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SYSTEM NAVIGATION

» User’s permissions determine features displayed
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SEARCH BAR

» Search Bar for invoices and/or payments.

EIPP Exports

Payment History

Open Bills Closed Bills Workboard

Administration

Total Open Amount : 128,959.91 CAD v

View Collector Details

Selected Payable Amount: 0.00 (0 Invoice(s) selected)

Advanced Search Vv I

@) Enable/Disable Auto Pay

I Select filter to search.. ¥ T e
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BA SelectAll/DeselectAll ~ [B ~
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BANK ACCOUNTS

Wed&l'l[ Session expires in: Welcom: & @
56 mins and 27 secs Last Logged in Time : 2 February, 2024, 1:45:37 pm C5T

Administratio Payment Histary Open Billo Closed Bills Workboard

Manage Bank Accounts 3
@ Add Select Payer: Fas Gas 40267-3000 v

Manage Users

O Account Account Holder's Name Routing Transit(Brancl | Financial Bank Name Bank Accessible By Saved On Account e

Manage Contacts Number Number Number (5... Institute(Br... Country Merchant Status

Preferences O 200006789 OptimizeFe...  US Yes 12/21/2023 08:02:25 Active Checking

» Admin and View & Pay access can add and delete Bank Accounts
» Click Add to add new bank account



BANK ACCOUNTS

 Canada Required Fields: Bank Country
Currency, Account Type, Account Num
Branch Number, Financial Institute Number,

Account Holder’'s Name
« US Fields vary slightly

Add Bank Account

Bank Country ™ CA e

3
i
|E.

ber,

5

Add Bank Account

CA
CAD
Bank Name:
Account Type™:
Account Number = :
Re-enter Account Mumber *:

Transit(Branch) Number (5 digits)

Financial Institute(Branch)
Number {3 digits) *:

Account Holder's Name ™

Fields marked with * are mandatory




MANAGE USER/CONTACTS

e The admin role can view/add/edit/deactivate users.

Administration ment History Open Bills Closed Bills Workboard
Manage Bank Accounts
Select filter to search... v Advanced Search v
Manage Users 3
(¢ ] £ E LI 2+ Add User/Contact Activate/Deactivate User/Contact
Manage Contacts
Customer Customer . . Phone . Functional Default .
Preferences O Number Name First Name Last Name Username Email Number Security Role Role Menu Last Login Status
0 380000000Q... F0702_mult... inquiry@op... (507)-123-4... Customer A... EIPP Custo... Cpen Bills 02/08/202... Active =
0 3800000016 Customer A... EIPP Custo... Cpen Bills Active
0 380000007... F0702_mult... Customer A... EIPP Custo... Cpen Bills Active

Nofte: once a user/contact is created then click on Invite
contact in Manage Contacts Grid.



OPEN BILLS/INVOICES OVERVIEW

» All user roles can view Open Bills screen

EIPP Exports

Administration Payment History I Open Bills I Closed Bills
Total Open Amount : 56,354.15 usD b

Select filter to search... v 3 ¥

8 Select All/DeselectAll v [ v fh v

0 Company Customer Customer Sales Invoice
Code Number Name PDF

O 5930

0 5930

J 5930

O 5930

B Invoices v

Workboard

View Collector Details

B3 PaySelectedBills v

Selected Payable Amount: 0.00 (O Invoice(s) selected)

Advanced Search Vv

Statements

(b Enable/Disable Auto Pay

Invoice Assignment Baseline Document Invoice Due Invoice

Number Id Date Date Date Amount
10/18/2022 10/18/2022 11/18/2022 398.33
12/16/2022 12/16/2022 12/16/2022 -3.44
12/23/2022 12/23/2022 12/23/2022 -10.97
12/30/2022 12/30/2022 12/30/2022 -6.13




VIEW INVOICES

» If an invoice is available, view it from the Invoices dropdown or

from the ‘View’ link on the details of the bill.

Administration Payment History

Total Open Amount : 50,272.73

Select filter to search... v

If 'View' is showing,
there is an invoice

available for viewing

Closed Bills

Workboard

View Collector Details

LR [ B Invoices

v ‘ B3 Pay Selected Bills

I Pd View Invoice

£ Email Invoices

I Assignment Baseline
Id Date
44667
12345

[E statements

08/04/2023 08/04/2023

09/22/2023 09/22/2023

08/10/2023 08/10/2023

Selected Payable Amount: USD 49.25 (1 Invoice(s) selected)

Advanced Search v

(I) Enable/Disable Auto Pay

Invoice Due Invoice
Date Amount
09/19/2023 49,25
09/22/2023 -195.01

09/25/2023 265.33




PAY BILLS

S can

be paid by ACH from this screen, select the bill(s) and
click Pay Selected Bills dropdown to Pay by ACH

Administration Payment History Open Bills Closed Bills Workboard
Total Open Amount : 50,272.73 CAD b View Collector Details  Selected Payable Amount: US
Select filter to search.. ¥ ¥ A
% Select All/Deselect All B-» W LI B invoices v B Pay Selected Bills Q v fi} Enable/Disable Auto Pay
& D

Company Customer Customer Sales Invoice Invoice @1 Pay by ACH eline Document Invoice Due Invoice

Code Number Name PDF Number Date Date Date Amount A,
O 5930 View 44667 08/04/2023 08/04/2023 09/19/2023 49.25
S]E?SO View 09/22/2023 0%9/22/2023 09/22/2023 -195.01

230 View 12345 08/10/2023 08/10/2023 09/25/2023 265.33




»m M.
1 S S

PAY BILLS
» The Invoices to pay can be adjusted by clicking the () button, if

adjusted click Re-Calculate then click Proceed to Pay

Pay Selected Bills %

Use the (-) sign to

remove unwanted
invoices




PAY BILLS

e Choose Payer

® Choose Bank Account
e Setup New Bank Account

e Can save bank account for later
use

e Schedule a payment to be made at
a later date

* Select the Payer

e Select the Bank Account or setup
new Account

Pay Bills
Invoices Select Bank Receipt
Preview or Edit Choose the Bank Print or send receipt
the Invoices Account for Payment email
@ Pay Now Pay Later
PAYER! Select Payer PAYMENT SUMMARY

CHOOSE ABANK ACCOUNT

Payment Amount :

Amount Payable :

314.58 USD

314.58 USD




PAY BILLS - AUTHORIZATION

Once Proceed has been
clicked, the Authorization
Page will pop-up, click “I
Accept Terms of
Agreement’ and then click
lPaY,

Authorization Page - Please read and accept the below terms.

Terms and Conditions

You are not required to pay us via our Internet payment option. However, by choosing this payment option you agree to be bound by the terms
and conditions stated below and hereby confirm the following:

1) You may use your checking/saving account when making a payment to us.

2) You understand it may take up to 6 business days, prior to your first payment transaction, to set up your Internet payment option with your
bank.

3) You are authorized to make payments/withdrawals from the checking/saving account.
4) You have sufficient funds in your checking/saving account at the time your payment transaction reaches your bank.
5) RedBull Inc. with sufficient time to process your request, payments made before 8:00 PM central time will reflect that day’s posting day,

payments received after 8:00 PM Central Time will reflect the following day as a posting date.

Once submitted, your personal information is stored in a secure environment and used only to conduct secure online transactions. It is your
responsibility to exercise caution in transacting business on the Internet and to keep all account information and passwords confidential.

| Accept Terms of Agreement
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PAY BILLS - PAYMENT RESPONSE

» Once payment has been [ramenrespone :
made a Payment
Response with an
overview of payment
details will pop up.

Indicator

Close




ENABLE/DISABLE AUTOPAY

* Enabling and Disabling AutoPay is available on the Open Bills
screen once an item has been selected.

MM Segsion expires in Welcoms test customer 0 @3
_— 57 mins and 41 secs Last Logged in Time : 5 December, 2023, 5:55:29 am CST
EIPP Exports
Administration Payment History Open Bills Closed Bills Invoices
Total Open Amount : 9,388.14 usD v Selected Payable Amount: USD 644.85 (1 Invoicel(s) selected)
Se fi v v v Advanced Search Vv
8 Select All/Deselect All B L1 B Invoices B3 Pay Selected Bills Q) Enable/Disable Auto Pay
Company Customer Customer - Invoice Discount Invoice Dispute Open Payable - Total  Docum
Code Name Number Bill To ShipTo Number Value Amount Amount Amount Amount Paid - Overpaid = Numbe
B 5930 0.00 644 85 644 85 64485 0.00 70079
5930 0.00 351.00 35100 351.00 0.00 70079
5930 0.00 790.97 79097 79097 0.00 70079
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ENABLE/DISABLE AUTOPAY
+ Payments will be I

Administration Payment History Open Bills Closed Bills Involces

processed dqily based O DI Opes At SIS DASE. 2 Enable/Disable Auto Payment X inemeiER4
payment terms once pesaaivenia AR

B sewctaDewncean v B v @ 0%
enabled and based off  [FEEEE_ .............c e ]

| Name Number

the start date selected. |© .. S—
0 5930 Payment Frequency " Daily v Start Date 12/07/2023 - ! 0
0 590 Paysents will be autcenticallyintisted crerdsy ! 0
0 50 0
0 5% Q
g s  Payment Type’ ACH v Card/Bank Account” Q
0O 5%
0 $#%0 1
0 530 T — 1 o
O 5930 cocel (D ) 0

05930 2010000314 0.00 31243 31243 31243 0.




VIEW/ DOWNLOAD STATEMENTS

» Downloaded statement will be available in Excel format only

Administration Payment History Open Bills Closed Bills Workboard

Total Open Amount ; 546,354.15 s W View Collector Details  Selected Payable Amount: 0.00 (0 Invoice(s) selected)
Select filter to search.. ¥ ¥ ¥ Advanced Search
3 SelectAll/Deselectall ~ [ v B T v B Invoices ~ B PaySelectedBills [ [E statements | ~ | () Enable/Disable Auto Pay
| Company Customer Customer Sales Invoice Invoice Assignment Baseling & Download Statement ice Due Invoice Open

Code Mumber Mame PDF Number Id Date Amount Amount
C& Email Statement

0 5930 10/18/% f18/2022 398.33 398.33

0 5930 12/16/2022 12/16/2022 12/16/2022 =344 =344

J 5930 12/23/2022 12/23/2022 12/23/2022 -10.97 -10.97




VIEW PAID INVOICES

* In the grid, click the PDF link to view the Payment Receipt for the associated
payment

Administration Payment History Open Bills Closed Bills
Select filter to search... * b A
Page 1 of5 p » c o) D v
Paid Amount | Currenc B Sl

Y Status Response Message

2,208.95 CAD Success Successfully adde...
607.90 CAD Success Successfully adde...

451.24  CAD Success Successfully adde...

Completed Date Invoices Paid
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