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PayMode Invoice Management Capabilities

PayMode Invoice Management service can save you time and money. Fast and
easy to use, PayMode helps to reduce the labor and expense associated with
preparing and mailing paper invoices. As a PayMode network user, you invoice
your customers and receive payment and digital remittance information
electronically in a secure online environment. PayMode lets you track inbound
invoices and pending payments in real-time with an array of online reports. More
importantly, there is no charge to send invoices or receive payments via the
PayMode network.

Add Invoice Capabilities

» To add invoice capabilities to your PayMode account:

1. Log in to the PayMode Home page.

The PayMode Home page displays.

-

HOME PAYMENTS INVOICING REPORTS | ADMINISTRATION | ron PAYKODE HELP
Log N I aviviede
Welcome to PayMode, User One Log Off PavhMode
You have no new messages. Search PayMode Members
. Need Help?
The Network Terms of Use were updated on 09/14/2009. View the document.
The Network Operating Rules were updated on 09/14/2009. View the document PAYMENTS Our Customer Suppt
associates would liki
Make a Payment assist youl Call us te
Approve a Payment 877-443-6944 W-F

8am to8pm ET:

View Payments Sent
send us an e-mail.

Miew mayments sent

o View Payments Received
Recent Activity MORE INFO !

Stop a Payment

Remitt Download
e Remittance Download Related Informa
There have been no payments sent to this Membership in the past two weeks. WM
Vlembers
Payment Files Sent INVOICING Metwork Terms of L
. - . PayMode Policies :
There have been no payment files sent from this Membership in the past two weeks. Biller Invoice Processing W
. Manage Invoices Miscellaneous Fee:
Invoices . —
Import Invoices =) f
File Amount Date Status g
FILE SENT: 1218329 $865.00 03/20/2010 Transmission Successful )

Reference/Help

EAQ
Payments Pending Additional Signatures Customer Suppart

Click the link below to apply additional signatures to payments.

You have ne payments pending signatures.
[t2) Microsoft Office Communicator 2007k | e

2. Click Learn more or enroll now in PayMode Invoice Management.

The PayMode Biller Invoice Management page displays.
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PAYNODE
HOME PAYMENTS INVOICING REPORTS ADMINISTRATION [ cor REIMBURSEMENT HELP

PayMode Biller Invoice Management

PayMode offers Biller Invoice Management to companies and government organizations to improve the invoicing process.

PayMode Biller Invoice Management:

& Saves time and money - You invoice your customers and receive payment and digital remittance information electronically in a secure online environment. PayMode

effectively reduces the cost of processing invoices by up to 90%. Improving the satisfaction of your customer leads directly to customer retention and enhanced business

opportunities.

Fits with your existing systems - There's no need to purchase any software, modify your existing accounts receivables systems, or change your bank account to start

benefitting from PayMode.

Includes all of the invoice data with the electronic payment — All of the detailed information you submit with your electronic invoice will be included with the detailed

remittance associated with the electronic payment.

+ Provides access to invoice processing status in real time — An array of online reports allows you to track your invoices from the point of submission to invoice payment.

+ No cost account activation -- There is no charge for you to send invoices or receive payments via the PayMode network.

« [t's easy to enroll and easy to use — Your Invoice Management enrollment takes just a few minutes to complete. The Web site is designed to facilitate quick setup of your
membership, invoicing accounts, and applicable users who will submit and approve inveices for your company.

To enroll in PayMode Payer Invoice Management (if you are an administrator), or to send a notification te your account administrator about the benefits of PayMode Payer Invoice
Management, click the Add Invoicing button below. If you have questions, please contact PaylMode at 1-866-252-7366. A PayMode representative is available to assist with your
enrallment.

[ Add Invoicing H No Thanks ][ I'll come back later ]

3. Read the information on the screen and click Add Invoicing.
The Invoice Entry (input method) page displays.

HOME ENROLLMENT HELP

Welcome to PayMode Invoice Management!

Choose Invoice Entry method

There are two methods of inveice entry, Data File and Manual Data Entry. Choosing the Data File option will require additional enrollment steps to be performed by PayMode
Implementation Services. This will not stop your enrollment.

O Data File
(® Manual Data Entry

Continue >>

4. Determine if you want to manually input your invoicing information via the
PayMode application or to use a data file to transmit invoice information to
your client via PayMode. Click Continue.

The Choose Existing PayMode Account screen displays:
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HOME ENROLLMENT HELP

Welcome to PayMode Invoice Management!

Choose Existing PayMode Account

Payment

Capabilities Status

PayMode Account Common Name

[ Acme. Lasersinc Acme Lasers Primary Account Receive Active

5. Choose the PayMode Account(s) from which you want to send invoices
(in most cases, this will be the same PayMode Account that receives
payments) and click Continue.

The PayMode Account User Privileges screen displays (displayed on next
page).

To add user privileges:

1. Update your existing user privileges by selecting the applicable checkboxes
(see next page) in the Invoice Sending section. The other privileges that have
been selected are for incoming electronic payments and are specific to your
personal access within your company’s PayMode membership. The privileges
you are now selecting are for your individual processing of electronic
invoices. Once you are through the enrollment process for invoicing, you will
be able to add additional associates from your company and assign them
electronic invoicing privileges. When you are finished, click the Submit
button at the bottom of the screen.

w



PayMode® Invoice Management Biller User Guide

PAYNODE
HOME PAYMENTS INVOICING REPORTS ADMINISTRATION [ o REIMBURSEMENT HELP

PayMode Account User Privileges: Acme.LasersInc

Membership Name: Acme Laser Technologies, Inc
Current PayMode Account: | Acmelasersing Only show users assigned to this PayMode Account: []  Edit Multiple Users

Inveoicing has been enabled for your PayMode Account. Please assign invoicing privileges.

Membership-Level Privileges MORE INFO

You have the option to assign this user privileges for the entire PayMode membership and/or for specific PayMode Accounts. Membership privileges are optional, but the user must
be granted account privileges to engage in PayMode payment activity.

Manage Company View Bank Reconciliation Add/Edit Bank Create PayMode View Invoice File
Information Reports Accounts Add Users Accounts Exception Report
Select All Select All Select All Select All Select All Select All
User Name Deselect All Deselect All Deselect All Deselect All Deselect All Deselect All
Cranston, Douglas O O

Payment Management Privileges MORE INFO

Receive Payment View Remittance View Remittance
Notifications View Payments Summary Detail
Select All Select All Select All Select All
User Name Deselect All Deselect All Deselect All Deselect All
Cranston, Douglas

Invoicing Sending Authorizations MORE INFO

Manual Invoice Manage Invoice

Entry Exceptions Invoice File Import View Invoices View Invoice Details
Select All Select All Select All Select All Select All

User Name Deselect All Deselect All Deselect All Deselect All Deselect All

O O O O

Administration Privileges MORE INFO

Cranston;

PayMode Account Administrator
Select All
User Name Deselect All

Cranston, Douglas
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The screen displays red text indicating that the user privileges have been updated:.
HOME PAYMENTS INVOICING REPORTS | ADMINISTRATION | ;oq FAYMODE HELP

PayMode Account User Privileges: Acme.LasersInc

Membership Name: Acme Laser Technologies, Inc
ack
Current PayMode Account: | Acmelasersine Only show users assigned to this PayMode Account: []  Edit Multiple Users

Privileges Updated.

Congratulations! You have now completed your enrollment for PayMode Invoice Management.

There are additional Administrative set-up tasks you should review to determine how you want your
membership to be set-up for electronic invoicing. These tasks are covered in the next section of this
guide.
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Administration

Membership Administration

Users with the Manage Company Information privilege have access to the Administer Membership
Invoicing settings link. This link takes you to a screen where you can select e-mail notification

options.

PAYNODE
HOME PAYMENTS INVOICING REPORTS ADMINISTRATION | cop REIMBURSEMENT HELP

Membership Administration

Company Information for Acme Flower

Company Name: Acrne Flower Company Common Name: Acrme Flower

Address: 100 Main St EIN: 12-3456789
Portland, ME 04101

Main Phone: 2077713726 Main Fax:

Status: Active

Vendor T

Elick here to administer Membership Invoicing setting

Ea

Bank Accounts for Acme Flower

Add Bank Account

Account
Capabilities

Receive Payments

Bank Transit Account
Routing Number Number

011000138 414123333

Bank Name

BANK OF AMERICA

Details

WIEWY EDIT

(MORE IMFC

PayMode Accounts for Acme Flower

Add PayMode Account
Invoice
Capabilities

Send Active WEW EDIT WEW EDIT
Click here to administer Favorite Trading Partners for all PayMode Accounts with Send Invoice Capabilities

Payment
Capabilities

Receive

PayMode Account Status Details User Privileges

AcmeFlower. Receive

Users in the Acme Flower Membership

Add User
Users displayed in bold are currently registered with your PayMode Membership but are not active users. Privileges may be assigned to them
but they will not be applicable until the user is in an active member status.

User Name Status Details
Active WIEWY EDIT

Click here to view Membership level Privileges for all Users of this Membership

Privileges

Mary Rose WIEWY EDIT

@ 2006 Bank of America Corporation. Al rghts reserved. Users of this site agree to be bound by the Payhdede Agreement(s) for the Services utilized.

Pa

Log Off PaviIode

Administration
Membership
Bank Accounts

Payhode Accounts
Users

Related
Information:

Make a Payment

Yiew Payments
Sent

Yiew Payments
Received

Search Paytdode
Members

Terms of Use

Paytode Policies
and Practices

Miscellaneous Fees

Paytlode for
Reimbursement

Reference/Help
EAQ

Custormer Support
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Membership Invoicing Settings

1. Click the Administer Membership Invoicing Settings link from the Home
page.

The Membership Invoicing Settings screen displays.

PAYNODE
HOME PAYMENTS INVOICING REPORTS ADMINISTRATION [ cop REIMBURSEMENT HELF

Membership Invoice Settings wow o

Missing Required Invoice Fields Action: Reject Suspend for Review/Repair
Send Rejected Invoice Email: = Yes  MNo
Send Retracted Invoice Email: = Yes Mo

Number of Days for Invoicing Aging:

These settings are for e-mail notifications that are generated when any of the defined events occur. If
required data is missing or the payer rejects/disputes an invoice, the information will be viewable once
you access your membership. The e-mail notifications are a tool you may want to utilize so that you
know immediately if the event has occurred. The Number of Days for Invoicing Aging is pre-set to 45.
Mississippi state law requires all open invoices to be paid within 45 days of receipt. This field is not
editable.
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User Privileges

User privileges include Membership-Level Privileges and Invoice Account-level Privileges.

Membership-Level Privilege
e The Administrator has the ability to assign this privilege to additional users.
e The user can view the Invoice File Exception Report, which is an exception from
Importing an Invoice File.
Invoice Account-Level Privilege

e The Administrator has the ability to assign this privilege to users needing invoice
functions.

e The user can view invoices via the View Invoices privilege.
e The user can view invoice details via the View Invoice Detail privilege.
e The user can manually enter invoices via the Manual Invoice Entry privilege.

e The user can manage invoices that are disputed, rejected or exceptions from an import
file via the Manage Invoice Exceptions privilege.

e The user can import an invoice file via the Invoice File Import privilege.
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HOME PAYMENTS INVOICING REPORTS | ADMINISTRATION | .o EAYMODE HELP

Edit User Privileges: Cranston, Douglas

Membership Name: Acme Laser Technologies. Inc

Current User: Cranston, Douglas % Only show PayMode Accounts assigned to user: [ Edit Multiple Users

Membership-Level Privileges MORE INFO
hana.the ontion tn a=sion.th privileges for the entire PayMode membership and/or for specific PayMode Accounts. Membership privileges are optional. but the user must

be granted account privileges to engage in PayMode payment activity.

Manage Company View Bank Reconciliation Add/Edit Bank Create PayMode View Invoice File
Information Reports Accounts Add Users Accounts Exception Report
Yes Mo Yes Yes Yes Mo

Payment Management Privileges MORE INFO

View Remittance View Remittance

Receive Payment
PayMode Account Notifications View Payments Summary Detail
Yes Yes Yes Yes

Acme.Lasersinc

MORE INFO

Invoicing Sending Authorizations

Manual Invoice Manage Invoice
PayMode Account Entry Exceptions Invoice File Import View Invoices View Invoice Details
Yes Yes Mo Yes Yes

Acme.Lasersinc

Administration Privileges MORE INFO

PayMode Account PayMode Account Administrator
Yes

Acme. Lasersinc
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Approver Codes

Approver codes are required for billers to submit invoices. Any user who has the Manual Invoice
Entry or Invoice File Import privileges will be prompted for an Approver Code.

Users are asked to create Approver Codes on the first login to PayMode after the invoicing module
IS activated.

PAYNODE
HOME PAYMENTS INVOICING REPORTS | ADMINISTRATION [ on pemauRsEMENT HELP

Create Approver Code

You must create an Approver Code in order to approve invoices or to import a file. Enter an Approver Code that is a combination of numbers and letters 8-15 characters in length.
The Approver Code is case-sensitive and must be different than your logon password. Confirm your Approver Code and click Submit. MORE INFO

Mote: A red asterisk indicates required information.

Approver Code®

Confirm Approver Code®

10
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