bendmailing

N services /
(ustomer Help Guide




online-billpay

paperless billing & payment service 7

Welcome Page

bendmailin

ailing

Once logged in, the customer will be greeted by this welcome page. The left sidebar displays the site menu for
easy navigation. The top bar contains the logout button that will take the customer back to the homepage. There
is also a timer built into the site so that after thirty minutes of inactivity, the user will be sent back to the home
page and forced to re-login. This helps protect the customer’s personal information in the case that they forget

to log off.

Welcome,
John Doe

Pay Accounts (1)
ABC SERVICES (1)

Account Options

Add Accounts

Settings

Financial Information

Payment Profiles
Manage Autopay

Profile Options

Change personal info
Change password

Inserts (1)
Notifications

Pay History

. GO PAPERLESS
Click for details

Logout

online-billpay

Welcome to Online BillPay
Here you can:

= Pay your statements.

s Review payment history online.

= Run multiple billing accounts on a single profile.
» Update your Online Bill Pay profile.

To start viewing accounts immediately:
s Press the "Pay Accounts” buiton on the left pane.
To change profile information:

« Use the links provided to the left.

You will require Adobe Acrobat Reader to view downloaded content.

» Adobe Acrobal Reader can be found [ HERE |

~ Allinformation Is secured with the highest standards available
# fo protect your information at all times.

123 SOMEWHERE ST
ANYWHERE, US 00000

\
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Accounts
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Clicking the pay accounts button, or any of the company names under it, will bring you to the Accounts Details
page. Here you can use the dropdown list to select the account you wish to view. You can see you statement

balance, your current balance, and twenty-four months of statement history from this screen. Clicking the

download icon will download the customer’s statement in PDF form. Clicking statement back will download a
copy of the backside of the statement. When the customer is ready to make a payment, they would click the Pay

Account button.

If a customer has multiple

accounts, they can select which This balance re—flects any
account they want to view and pay. payments made on the website.

123 BoMEWHENE ST
ATWHERE UT 00000
1999 BTG 1234

Weicome,
John Doe

1012014

Due Date

50172014

=
ﬁ
40172014 ﬂa:
I'.‘a;
"

o

210172014

12

Account Number: 12-03401

John Doe
123 MAIN 5T
ANYWHERE, OR 55555

Bill Date: 8/01/2014
Due Date: /25/2014

Service Address Statemant Balance: §72.14
123 SOMEWHERE ST

Clicking the icon will

download a pdf copy
ﬂ of the statement.

[

If an invoice has an

associate insert, this

icon will appear.

Clicking this will open
a popup to select the

insert to view.

| | The back of the

T downloaded here.

statement can be

‘ The due date for their latest invoice. ,L

Bend Mailing Services, LLC (541) 388-0789 www.bendmailing.com

page 3



online-billpay

paperless billing & payment service 7

Pay Account
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The Pay Account page is the primary place a customer goes to make a payment. Here they can select whether
to pay their balance with a credit card or e-check account. They are given the option to store the information,
in which case they would not need to renter the same information on the next visit. They also have the option
to sign up for autopay, so they do not have to worry about making future payments. If the customer has already
made a payment in the last 24 hours, a popup box will remind them of this to prevent double payments on their

side.

Change personal info
Change password

Inserts (1)
Notifications
Pay History

G0 PAPERLESS
Click for details

Logout

If enabled, customers can select whether to
pay with a credit card or e-check account.

“Your current statement baiance is: 872,14

AMOUNTIS): 72 14

GARD HOLDER NAME: |Juhn Doe %
_
[isa| e (SB)| [ | T
CARD NUMBER: |
EXPIRATION DATE: |E 1[20137+]
cwvz: | wmant s s>

BILLING ADDRESS: |123 MAIN 5T |

eimy: [ANYWHERE |

oo

Would you like 1o store your information? .

The specific credit cards
accepted can be adjusted,
and only the ones allowed
will have their logo here.

ves Mo

Would you like 10 Sign up for auto-pay?

/ .
-
Pay Now

£

By selecting to store their
information, customers
can avoid entering in
their account information
each time they make a
payment. Customers can
store multiple forms of
payment this first. They
can give the stored
information a nickname

—

Signing up for autopay will store this

payment information and charge any
remaining balance on the next autopay date.

to help them remember
which card or bank
account they used.
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Add Accounts

The Add Accounts feature lets a customer add multiple accounts onto their profile. This is useful for a customer
with multiple different accounts as they would now only have to remember one username and password. In
addition, the customer only needs to enter their card/account information once in order for it to be used to pay
each of those accounts. This also works with multiple companies, so a customer can add both their water bill
and garbage bill onto the same profile, with participating utilities.

This will list any accounts that match the customer’s name and service
address. To add, check the box next to the accounts and click add to profile.

1 SOMEWHENE ST

online-hillpay | 5y

Add Accounts
Welcome,

S e Add Accounts

Pay Accounts (1) This feature will allow you to add multiple payment accounts ta your profile
ABC SERVICES (1) will be able to pay multiple bils with a single login

g multiple accounts added you

Account Options

Would you like to auto-add the following accounts t ) your profile?

‘Add Accounts
Settings *Please select the accounis you would like o add
Company Account® __Service Address
Payment Profiles [} ABC SERVICES 12-34572 963 DAWSON CR DR
Manage Autopay
Add to Profile

Change personal info )
Or you can manually add accounts to your profile:

Change password
You will need the following items:
Inserts (1
@ * Unique Identification Number
o * Account Number
Ll « Required fields are marked with red asterisks.
Pay History

GO PAPERLESS Adentification Numbar: |

Click for details /M d ot
Logout /

If an account is not in the list, then the customer can enter in the account information
here, using the account number and identification number of the new account.

Bend Mailing Services, LLC (541) 388-0789 www.bendmailing.com page 5



online-billpay bendmailing

paperless billing & payment service o N services /

Settings

On the Settings page you can remove yourself from autopay or cancel your online-billpay account, or adjust
your paperless settings. Canceling your online-billpay account will unregister the account, allowing the user to
reregister at a later date if they decide to return. If you have multiple accounts under one login, you can choose
to only remove specific accounts.

123 SOMEWHERE ST
ANYWHERE, US 00000
(999) 8761234

Welcome,

John Doe Manage Paperiess

Pay Accounts (1) Cancel auto-pay

SERVICES (1
a8e MRS Cancel my Online-Billpay account

Account Options

Add Accounts
Settings

Financial Information

Payment Profiles
Manage Autopay

Profile Options

Change personal info
Change password

Inserts (1)
Notifications

Pay History

. GO PAPERLESS
Click for details

Logout

\,
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Payment Profiles
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The payment profiles page allows customers to manage their stored payment information. Each payment profile
stores a credit card or bank account information, allowing the customer to easily make a payment. Each profile
is given a nickname by the customer, to make it easy for them to distinguish the different profiles. When they
first reach the page, the customer needs to select which service provider they want to manage the profiles for,
and click Search. This is will bring up a list of all profiles stored under the selected company

This will allow customers to store a
new credit card or bank account.

Clicking Select next to a profile will bring
up information and options for the profile.

Walcome,
John Doe

Pay Accounts (1)

Account Optians

ABC SERVICES

My Visa Cred W

Customers can delete
Autopay their profile at any time.

/4

Type Creation Date
d BM92014 No
Cheking at ABC Bank E- 1 BIo20s e
Wife's Amanican Express Creot BrAaR014 No
Add New Payment
Profile

(PR My Visa

Credd Card

This will allow the
customer to update or
a change the payment

Remaove
|mmo%ﬂ information.
update E

Information When a card is expired or

Updte Exp.Dato- | about to expire, this can '
be used to update a credit
Change

Nickname card expiration date
i \ without entering the full
= card information.

This is used to manage which accounts
use the selected profile for autopay.

The profile’s nickname
can be edited.

Bend Mailing Services, LLC

(541) 388-0789
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Manage Autopay
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The Manage Autopay allows customers to select which payment profile is used for autopay. To start, the
customer should select which account they wish to manage autopay for, and click Search. This will bring up the
list of profiles the customer can use for autopay. To select which profile is being used for autopay, the customer
should click the radio button next to the profile, and then click Change Profile. Until the customer selects

Change Profile, the change has not been saved.

Manage Autopay
Welcome,

online-billpay

123 SOMEWHERE ST
ANYWHERE, US 00000
1999) 876-1234

Jonhn Doe ABC SERVICES
Account Number: 12-03401 Back

fay Accountsil) Account is not on autopay

ABC SERVICES (1)

. To add this account to autopay, select the payment profile you wish to use and

Account Options click Add to Autopay.

Add Accounis

— Edit Payment

My Visa Credit Card 0 Profiles
Cheking at ABC Bank E-Check o)
Payment Profiles
Wife's American Express Credit Card
Manage Autopay Add New Profile
Add to Autopay

Change personal info

Change password
Inserts (1)
Notifications
Pay History

.. GO PAPERLESS

Click for details
Logout
J
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Change Personal Info

This page allows the user to change their personal information as presented on the site. Every time they go

to make a payment, their name, address, city, state, and zip will auto populate those fields. It is also the place
where the user can change the email address that will receive site notifications, such as when a new bill is ready
to be viewed online

123 SOMEWHERE ST
ANYWHERE, US 00000

online-billpay

Edit Profile Details

You may edit contact information here.

Welcome,
John Doe

Pay Accounts (1)

ABC SERVICES (1) * Required fields are marked with red asterisks.

+ Once satisfied with your changes press "Save Changes".

Account Options

This information is used for Online-Billpay only. Please contact your service provider fo change any information

i peeaints on your statement.
Settings
Name:
Payment Profiles |~J0hn Doe |
Manage Autopay *Email:
|sampleuser1@email.oom |
= Telephone:
Change personal info |
Change password
Inserts (1) B
- Billing Address -
Notifications "Address 1:
123 MAIN ST |
Pay Hist
ayHistory Address 2:
GC_) PAPERLESS “City:
Click for details
ANYWHERE |
Logout “State:
4 Oregon v]
Zip:
[55555 |

Save Changes Cancel

Bend Mailing Services, LLC

(541) 388-0789

www.bendmailing.com
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Change Password

bendmailin

aning_
‘SGI’VICGS

This page provides a simple interface for the customer to change their password. If the user forgets their pass-
word and can’t login in to use this feature, there is a password recovery on the home screen.

Welcome,
John Doe

Pay Accounts (1)
ABC SERVICES (1)

Account Options
Add Accounts
Seftings

Financial Information

Payment Profiles
Manage Autopay

Profile Options

Change personal info

Change password
Inserts (1)
Notifications

Pay History

GO PAPERLESS
Click for details

Logout

‘E- ! l;g online-billpay

123 SOMEWHERE ST
ANYWHERE, US 00000

(998} 876-1234

Change Password

Change Password

You may edit password information here.
» Enter an old password and a new password.

» Required fields are marked with red asierisks.
» Once satisfied press "Change Password".

- Must contain 5 to 10 characters including one number -

Change
Password

Account Login

qot User Name or Password?

Customers should click here if they
forget their password. This will let
them enter their email address to
have an email sent to them with their
username and a link to a page where
they can choose a new password.

Bend Mailing Services, LLC
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Inserts

Inserts let customers view pages that would regularly be included on their bill as an insert online. This is espe-
cially useful for customers who are paperless as they would not otherwise receive the insert. The inserts are
displayed in PDF format and the customer is required to have Adobe Reader to view them.

- - 123 SOMEWHERE ST
. ANYWHERE, US 00000
J o (999) 876-1234

Welcome,
John Doe

ABC SERVICES

Pay Accounts (1)

m}- Collection Day Checklist
ABC SERVICES (1) L

Account Options
Add Accounts
Settings

Financial Information

Payment Profiles
Manage Autopay

Profile Options

Change personal info
Change password

Inserts (1)
Notifications

Pay History

GO PAPERLESS
Click for details

Logout
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Notifications

This page will contain all the notifications created for this particular customer. Once a customer reads a notifica-
tion, it moves from the Read to the Unread section. The customer can then choose to store the message or delete
it. The notifications are created though the admin login.

The office will be close on the 1st

Bend Mailing Services, LLC (541) 388-0789 www.bendmailing.com page 12
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Pay History

Pay History gives an overview of all payments made on the site. It will also display the status of the payment,
whether it’s been approved, refunded or voided.

123 SOMEWHERE 5T
ANYWHERE, US 00000
(9998761234
LN AR R RICE
Welcome,
John Doe ABC SERVICES 2
| Date Account Number Date Amount Status
Pay Accounts (1) 8/20/2014 12-03401 82012014 $72.35 Approved
ABC SERVICES (1) 7152014 12-03401 71152014 $35.00 Voided
. 6/30/2014 12-03401 6302014 54123 Approved
AcrountiOptons 50312014 12-03401 51312014 $65.10 Approved
32212014 12-03401 312272014 $18.10 Approved
Add Accounts
Settings
Financial Information
Payment Profiles
Manage Autopay
Profile Options
Change personal info
Change password
Inserts (1)
Notifications
Pay History
.. GO PAPERLESS
Click for details
Logout
J
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Paperless

bendmailin

ailing

On the bottom of the left menu the paperless button is displayed. Paperless billing allows the customer to stop
receiving a paper bill. This saves you money since you no longer have to send out a paper bill, as well as saves
the environment by reducing paper waste. The customer can remove themselves from paperless by unchecking
the box at any time. Customers can reach this page from the settings page.

Welcome,
John Doe

Pay Accounts (1)
ABC SERVICES (1)

Account Options
Add Accounts
Settings

Financial Information

Payment Profiles
Manage Autopay

Profile Options I

Change personal info
Change password

Inserts (1)
Notifications

Pay History

. GO PAPERLESS
Click for details

Logout

Why Go Paperless?

online-billpay

« Participate in the movement to lower paper waste.
* View your bill and make payments online at anytime from anywhere.
* Save a trip to the mailbox.

123 SOMEWHERE ST
ANYWHERE, US 00000

Disclaimer

By checking the box(es) below you agree that you will stop receiving paper bills starting from the next
billing cycle unless you change the paperless option before the end of your current billing cycle. Any
changes made during your current billing cycle may not take effect until the next billing cycle.

JAccount Number

C Name

Paperless

12-03401

ABC SERVICES

v

Save

Bend Mailing Services, LLC
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