frequently Asked Questions (FAQ)

J: How cat funds bo withdrawa dirccth from my account”
Crly ik powy amthice adon vie yoiz Sevzous signace = No e cen Sedl mowey fosn yoz s oo sivme2aly wiless oo pil aly asiories o

Q: Are electronic pavments via the Web nskier than paper checks?

No. Blacroeis pavmerss car be cafer than weitieg a chack:, the paper flem can’* be logt, olen or deswoved. Al Slecropk Fund Tramses BFT) tarsactions xe poverned by s¥ict natosal nies
anc’ puteines [ ver oo bl | | w2asactor e procrseed anonally i e et Sres. Ala, Syl ot ow prymeses prosscier. e 1 250 SSEL encryprtieon 2od Srewel tschacology beiping
w cecae the afety of vow taczacions
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CUSTOMER SERVICE and REFUND POLICY

Should you need to contact Customer Service or see the Refund Policy, the links can be found as the
bottom of each screen.

Supported browsers: Internet Explorer 6.0+, FireFox 3.0+, Chrome 235.0+, and Safari 6.0+.

Powered by mitYFI, IO

Refund Policy | Customer Service | FAQ m

© 2015. Unity FI Solutions All rights reserved.
For more information visit our Privacy Policy

Copyright EasyDraft 2012 10| Page
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WEBPAY SCREEN NAVIGATION (User Profile Required)

|1 i
Haley Bigham Welcome 1o WebPay! :
508 W 5t St &
Chariotiz, NC 28202 Single Payment Al
(704)329-0125 This option allows you lg immediately process the amount elected for taday’s cne-time r'i-:
A ransaction. il
o] — — = 'l_-'l
st Recurring Payment "
I Convenient feature that will allow automalic withdrawals from any specified accounton a |
e reguiarly scheguled basis
il B et — - — s
,‘ My Accounts
"- A fealure 1o save financial account informatan that can be guickly referenced wnen conducting
& electronic ransactions. You can also store/capture multiple accounts for easy access.
i My Profile
i Allows access to your stored demagraphic information including Name, Address. Phane
Number Password Reset efc
% Transaction History -
i Provides the iast 50 fransactions conducted under this account o
i — -
bl WebPay Questions? %
i For questions regarding your iransactions of how 10 use mis Wweb Site, piease seiecithe -'«f.
I Customer Service link below. You will then be directed o & new browser window that will -
) provide you with assistance '}1;
i 3
_::'I, FIE
i A
i &
v i
H supported browsers: Internet Explorer 6.0+, FireFox 3.0+, Chrome 25.0+, and Safari 6.0+. 4
\

powereaby LNty Fl- 0l Tions .-

Refund Policy | Customer Service | FAQ [m
© 2015, Unity FI Solutions All rights reserved T
For more information visit our Privacy Policy

W 1

I- = e e R e e e e e

Note: Hover over each of the headers to reveal more options under the header if available.

e Home —Takes the user to the Home screen of the related business website.

e Overview - Navigates the user back to the Overview Screen. An informative screen on WebPay
features.

e Payment - Allows the user to navigate to to make Single Payments or set up Recurring
Payments.

e My Information — Allows the user to edit his/her Profile information, set up Funding Accounts,
and view Transaction History.

e FAQ's - Toview FAQ information

¢ Logout-To Logout.

Copyright EasyDraft 2012 11|Page
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CREATE A USER PROFILE/ACCOUNT

'Creating a User Profile allows you to enter Fundiné_Accounts and setup Recurring Payments against the
Profile. In addition, you will be able to track the payments that are made with the account.

To Setup a Profile:

Step 1: Click the “Create Profile Click Here...” image

Welcome

Creating a profile allows you 10 selug recumng payments
and to store your payment information for quick retrieval on
yOUr next vist 1o maka a payment. If you want 1o just make
2 single payment withouwt stonng any profile information,
click "Make a single payment

Managin
4 ging Make a Single Payment
vour account S E g =
1S NOW !
easier than ey
User Login
Email:
Password: -
T [ . Don'thave aprotie?  |Ciamie brome

Supported browsers: Internet Explorer 6.0+, FireFox 3.0+, Chrome 25.0+, and Safari 6.0+.

Powersd by Lﬂﬁ:yFl .
Refund Policy | Cyuslomer Service | FAQ |M

© 2015. Unity F1 Solutions All rights resarved
For more informabon visit our Privacy Policy

Step 2: Enter in the requested Profile information.

Enter in all items denoted by the ‘RED’ asterisk as those are required. If the information is not
filled out correctly or an existing account with the same email is available, then there will be
notifications to let the user know what information is incorrect.

Copyright EasyDraft 2012 16| Page
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ﬁ; Create Profile
*Email:
*Password:
-
*Re-eEnter Password: Sslect 'Location’ f
> . there are multiple
EREIIRS = locations  If there is
*First Name: onty one location
avalablz then it will
*Last Name: default ioc that locatian
*Addrass 1*
Address 2:
=City:
“State! Salect State -
=Zip Code:
*Phona Numhar: g \iome © Business ° Mobiie
= Click the 'Save’ button
the informaton s corract
for submission
- Click 'Cancel if you do 4ﬂ Save || Cancel |
not want to create o = Danotes raquired fiald.
Frafile

Step 3: User Profile Setup Complete.

If all of the user information was entered correctly to create the User Profile account, then you
will automatically be taken to the WebPay Overview screen.

Overview

Payment

My Information

ﬂ Overview

User Full Neme
Address. and Phione
number will display
hara

Facility Name and
Address infarmaton
will be displayad

here

Copyright EasyDraft 2012

Weicome to WebPay!

Single Payment
This option allows you to immediately process the amount elected for today's
one-time transaction
Recurring Payment
Convenient feature that will 2llow automatic withdrawals from any specified account on a
regularly scheduled basis

My Accounts
A feature to save financial account information that can be quickly referenced when
conducting electronic ransactions You can aiso store/capture multipie accounts
for easy access

My Profile
Allows access to your slored demographic information including Name. Address, Phone
Number, Password Reset efc

Transaction History
Provides tha last 50 ransactions conducted under this account.

WebPay Questions?
For questions regarding your ransactions or how to use this Web Site, please
select the Customer Service link below. You will then be directed 1o a new browser
wingow that will provide you with assistance

17| Page
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SETUP A FUNDING ACCOUNT

Once you have created a Profile, you will be allowed to setup a Funding Account. A funding account
allows you to setup Recurring payments against the funding account or allows quick entry for single

WebPay User Training Manual

e

payments,

NOTE: You must have a Profile created to set up a Funding Account. If you do not have a Profile, then
see section called ‘Create a User Profile/Account’. Up to 10 Funding Accounts can be created.

To Set Up the Funding Account:
Step 1: Navigate to the site and login to WebPay with your username and password.

Step 2: Hover over ‘My Information’ header to reveal further options and select ‘My Accounts’.

o
R Overview
Joromy ot WWolcomo 1o Wobi 'ay?! Transachon ! katory
AT 30 Gieh Lake Drve
Chariofte. NG 26208 Single Paviment
(877) 306 6668 This cption aflows vou lo immedialelv precoos the amount clected for today's

| ona-tma trangacuon,

Step 3: Select the ‘Add New Account’ link in the middle of the ‘My Accounts’ screen.

% My Accounts
=,

Active Accounts

Payrrmsnt Maotbaend

| Test Aecount (visa) | Credit card Edit | Dolote
AUY Muw Avuournl g
[ Prgweoes |

Step 4: Enter all required financial account information and account information.

Payment Mcthod

Teshitg &l Crelil Tl

MastarLard |ast Credit Card
\.\c‘_ we fund g accounts will -fli‘.ﬂ]:‘:_] 1

| Create/Edil Avcount

¥ - Account Typs
TACLuounil Naine: -~ @ Credit / Debit Checking / Savings
*[irat Name: Jeremy

Credin Card mformaton

“LABT NIMG: Taat
¥ Uroan (Cara Liann Lara
“&ridreas 1. 3730 Gion Lake Drvo Suite 100
Addrcsc 2: *Typa: w . ﬂ -‘
TCItY: Charlotte =Card #:
"3tate North Carolina - “Exp. Date: cgiger momth - select vear -
“Zip Codc: 28208

- b
o T B773955556 Your cord will be charaed in U.S. dollars.

e [_._-w.:';-.-_i- mtormanan tmat =
[ Prevoue |[ Cancel || Nea | J reguirsa and click ‘WEXT ‘

when fmishead

Copyright EasyDraft 2012 18| Page
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Step 5: Verify account information.

Click ‘Cancel’ if you would like to cancel the account setup. Click ‘Edit’ if something is incorrect
to re-submit correct information. Click ‘Save’ if all information is correct.

% My Accounts
=

Please venily vuur deoount delails

ArcHunT Hamea: | aaf Aconlint Mastsr (Garm
HAaymanT Mathan: Mastar (Cara Liremt iamm
NAMPA 0N ACCONAT  aramy et
{Zarm Number: TS
Fxpiration tate: | ler-20119
Homa Phoae! Hi S44hh006

Address: 3730 Gien Lake Dnve
Chariode. NC US 28208

[_Coancat ][ Fou | Save ]

Once saved, click ‘OK’ when prompted to confirm a Successful Save. You will see your account
information displayed under the ACTIVE ACCOUNTS section.

—
%— My Accounts
=r,

Active Accounts

Mv Account Hame Pawment Mcthod Action

Test Account (Visa) Credt Card | Edft | Delete
| Edit | Delete

Test Account Master Card Credit Card

NOTE: Multiple funding accounts can be added for one Profile.

EDIT A EXISTING FUNDING ACCOUNT

To edit an existing Funding Account:
Step 1: Navigate to the ‘My Accounts’ screen.

Step 2: Click the ‘Edit’ link beside the funding account line item.

‘ %‘?ﬁ; My Accounts

Active Accounts

My Acrount Name rFavment Method ACLIOn

| Test Account {Visa)

Credit Card gt | Delete
Test Arrnunt Master Card Credt Card Edit | Delare

Step 3: Update all information, click ‘Next’, and then click ‘Save’ on the corresponding screens
to save the information.

Copyright EasyDraft 2012 19|Page
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DELETE A EXISTING FUNDING ACCOUNT
To edit an existing Funding Account:

Step 1: Navigate to the ‘My Accounts’ screen,

Step 2: Click the ‘Delete’ link beside the recurring line item.

e
My A nts
§J y Accou

Active Accounts

Count Mamea Fayment Mathod
Teot Account (Viga) Crodit Card Edit | Doigts
Test Account Master Card Cradit Card Cdit | Daleze

Step 3: Confirm deletion by click ‘Ok’ or ‘Cancel’ on the pop-up Window

L ge from b : w
[
iﬂﬁ Are ynt}sure wou want te delete this stored account?
[ Nk g Cancel ]
ki L]

Copyright EasyDraft 2012 20|Page
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SINGLE PAYMENT WITH a USER PROFILE

You can make a single payment right from the User Profile. It actual benefits you to submit a single

payment from a profile as:
1. You can pay with a pre-existing funding account, created with the Profile.

2. You will be allowed to store payment information to create a funding account if the account
information was new or non-existing funding account.

3. At the very least, your general user information will prefill fields from the User Profile (i.e.
Name, Address, Phone, and Email).

To make a single payment from a User Profile:
Step 1: Navigate to the site and login to WebPay with your username and password.
Step 2: Hover over ‘Payment’ header to reveal further options and select ‘Single Payment’.

My lnformaton

‘ Jeremy Test Weicome to WebPay!

3730 Glen Lake Drive
| Charlotfe. NC 28208 Single Payment
(B77}395-5558 This option allows you tc immediately process the amount elected for today's
one-ome fransachon

Step 3: Enter all required information.

Aﬁ'z-_‘? Single Payment

Payment To catos a required ficld

/ NOECS

Turtion ~ sao00 = huled Name

Rl
i “Buardian Nama
I \ Corrurieribe
Sununation: $0.00
B there will be a 2.U5% Scervice foo applicd to coch poymant hsted abowve.
Tu Add Arullier Sayvinenl, seivel fwin s sl please seleet A PRyment 1ype p
Pay With
L:if @ Manually enter my paymmnt information Sheps D ono £ con be skipped
i thor = sircsdgy s storod
- Use one of my stored accounts sccount 1o the user profils

e st E

& Crear Cara (0 Dobit Carg

Financial Account Information = D

Save Funding AuocouniL: v T N
TALCOUNL Natne: w “Type: - w M = ‘
——— T =
~Hirse Name: jaramy pr R
= ast Name: | .y
o - NP BATEE v pler MOnTh - el Ve -

TAGAress 11 3730 Gl Luke Drive

Adicirmas 4
Yoner cmed selll b charged In 1.5 dallars

SOV Charotte

TSLATO pynrTh ¢ Aralina -
s Codes DRI
TPliwima =. g77IEELE6
*Lmail: joremy. yen@eooydral_com =

[ Previos || M ] F
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B.

F

Enter Fee Information - Choose your ‘Payment Fee’ and enter the ‘Fee Amount’, if it
isn't pre-determined. Additional Comments/Notes may need to be filled out in
reference to the Payment Fee. Click ‘Remove’ under the payment to remove it from
the listing.

NOTE: Payment Fees, Amounts, and Comments/Notes may have different values then
the displayed example.

Adding Additional Fees - If an additional fee needs to be added to pay for multiple fee
amounts in one payment action; then use the ‘Please select a Payment type’ dropdown
to add additional fees. Select the Fee(s) and it will add the additional payment(s)
below the first and consecutive entry under the “Payment To” section to be filled out.

Select Pay With Option - You can either select:

i. Manually enter my payment infermation- this option is for users making a single
payment without a funding account created yet. You will need to also
completed Steps 3D to 3F,

ii. Use one of my stored accounts — this option allows the user to select an existing
funding account. You can skip entering information for Steps 3D and 3E.

[unv wieh

Enter Financial Account Information — Fill out all Financial Account Information for
your name and billing address.

1LY MECBUNE (W3]} 1

Tonmi maarii Aol me et

Enter Account Type Information — This will be either be ACH, Credit Card, or Debit card
used to pay for the amount due (dependent upon what service is offered). Various
toggles will allow you to select either Credit Card/Debit or Checking/Savings. Based off
what you select, the information needed to be captured will adjust for that Account
Type.

NOTE: If you select ‘Manually enter my payment information’, you will have to enter
your financial information and Account Type Information. But you now have the option
to save the funding account by select ‘Save Funding Account’, Yes or No. If 'Yes', you
will need to enter the Account Name for the funding account. If ‘No’, enter the
information as usual and continue.

| Financial Account information

: Save Funding Account: @ Yas () No

*=Account Name: o

Click ‘Next’ to continue

Copyright EasyDraft 2012 22 |Page
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Step 4: Confirming your Payment (Summary Page)

WebPay User Training Manual

From here, please review all of your information to confirm accuracy, and then click the ‘Submit’
button to validate the information. If information still needs to be edited, then click the ‘Edit’
button, which will take you back to the prior screen to edit information.

NOTE: If the payment is made through ‘Single Payment’ without a funding account, then this
information will display on the summary screen as “Not storing account information”. In
addition, payment with an ACH will require the user to agree to the terms and conditions.

| #&:ﬂ Single Payment
|

Plouue vurily yuur puprieod infonmubion wed dick, Subenil e provcos yow puyrmcnl
Laymont Tyne Cayment Amaunt Payment Types and
Lotions 100 -a— Amounts displayed
Total Amaount: 1 00

irananohon [Ate USRI A 17 1 s Payn.lei.“' Information

My Avcounl  Nol e accounl aformsbion of tha usar ﬂlﬂpi!vﬂd
Acount 1ype  Lredi (zars e =

Carn Type:  Vina
Harmie Aw il Appwars on Card: el lesl
Card Number: = rTTITIIiaqg
Envtration Dalw; Due 20132

NOTE: ITf the
payment is made
through "Single

G i Payment” without a
NG 28270
! SRS funding account,
' [ — | A then this infarmation
|

will display as "Not
storing account
information.”

Step 5: Validation: Successful Payment or Declined

Successful Payment: Once a payment has submitted successfully, you will be greeted with a
Confirmation Page to indicate a successful submission.

Jeremy test Facility Name and Address the
3730 Glen Lake Drive Suite 100 user pedd to will display here
Charlotte, NC 28208
[B77) 395-5554

Type Amount Transaction Date Tracking ID
Genersl Funds $1.00 02/38/2012 4:52 PM EST 1000013962
Total Amount: $1.00

Thank you for your payment.

Chck the 'Printable View
oK 1 Printable View | butaon o 0psn & print
g varsion of the confirmation

Copyright FosyDraft 2012 23 |Page



WebPay User Training Manual

wnityFl-

You can print the confirmation page in simple print view by clicking the ‘Printable View' button.

iCepv of Printable View Version |

Jeremy tast Facility Neme and Address the
3730 Glen Lake Drive Suite 100 user pad to will display here
Charlotte, NC 28208
{B77) 3955556
Type Amount Transaction Date Tracking ID
General Funds 51.00 02/28/2017 4:52 PM EST 1000013962
Total Amount: $1.00

Thank you for your payment.

(_Cose J[ Pum |

Declined Payment: When a payment has been declined the validation will not process the
payment, in which, the user will be notified immediately of a declined submission by a message
indicating, “Unsuccessful Payment”.

Facility Neme and Address

Jeremy Test Loe]
will dispiay here

3730 Glen Lake Drve
Charlotte, NC 28208
(877) 395-5556 i
Unsuccessful Payment |
Type Amount Processing Fee Total Amount Transaction Date Tracking ID
Tuition $100 5002 $102 02128/2012 445 PM EST 1000013950
Thank you for your payment
[ oK || Printable View |
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SETUP A RECURRING PAYMENT

Recurring payments allow payments to be applied against a funding account on a regular basis. Setit
and forget itl

NOTE: You must have a Profile created along with a Funding Account in order to set up a Recurring
Payment. If you do not have a Profile or Funding Account, then see sections called ‘Create a User
Profile/Account’ and ‘Setup a Funding Account’.

To Setup a Recurring Payment:
Step 1: Navigate to the site and login to WebPay with your username and password.

Step 2: Hover over 'Payment’ header to reveal further options and select ‘Recurring Payment’.

Payment Ky Information

Single Payment

Recuming Payment
Jeramy Test Welcome 10 WahPu!!
3730 Glen Lake Drive
Charlotte, NC 28208 Single Payment
(B77) 385-5556 This option allows you to immediately process the amount elected for today's

one-lime transaction

Step 3: Select the ‘Add New Recurring’ link in the middle of the ‘My Accounts’ screen.

=1 Recurring Payment
B e
|
[
|

CLurrent Hecurring

To establish a meow recorring, please select Add New below.

Step 4: Enter all required user information and account information.

A. Select the Funding Account - use the ‘Account to Use’ dropdown to indicate the funding
account used against the recurring. NOTE: If your profile does not have a funding
account, then it will need to be created, in which, you can click on the ‘Add New
Account’ to take you to the funding account setup screen.

B. Enter Fee Information - Choose your ‘Payment Fee’ and enter the ‘Fee Amount’, if it
isn’t pre-determined. Additional Comments/Notes may need to be filled out in
reference to the Payment Fee. Click ‘Remove’ under the payment to remove it from the
listing. NOTE: Payment Fees, Amounts, and Comments/Notes may have different values
then the displayed example.

C. Select Payment Schedule Options — This is the frequency/day of the week or month of
when the recurring payment will be processed. NOTE: Options will differ than example
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displayed. Also, ‘Starting On’ date needs to be applied after current date and cannot be
back dated.

D. Select Duration — this is how long you would like for the recurring to be processed. It
can be assigned for indefinitely, by total number of occurrences, or ended once a
specific date has been reached.

E. Click ‘Next’ to Continue.

|
Bﬂ) Recurring Poyment

| Current Recurrinn

Croate/Edit your Rocuiring

“Drenolas Mequirea Melg
TAccount 1o Use. Lis=ill Pl [Wizea) - A B e TR

Paymeant T = Indlratrs o eeaqulerd field

Tuition - U080 “cHid Name

B “Cuargian Name
[ TR
there will be s £ 0w foe lhied ta ssch Liated mhowve
*Payment Schedule: Sotions: Dwrawan:
AEnpaniy Wiy - o

Total rumber of scourrences
Prnrrsard weckly

~arng n ' = Unml sEacmc ang date

| Presows || Cancel | Hum E

Step 5: Verify the Recurring Payment Submission

Click ‘Cancel’ if you would like to cancel the account setup. Click ‘Edit’ if something is incorrect
to re-submit correct information. Click ‘Submit’ if all information is correct. NOTE: You must
accept the “Processing Terms and Agreement” to proceed. Click the text to read the agreement
terms.

E_F Recurring Payment
—

Fisase venly your FECUTINgG BayTENE S8TOrE BUBMImING CRanges

" it ivpe Amount Hrocesmno bes loral Amount
Luen 1w oz 1w
lotal Armount: s1.00 SuU.UL S1.04
Locamnon:

Arsount o Use: TeslaCcount(Wvisas)
rrequency: Waexy
Dhary ool Phia: Whnth Fooloy
Rinrd Phaller: ORADN 13
Nesl iransacbon Date. Ja/JWauts
Eng Date. Ja/awauis

T thays read and acceotine FIOCSSING | SIME snd Agreement

I Cancel J L Edit I Submit |
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Once saved, click ‘OK’ when prompted to confirm a Successful Save. You will see your recurring
payment information displayed under the CURRENT RECURRING section.

| Recurring Payment
| =,

|
| Current Recurring
Location Name Accounts To Amount Freguency Start Enrd AcCtion

Test Account (visa) | Tuftion |$1.00 | weekly | 03r30/2017 |03/30/2012 |EdE | Delere |

WebPay User Training Manual

NOTE: Multiple recurring payment setups can be added for one Profile and multiple recurring
payment setups can be linked to one existing Funding Account.

EDIT A EXISTING RECURRING
To edit an existing Recurring:

Step 1: Navigate to the ‘Recurring Payments’ screen.
Step 2: Click the ‘Edit’ link beside the recurring line item.

| Ejg Recurring Payment
=

Current Recurring

Location Name Accounls fo Amount  [requency Start End Action

Test Account (Visa) | Tuition isl,DD ?Weel-d\f 03/30/2012 |03/30/2012 M Edit | Delete |

Step 3: Update all information, click ‘Next’, and then click ‘Submit’ on the corresponding
screens to save the information.

DELETE A EXISTING RECURRING PAYMENT

To edit an existing Recurring:
Step 1: Navigate to the ‘Recurring Payments’ screen.
Step 2: Click the ‘Delete’ link beside the recurring line item.

E_? Recurring Payment
=

Current Recurring

Locatron Name Accounts Amount | Frequency Starl

Test Account (Visa)  Tuton @ $1.00 Weekly 03/30/2012 |03/30/2012 | Edit | Delete

Step 3: Confirm deletion by click ‘Ok’ or ‘Cancel’ on the pop-up Window

A ine e e —— e —

ﬂ ASC ¥y O SURC YOl wennT IO MErase This recurring poyment® |

C=_ ==
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VIEWING TRANSACTIONS

Another benefit for you to create a Profile is that payments submitted with a User Profile will be
collected historically for you to view. From here, you can view when payments were submitted,
amount, payment status, etc.

WebPay User Training Manual

To navigate to the Transaction History:
Step 1: Navigate to the site and login to WebPay with your username and password.

Step 2: Hover over ‘My Information’ header to reveal further options and select ‘Transaction
History’.

Jeremy Test
3730 Glen Lake Drive
Charlolte, NC 28208 Single Payment

Step 3: View your Transactions Histary. The last 50 transactions can be viewed.

e

Transaction History (Last 50)

Payment Date Tracking Id Amount Payment Type Account Number Payment Status
2/28/2012 4:45.00 PM $1.02 Credit Card 1111 Dedined
2/2;4}'5012; iZ:ﬁé:O-D II-WI | .$1.02 .C.ledit_Cai’-d - 1111_ o ._"Dedinéd_ e
2/9/2012 12:13:00 PM £2.00 Credit Card 1111 . Completed '
2/9/2012 12:11:00 PM $200 | CredtCard 1111 |completed |
2/9/2012 12:04:00 PM $3.00 Credit Card 1Y Completed |
2/9/2012 12:04:00 PM i i ‘31.00 E.I'Edft Card 1111 ED{EEd & '
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