How to Use Your PSN
Account Management
Center (AMC)



AMC Login

You must have an administrator in your company set you up as a user before you can log into the
AMC. Your administrator decides what functions you can do in the AMC.

Once you are set up, go to www.PaymentServiceNetwork.com and click on Business Client Login

There are 3 types of users. Ask the
administrator which one you are:

 READER: Can only view their own info,
change their password, and view online
reports

« PROCESSOR: View info, change
passwords, request reports, and make
payments

« ADMINISTRATOR: Can do everything
readers and processors can do plus
provide refunds, set up new users, and
receive PSN service notifications

InvoiceCloud”  PSN Confidential & Proprietary © 2023



http://www.paymentservicenetwork.com/

AMC Login

To login, enter your Account ID, User ID, and your password (provided by your administrator).
If you forget your password, use the “Click here" feature.

To make future log ins quicker, we recommend bookmarking this page in your browser:
https://www.paymentservicenetwork.com/ClientLogin.aspx

NG ACiaiE T g

Please enter information below to 3 Indicates required field
login

Account ID: I:l G

User ID: I

Password: :l [+]

|" me . { Canced b

Forgot your password? Click here.
[(An email with your password will be
sant to your mailbo:x)

Add this page to your favorites
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https://www.paymentservicenetwork.com/ClientLogin.aspx

AMC Quick Links




Getting Around via Quick Links

Click "Return to Quick Links" to

navigate back from any page

Use Quick Links to navigate to the
most frequently used functions

”“ }-‘}a Account | !Paymeni

Management

an Invoice Cloud Service

p
Return to Quick Links

Qutbound
Auto-Call

Tracker

—
|l | @ |

Account 1D

| ? Suppnrll % Managers

Businsss Name Manager IO Manager Role

Check here to verify the

Account ID you're viewing

’ Quick Links !

Make Immediate Payment
Stop/Cancel 2 Payment
Make a Refund

Block a Payer

View Real-Time Customer Payments
View eBills

Wiew Bank Deposits

View Refund Status

View Declined/Rejected Payments
View Monthly Invoice

Training & Support Canter
Daily Reconciliation Report
Maonth-End Reconciliation Report
Change Your Email Motifications

Online Ticksting

Review/Change 1095-K Info
\ View 1055-K Statements

Service Account Manager (SAM) Information

MName: Genaral SAM

Email Add
Phone: 608-442-5100

Fant: 608-442-5050

tservicenetwark.com

RT111

= { PSMN Demo {Utiliny) | tmalszd | Administrator

PSN Solutions

Find out what services you have activated and what other solutions you can benefit from
To talk to your Service Account Manager about the solution, simple dick the [ADD] button

Auto-Post Checking Solution (Check 21)

Outbound Auto-Call Solution

Data Sharing Solution

Cash eDistribution Solution

Virtual Point of Sale Terminal Solution

Online Billing (eBill) Solution

C ization

Bank Bill Pay eSolution

Credit Card Payment Solution

eChecks (ACH) Solution

Integrated Credit Card Swipe

Tips
Use these tips to make your job easier and to fully use PSN capabilities

Newsletters
View our most recent newsletters to find more tips and how other companies use PSN

Tickets
Ask and view r submit operational issues
Data Charts

See up-to-the-minute transactional charts

InvoiceCloud’ | PSRN
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Getting Around via Quick Links

Quick Links

Make Immediate Payment
Payment Management Stop/Cancel 2 Payment
I
Make a Refund ﬂu ,Esuk:':::: M et | s ™ el . Outoamd ?'-‘uﬂnnnl Rz
Elﬂ‘i 2] pﬂ'fer | Accounls Starlup Armanr Somen e Warager (D arager B
View Real-Time Customer Payments e S o
View eBills
Viewing Reports Wiew Bank Deposits o
View Refund Status Hleka !
View Riea=Time Customer Paymens Auto-Post Checking Sobution (Check 21)
View Declined/Rejected Payments e Outbound Auta-Call Ssution
Wiew Rafund Stotms Data Sharing Salution
View Tiecined/Rractad Fagmants e Zane:

Vi Munthly Jeics
Virtual Point of Sale Tesminal Sohution

View Monthly Invoice
s st i
Training & Support Center Vot o e et e S R
Thangs Your Emal bolifications ‘Website Custonszation Solutian
Onlive Ticmting
Puryime/ Change 10951 fnfin ENE P et s e e e
Crudit Card Paymmd Solution

Vi 1095-K Statasnants

Managar (SAM) Information il kel St
Tntegrated Cradit Card Swipe

Daily Reconciliation Report
Mornth-End Reconciliation Report

Mamm: Ganeesl 211

Administration
Change Your Email Motifications
Email Addreas: =am By mentnecdicenahonr com
Sl e
Use these tips to make your job easier and to tully use PSH capabilities
Newsletters

Online Ticketing
Review/Change 1059-K Info
Viewe 1055-K Statements

Tickets
sk and view | inswes

Data Charts
Fee up-to-the-minate transactional charts

Service Account Manager (SAM) Information

Mame: General SAM
Email Address: sami@paymentservicenebwork.com

Phone: 608-442-5100
Faoe: &08-442-5050

Your PSN Contact

Confidential & Proprietary © 2023
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Viewing Real-Time Payments

Quick Links

Make Immediate Payment
Stop/Cancel & Payment
Make a Rafund

Block a Payer

I View Real-Time Customer Payments

- - Manag

Accounls Startup Arpmaer Fumians e WasgeriD arager R

n e manrts myman uthoumd Suppo 5 mmagery
7 e |l e g | [ i il
"

Click "View Real-Time Customer
Payments” from Quick Links

PSHN Soluti
Fined ot i

rncd wndl ushat ather solstions you cus henaftt frmem

View Banl": DEPDElE oo Kl e yonar Nm-:‘;—-l—mlhy&-lﬁ-l. sitmpbe click the [ADD] button
View Refund Status ook s et
P 5 View Rea=Time Costomer Paymens Auto-Post Checking Sobution (Check 21)
View Declined/Rejected Payments o Outhosed fute-call Sohution
- - Wiew Refund Status E &
Wiew Monthly Invoice . e e e e
g & Support Canber ietual Paink of Sale Tereinal Scution
Training & Support Center o O uiion Bl 4B Sl
Thangs Your Emal bolifications. ‘Website Custonszation Solutian
Daily Reconciliation Report it e E
PER Ml MELLE Dt ants Crudit Card Paymd Solution
Mornth-End Reconciliation Report
Sorvicn anagar (SAM) Information il kel St
Change Your Email Motifications e Coree 344 kst ot Cond kv
- ! Email Addreas: =am By mentnecdicenahonr com
Online Ticketing S i Tips

Use these tips to male your job sasier and to tully use TSN capabilities.

Review/Change 1059-K Info Newsletters

Viewe 1055-K Statements Tickets
Ak and view | issses
Data Charts

e mp-to-the-minate transactional charts.

Service Account Manager (SAM) Information

Mame: General SAM

Email Address: sami@paymentservicenebwork.com
Phone: 608-442-5100

Faze: &0B-442-5050

InvoiceCloud’ an Confidential & Proprietary © 2023




Viewing Real-Time Payments

Select your date range

Use the “Search by" dropdown to

narrow your results

InvoiceCloud” PSK

Filter Options: | ListApprovedPanding Payments s |

Real-Time Payment Transactions

Fom: Grzes |, o o |
LT is like =
Search by... like List {  Reset
Eacount Type L I . /
#dditional Required Fields 3 payments not downloaded osted to software.
[} Batch Downioad Dare e Bt e il
Customen/Account Number
Address
Customer Name
1§ | Deposit Amaunt 1
Deposit Status s =
Eurioil Addrace Customer ID Description Payment Method Payment Type Payment Status Transaction Date Payment Amount
| Payment Method
Payment Amt
—{ Payment Type £
gm; M BALAMCE Bill File Test Check BORecurring Approved 05/01,/2023 0D:01:02 55.00
Transaction Type
Transaction Amount BALAMCE Bill File Test Credit BORecuming Approved 05/01,/2023 00:01:02 $1000D
Customer Status
& ount 111000003 Ltility Psyment Check Recurring Approved 05/01,/2023 00:01:02 $15.00
4 Single Account RT111 11100000-5-01 LUtility Payment Check Online Approved 05/10/2023 20:04:24 $10,0D
Page Total: 4 Transactions £40.00
Grand Total: 4 Transactions $40.00

Confidential & Proprietary © 2023




Viewing Real-Time Payments

Real-Time Payment
Transactions

Ribiirn o Quick Links

Reminder: you can
verify the Account ID
you're viewing here «

Aczount iD

Buzness Nams Manager ID

famn -

T T
| PEN Dema (Lility) | tmotetad
L 1

Manages Role
e—

Sort your results by clicking on

the field names

Filter Options: | st AcpriacPending Paymants v |
B

Fom: S |7 R @@ |7

[Seamhby. v isiike [ | o
| vk | | ekl B
Only view approved/aending payments not dewnloaded or pested to your scftware.

Real-Time Payment Transactions

Use these buttons to

download or print a report

|

. Swetch 1o Giassio PSN Look |
- Depesity Chargeback
Name Custoener (D Description Sgpmant Ketmod Payment Type Payment Statis Trarsaction Datz Ogyment Amount Tous Amount Depesit Amount Bate Paid 3y Dewricaded Dptions
[ [ [ [ [ I [
v e BALANCE 241 il Tost Check ECRscuming Agproved 05/01/2023 DEO10R 50 5795 s500 | 05222023 snsisczs s .
z TR BALANCE 23 File Test Crucit EORecurring Approved D5/01/2083 DE01:02 $1000- 31078 $10.00 § 05/22/2023 antiedge Ne opg,“
3 Han-Grouped Single Account 111000003 Unifity Payment Check Fecurring Approved 05/01/2083 DE01:02 51500 31735 $15.00  05/22/72023 ssiedge s ap::m
4 Single Accoum ATT11 11100000-2-01 Uity Payment Check Oriine Sppeoved 05/10/2023 20:0424 $100 51295 $1000 § 052272023 Customer Yes Opz‘m,
Pago Totaki 4 Trargactions 54000 54063 $4000
Grand Total: 4 Trarsactions 4000 4243 4000
ooa

InvoiceCloud” PSK
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Viewing Real-Time Payments

Real-Time Payment Reminder: you can Aceount 10 Busmess hame Manager 1D Manager fale
Transactions verify the Account ID [ wl | PN Do (usiig) - | Adwiristrator !
st o Quick Links you're viewing here « " '

Real-Time Payment Transactions

Use Filter Options to view

additional reports with the Filter Options: | LsbormmdParing yrars v | ooa
same search criteria

[Seamhby. v isiike [ | o
| vk | | el e
Only view approved/aending payments not dewnloaded or pested ba your software.

_ Switth 1o Ciassic PSN Look. |

Name Custoener (D Description Payment Type Payment Statis Teargaction Datz Sayment Amount  Tots Amount Depesit Amount Deposl/ Ciumesect Paid 3y

Sayment Method ik Oewnicaded Options
I ] [ | | [ [ |
1 107/2002 BALANCE 241 File Tast Check ECRacuTing Approved 05/01/2023 000102 500 $795 5500 05222023 anutiedge as MZS
2 TR BALANCE i Fle Test Cradit ECRecurting Apgroved 05/01/2023 00:01:02 $1000° 51078 $10.0C § 052272023 autiedge Mo opg,“
3 Man-Grouped Single Accourt 111000003 ity Payment Check Recurring Appeved 05/01/2023 DE:01:02 51300 51735 51500 1 05/22/2023 snutiedge Yes ap;m
4 Single Account ATT11 11100600-2-01 Utility Payment Check Ondine. Appeoved 05/10/2023 20:0424 51000 512395 £10.00 { 05/22/2023 Cunomer e Opl?u!s
Pago Totaki 4 Trargactions 2000 54953 $40.00
Grand Totak 4 Trarsactions 40,00 34083 40,00
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Blocking a Payer

Links

InvoiceCloud’

Click “Block a Payer” from Quick

an Sarviaa

Quick Links

Make Immediate Payment
Stop/Cancel & Payment

View Real-Time Customer Payments
View eBills

View Bank Deposits

View Refund Status

View Declined/Rejected Payments
View Monthly Invoice

Training & Support Center

Daily Reconciliation Report
Mornth-End Reconciliation Report
Change Your Email Motifications
Online Ticketing

Review/Change 1059-K Info
iewe 10595-K Statements

Service Account Manager (SAM) Information

Mame: General SAM

Email Address: sami@paymentservicenebwork.com

Phone: 608-442-5100
Faoe: &08-442-5050

- - Manag

Accounls Startup

el il - 4

sipners | B isnagers
e 0 e e Nege D Marager e
. { Do [ ] [—

StapCancal 2 Fayment
Hakm » Fimfuancd
Bleck 3 Payer

View Redk-Time Customer Fayments
e il

Viess ank eposits

e Rshund St

Wiews Decined/Rejectad Paymantz
Wi Munthily Trmoics

raining & Suppect Cantar
Daily Recencifation Report
Moot nd Snconsiiation Rapect
CThange Your Emal holifications.
Dline Ticknting

v/ Chnng e 10951 fnds
Vi 1095-K Statevmnts

Sarvice anagar (SAM) Information
Hamm: Canecsl S804

Email Addreas: mam fipy mentzsricenatiors. com
Phane: L0042 5150

Fam £08-442-5050

PSH Soluti
Tined crt vl
T Kalk foe yar

e and uehat other anlst:

reated a am bensftt froem
Mamager alrsut Uhe s

e [ADD] bution

Austo-Post Chedking Sebution (Chedk 21)

Dutbourd Aute-Call Sshution

Data Sharing Saluticn

©ash eDistribution Sobution

Virtual Point of Sale Tesminal Sohution

Online Hillineg (ugll] Sedution

Wiehsite Costonzation Solution

Bank Biil Pay eSalution
Crudit Card Payrmeset Solutive

wChucks {ACH) Schubsan

Tntrgrated Cradit Card Swipe

lips
Use these tips to male your job sasier and to tully use TSN capabilities.

Newsletters

B

Tickets
sk and view | inswes

Data Charts
Fee up-to-the-minate transactional charts
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Blocking a Payer

Results Per Page: 25 Page 1
Total Payers Blocked: 15
Customer Date Blodk Allowed Pay

Blodked Type Blocked Information Number Blocked Status Types Update ID
(] Customer ID Diennis Cant 0100000008005 04/27/2023 Blocked Mone drobertsan
() Credit Card *EEE0005 03/07/2022 Blocked
(] Credit Card FHEE1111 03/07/2023 Blocked zthisde
O Customer ID MName 021658 03/07/2023 Blocked Maone kmcintyre
O Customer ID Jon Bray 02/15/2023 Blocked Maone khardy
O Customer ID STASIA HALL 40003730021 08/02/2022 Blocked Mone jbray
O Customer ID 4050 Leamp; W HOLDINGS LLC 05-160-016-101-0:05-00 06/17/2020 Blocked MHone jbray
.| Credit Card 5198 03/03/2020 elocked
d Customer 1D 03/03/2020 UnBlocksd all mschatz
O Customer ID AIKENS, JERRY 09-160-004-125-008-00 03/03/2020 UnBlockad all dpratt
d Customer ID KYLEE ALLEN 2017-0232 01/31/2020 UnBlockad all dpratt
() Customer ID Janz Does 100002002 01/31/2020 UnBlockad all dpratt
O Customer ID PEN Support 1234 01/31/2020 UnBlocked All tmolstad
| Customer ID Demo Company 43356009-1025301 12/18/2019 Blocked Mone 1820191209595532707
O Cradit Card ***x1118 12/16/2019 Blocked

To block a new payer, click “Add Block for a Payer” AddBiookforaPayer | ViewEdt | | Deste
| BiockiUnblock Seiected: | | S5 Siatus |

InvoiceCloud’ DN Confidential & Proprietary © 2023 I




Blocking a Payer

From the pop-up, select the criteria to use to locate
the payer you'd like to block (Name/Customer ID,

Select Block Payment Method:
. - Select a Block Type -
checking or savings account number, or credit card '
number)

= MName/Customer ID

| Confnue || oo ecking Account Number
e8avings Account Number
(Credit Card Number

InvoiceCloud” P
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Blocking a Payer

Please search by customer number or first/last name to block a customer by name:

Customer Number: [ ]

|
==t |

Enter your search criteria

Customer Apt
ID First Name Last Name Addrl number city state email

Check the box next to the customer
you'd like to block

Select the payment method
you'll allow and click “Block r—————— y :

" All Methods
access for selected customer Chack Only

&3avings Only

to complete your block G

InvoiceCloud"  PSK

Note: “Set Block Payment Method"
will let you specify the payment
method you'll allow. For example, if
you select “credit only,” the
blocked customer will only be able
to make a payment by credit card.
You can also select "All Methods”
to block all payment methods for
the selected customer.

Confidential & Proprietary © 2023



Making a Payment




Making a Payment

from Quick Links

InvoiceCloud” PSR

Click “Make Immediate Payment”

Quick Links

I Make Immediate Payment

Make a Rafund
Block a Payer

View Real-Time Customer Payments
View eBills

View Bank Deposits

View Refund Status

View Declined/Rejected Payments
View Monthly Invoice

Training & Support Center

Daily Reconciliation Report
Mornth-End Reconciliation Report
Change Your Email Motifications
Online Ticketing

Review/Change 1059-K Info
iewe 10595-K Statements

Service Account Manager (SAM) Information

Mame: General SAM

Email Address: sami@paymentservicenebwork.com

Phone: 608-442-5100
Faoe: &08-442-5050

- - Manag

Accounls Startup

el il - 4

sipners | B isnagers
e 0 e e Nege D Marager e
. { Do [ ] [—

StapCancal 2 Fayment
Hakm » Fimfuancd
Bleck 3 Payer
Vies Feah-Time Customer Rayments
View il

Viwe: Bank Cuponits

Ve Refund St3tus

Visss Qecinad/Argached Paymants
Vit Manithly Trvvoics

raining & Suppect Cantar
Daily Recencifation Report
Moot nd Snconsiiation Rapect
CThange Your Emal holifications.
Dline Ticknting

v/ Chnng e 10951 fnds
Vi 1095-K Statevmnts

Sarvice anagar (SAM) Information
Hamm: Canecsl S804

Email Addreas: mam fipy mentzsricenatiors. com
Phane: L0042 5150

Fam £08-442-5050

PSH Soluti
Tined crt vl
T Kalk foe yar

e and uehat other anlst:

reated a am bensftt froem
Mamager alrsut Uhe s

e [ADD] bution

Austo-Post Chedking Sebution (Chedk 21)

Dutbourd Aute-Call Sshution

Data Sharing Saluticn

©ash eDistribution Sobution

Virtual Point of Sale Tesminal Sohution

Online Hillineg (ugll] Sedution

Wiehsite Costonzation Solution

Bank Biil Pay eSalution
Crudit Card Payrmeset Solutive

wChucks {ACH) Schubsan

Tntrgrated Cradit Card Swipe

lips
Use these tips to male your job sasier and to tully use TSN capabilities.

Newsletters

B

Tickets
sk and view | inswes

Data Charts
Fee up-to-the-minate transactional charts
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Making a Payment

Locate Customer

In order to continue your payment process, please enter the payer's
First and Last Name, Company Name, or Customer Account Number

( Switch to Classic View |

To make a payment on behalf of a

customer, enter their name or account First Name: | K<)
number and click “Search” Last Name: | | &
-— OR -—
Business N [ | &
-— DR ——
Account Number: |Like | | | &
[ Seach | [ Cancel |

InvoiceCloud’ PSRN Confidential & Proprietary © 2023




Making a Payment

Payment Informatio

Verify the customer’'s name and email address

If the customer has a saved payment method, it will appear
here

New Payment Methol

If the customer does not have a saved payment method, you
can enter a new method here

Payment Details

Enter the payment amount (convenience fees will
automatically calculate, if applicable) and date to be paid

Click "Continue” to confirm your payment

Payment Page

Company Mame: PSN Demo (Utility)
Customer Name: PSN Support
Customer ID: 1234

Receipt Email Address: [tzst@gmailcom

Selact the Payment Type from the options below:
® Back Office
© Phone
O Fax

Available Methods: Flaase 2dd 3 payment method below.

=
Account Type: ©
Nams on Card: °
Credit Card Number: [+]
Expiration Date: (mmiyyyy) @
ZIP Code: 12345 | &

Description: | Uity Pyment w | &

Balance (as of 6/29/2023): $0.00
For a more current balance, call Sun Prairie Utilities at 608-837-5500. Payments can take up to 48 hours to post,

Payments § 100

Total Charge: $100.00

Payment Date: =0

| continue | (l Cancal |

InvoiceCloud"  PSK
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Making a Payment

Final Step: Review and then hit submit to finalize your payment
Payee Information

Company ID: RT111

Business Name: psy Demo (Utility)*
Payer Information

Payment From: PSN Support

Email Address: pSN Support
Descripti

Utility Payment
Payment Information

Customer ID: 1234
Account Name: PSN Support
Address: 123 Main Strest
Description: Utility Payment

Review all information, enter credit card verification number
(if applicable), and hit “Submit Payment” to complete the

payment

Payment Date: 7/21/2023
Payment: $10.00
Convenience Fee: $0.78
Total Charge: $10.78
Payment Type: yiza
Billing Name: psN Support
Account Number: s==ssssx3758
Expiration Date: 03/2024
Please provide the Verification Number {CVV) on the back of your credit card listed above: l:l
*Note: "Payment Service Network Inc 866-9177368 WI" will appear on your credit card statement.

Submit Payment |_C el

Please press the "Submit" button only ONCE.

Some transactions may take up to 2 minute to complete. If you think your payment didn't go through,
contact a PSN Rep ive to veril

pay

details. Toll free # 877-390-7368.

InvoiceCloud’ PSK
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Back Office AutoPayments

an Invoice Cloud Service Management

Accounts Startup

Click "Setup/Change Auto-Pays”

under Payment Tools

Make Immediate Payment
Stop/Cancel a Payment
Make a Refund

Block a Payer

View Real-Time Customer Payments
View eBills

View Bank Deposits

View Refund Status

View Declined/Rejected Payments
Viiew Monthly Invoice

Training & Support Center

Daily Reconciliation Report
Month-End Reconciliation Report
Change Your Email Notifications
Online Ticketing

Review/Change 1099-K Info
View 1099-K Statements

Service Account Manager (SAM) Information

Name: General SAM

InvoiceCloud” PSR

@. Account !\Payment A Reports | gag Payment Outbound Support ";I_ Managers
;fh | Tracker |'d |@:’IT00I5 | Auto-Call | |':3‘

Make Immediate Payment
Schedule a Future Payment ’ ’
Virtual POS Terminal PSN Demo (Utility) | tmolstad | Administrator

Business Name Manager ID Manager Role

Setup/Change Auto-Pays

v =

Find out what services you have activated and what other solutions you can benefit from
To talk to your Service Account Manager about the solution, simple click the [ADD] button

T
(_Logom )

Feature

Auto-Post Checking Solution (Check 21)

Learn More

Outbound Auto-Call Solution

Learn More

Data Sharing Solution

Learn More

Cash eDistribution Solution

Learn More

Virtual Point of Sale Terminal Solution

Learn More

Online Billing (eBill) Solution

Learn More

Website Customization Solution

Learn More

Bank Bill Pay eSolution Learn More
Credit Card Payment Solution Learn More
eChecks (ACH) Solution Learn More

<<@8<<B@<==

Integrated Credit Card Swipe

Learn More

Confidential & Proprietary © 2023 I



Back Office AutoPay

Auto-Pay List

Filter Options:  List all active back-ofiice Auto-Pay v u E .
| search by... v | islike | |
: L ik e Click on “Add New Auto-Pay" to create a : -
[ w | islike | ] \mlicley) ‘embScley . ( Add Mew Auto-Pay |

new Back Office AutoPayment ——
Name Customer I Address Auto-Pay Status Customer Status Payment Methog e Update ID Change Date
| \
10/17/2022 BALANCE 02:51:35 PM Active Inactive Credit 01Month 10/1/2023 {Nene) £10.00 ($7,158,772,177.00) bhardy 2/15/2023 Options
10/17/2022 BALANCE 02:51:35 PM Active Inactive Check 01Month 10/1/2023 (None) £5.00 ($7,158,772,177.00) bhardy 2/15/2023 Options
Josh Abrahamsen 123132132 1011 Tester Street Active Inactive Credit 01Month 10/1/2023 (Mene) £5.00 dpratt 6/10/2019 Options
AMDERSON DARREL D 1906242002 12623 OLD HWY 169 Active Inactive Credit 25Month 9/25/2023 (Nene) $500.00 $0.00 Ihoang 8/25/2017 Options
ANDERSON DARRELD 1906242002 12623 OLD HWY 169 Active Inactive Credit 24Manth 9/24/2023 (Nene) £800.00 $0.00 Ihaang 8/24/2017 Options
ARENS PENNY 1910501100 1610 E 29TH ST Active Inactive Check 01Month 10/1/2023 (Nene) £10.00 $1542 dpratt 10/2/2019 Options
CONDOS, ada¥ A 005006-000 162 W Madison 5T Active Inactive Check 25Month 9/25/2023 (None) £200.00 $0.00 Jjabrahamsen 1/25/2017 Options
ANN FUDGE 100409 350 BENMETT LN Active Inactive Check 03Month 10/3/2023 (Nene) $13.00 $1,352.34 dpratt 10/2/2019 Options
OPEN ACCOUNT 100 noaddr Active Inactive Check 01Month 10/1/2023 {None) Full Balance $0.00 cwilliamson 4/16/2014 Options
ROBYN SCHORLE 00000022 19363 FITZGERALD RD Active Active Credit 09Month 9/9/2023 (None) Full Balance £97.03 modorft 7/5/2023 Options
Test Tao 123 Madison AVE Active Inactive Check 15Month 9/15/2023 (Mene) £100.00 sthao 10/15/2015 Options
Chetu Test 123456789 2901 International Ln Active Inactive Check 01Month 10/1/2023 (None) £5.00 $0.00 Iziebert 4/6/2017 Options
Chetu Test 123456789 2901 International Ln Active Inactive Check 02Month 10/2/2023 (Nene) Full Balance £0.00 Iziebert 6/2/2017 Cptions
Chetu Test 123456789 2901 International Ln Active Inactive Check 05Month 10/5/2023 (None) £10.00 $0.00 Iziebert 6/2/2017 Options
Chetu Test 123456789 2901 International Ln Active Inactive Check 25Month 9/25/2023 (None) £200.00 $0.00 Jabrahamsen | 7/25/2017 Options
Bryan Wenc 654321786 123 happy street Active Inactive Credit 24Month 9/24/2023 (None) £1,000.00 Ihoang 8/24/2017 Options
Bryan Wenc 654321786 123 happy street Active Inactive Credit 25Month 9/25/2023 (None) £500.00 Ihoang 8/25/2017 Options
Bryan Wenc 654321786 123 happy street Active Inactive Check 24Month 9/24/2023 (None) $125.00 bwenc T/24/2015 Options

InvoiceCloud”  PSN Confidential & Proprietary © 2023




Back Office AutoPay

Locate Customer

In order to continue your payment process, please enter the payer's
First and Last Name, Company Name, or Customer Account Number

) : First Name:
Enter the customer's first and last name (if ! ame | | &
you don't know their account number) Last Name: | | @
-—- OR ---
Business Name: | &
-— OR ---
Account Number: | Lke ~| | | O

- _ L
| Search | | Cancel |
p - R vy

Note: You do not need to fill out the full names to see search results. Once you've
located the correct customer from the search results, click “Select” to continue.

InvoiceCloud’ PSRN Confidential & Proprietary © 2023




Back Office AutoPay

Payment Page

Payment Information

Company Name: PSN Demo (Utility)
Customer Name: ROBYN
Customer ID: 00000022

Email: Rsch@psnpay.com hd

Payment Methods
Available Methods: Flease add a payment method below.

New Payment Methods

. B vsa BB ~= &=
Enter the customer's payment type and Account Type: [
payment information Billing Name: [rosvn <

Billing Information

Payment Date: (€]

Note: Do not set up Auto-Pay to run less than 3 days prior to the actual bill due date;
the most current balance may not be available.

And choose a start date for the AutoPay StartDate: |
Sl I

Your next payment will occur on:

Note: Automatic Payments will run until manually cancelled unless End Date
IMPORTANT: If the balance you owe exceeds the maximum payment limit of $2000.00, we will have to process more than one payme

specified.
on your behalf. Convenience fees will be added to each payment.

o -
| Cancel |
i o

/
Note: Do not enter an end date until you know when that customer will be leaving that property

InvoiceCloud’ PSRN Confidential & Proprietary © 2023




Back Office AutoPay

Payment Details

Descripion: o
Balance (as of 6/27/2023): $97.98 ., Detail=

For a more current balance, call PSN Demo (Utility) at 6089999999, Payments can take up to 48 hours to post.
Payment: () Enter specific payment amount

Choose to either pay the balance in full or

enter a specific payment amount @ Pay balance in full
Convenience Fee: %0.50
Total Charge: Full Balance +

Convenience Fee

Once you've completed all required ( coninue ) 1 cancet
information, click “Continue” . == - /

Note: By choosing “Pay Balance in Full,” the system will draw on the file sent from your

software nightly or every other night. It depends on the uploading of the “Customer File"

that you send. For best results, we recommending sending a file daily to the PSN system

from your software.

You can also choose a specific amount to draw each month (this would be up to the utility
to decide). This amount would be drawn monthly — not what the software states.

an Confidential & Proprietary © 2023
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Back Office AutoPay

Payment Details

Descripion: o
Balance (as of 6/27/2023): $97.98 ., Detail=

For a more current balance, call PSN Demo (Utility) at 6089999999, Payments can take up to 48 hours to post.
Payment: () Enter specific payment amount

Choose to either pay the balance in full or

enter a specific payment amount @ Pay balance in full
Convenience Fee: %0.50
Total Charge: Full Balance +

Convenience Fee

Once you've completed all required ( coninue ) 1 cancet
information, click “Continue” . == - /

Note: By choosing “Pay Balance in Full,” the system will draw on the file sent from your

software nightly or every other night. It depends on the uploading of the “Customer File"

that you send. For best results, we recommending sending a file daily to the PSN system

from your software.

You can also choose a specific amount to draw each month (this would be up to the utility
to decide). This amount would be drawn monthly — not what the software states.

an Confidential & Proprietary © 2023
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Back Office AutoPay

Review all information for accuracy

Payee Information

Payer Information

Payment Information

Final Step: Review and then hit submit to finalize your payment

Company ID:
Business Name:

Payment From:
Email Address:
Payment Description:

Customer ID

Scheduled Date:

Start Date:

End Date:

Next Payment Will Occur On:

Payment:
Convenience Fee:
Total Charge:
Payment Type:
Billing Name:
Account Number:
Expiration Date:

RT111
PSN Demo (Utility)*

ROBYN
Rsch@psnpay.com
Utility Payment

: 00000022
Account Name:
Address:
Description:
Apartment Number:

ROBYN

Utility Payment

9th of the month
10/9/2023
[None]
10/9/2023

Full Balance

3.00%

Full Balance + 3.00%
VISA

ROBYN

wammm ] 1 1]

05/2026

" ch
. Change )

Please provide the Verification Ngmber (CVV) on the back of your credit card listed abov E
*Note: "Payment Service Netwo nc 866-9177368 WI" will appear on your credit card sw

Submit Payment 'Cancel

Once reviewed, enter the CVV number (if
applicable) and click "Submit Payment”

InvoiceCloud"  PSK
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Back Office AutoPay

You'll see the below “success” message when you've successfully set up a Back Office AutoPay.

Automatic Payments setup successfully. Auto-pay must be deactivated within 48 hours of next schedule auto-payment to insure that item will be canceled.

Auto-Pay List

Filter Options: | List all active back-offics Auto-Pay v u E
| search by... v/ islike | |
[ v/ islike | |

e = PSR,
| v| islike | | [ List | | Reset ) | Add New Auto-Pay |
Name Customer ID Address Auto-Pay Status Customer Status Payment Method Schedule Mext Payment  Auto-Pay End Date Payment Amount  Current Balance Update ID Change Date

|

You'll be able to view all active AutoPayments on the Setup/Change Auto-Pay"” page (this page
defaults to viewing Back Office AutoPayments).

Note: If the AutoPayment was created in the Back Office feature, the customer will need to contact the
office to make any changes. Customers do not have access to make these changes from their PSN
profile page.

InvoiceCloud"  PSK
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Updating Email Notifications

Click “Change Your Emaiil

Notifications”

an Sarviaa

InvoiceCloud’

Quick Links

Make Immediate Payment

Stop/Cancel & Payment
Make a Rafund

Block a Payer
View Real-Time Customer Payments

View eBills
View Bank Deposits

Wiew Refund Status
View Declined/Rejected Payments

View Monthly Invoice
Training & Support Center

Daily Reconciliation Report
W- ili i 9

Change Your Email Motifications

Review/Change 1059-K Info
Viewe 1055-K Statements

Service Account Manager (SAM) Information

Mame: General SAM
Email Address: sami@paymentservicenebwork.com

Phone: 608-442-5100
Faoe: &08-442-5050

-
PSK -
- - S Manag

| Accounls Starlup
Feam b Guick Links

e WG | e | grermect | f] ke

Buthaumnd ? suppart | R; Humagers

aned what ather anltions yo can

Bleck 3 Payer
Vies Reah-Time Cstomer Raymens
View mllly
Viees tank Cupouits
Ve Refund St3tus
Visss Qecinad/Argached Paymants
Vit Manithly Trvvoics
Traireng & Support Cantar
Daily Recendifation Report
Macth-End Reconcibation Raport
Chirgs Yo Ential] bistilications
Orline Ticketing
ReyinuciChange 035K tnde
Viies 095K Statgernts

. Manager (SAM] Information
Hamm: Canecsl S804
Ermall Address: =ym fipay mentmericenaton o oem

Phone: £00-442-8100
Fam £08-442-5050

rvatad and
Mamager alseut Uve siobtion, Singbe Cick the [ADD] bt

Tin Ll o yoar

Husto-Post Checking Soution (Check 21}
Dutbousd Aute-Call Sslution

ata Sharing Soluticr

Cash eDistribartion Sobution

irtual Point of Sale Tesminal Solution
Oalina Billivg [uisl) Solution
Website Custonuzation Salutian
‘Bank Bill Pay eSolution

wChucks {ACH) Schubsan

Tntrgrated Cradit Card Swipe

lips
Use these tips to male your job sasier and to tully use TSN capabilities.

Newsletters

Tickets
sk

and view

Data Charts
Fee up-to-the-minate transactional charts
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Updating Email Notifications: Adding New User

To add a new user, click

“Add New User”

Note. only admins
will be able to add

new users

InvoiceCloud’

O/ o|jo|lojo/o0|lo|Q0|o

User OID

042023042303 2054025

2320080408525337012

1320120210210418867

2120181214200025430

0620190841796794116

2220170910314023773

2720161012145237303

2020160413121431850

0220070515452220843

1720000313275708217

User Settings

an

Go 10 Change
Mame Title User 1D Raole Status
. o
1st User 1st User 1stuser Reader Active Cptions
- Lol
andrew Flaherty aflaherty Administrator Ative Options
) . ! <
Annhlaris Rutledge Test amzest] Administrator Active Options
Morman Ehiorobo significant_responsibility CTC: AuthorizedSigner Reader Active WEIE
Test Test Test bhardy Processor Active n
Orptions
; § : ! L]
Brad Schleppi Remit Plus Support bschieppi Processor Active Cptions
Check 21 check Administrator Active bk
Options
- : o
colton young Testsr cyoung Administrator Active Options
David Batterman Mational Sales Director dbatterman Administrator Active o n
phions
Debbie Fox-Schroeder Debbie Administrator Active hd
Options

Confidential & Proprietary © 2023




Updating Email Notifications: Adding New User

Fill out user information, select their role,
enter your login information, and click

InvoiceCloud’

“Save”

Add New User

First N
Last Name:
Title:
Role:
Email:
Phone:

Fax: |

Login Information
User N [ |
Password: | |
Verify Password: | |

o0

|_‘ Save l'_l | Closa ;

Role options:

 Reader: Can only view
information

* Processor: Can view
information and take
payments

 Admin: Can view info, take
payments, provide refunds,
and add new users

Confidential & Proprietary © 2023



Updating Email Notifications: Emailed Reports

User Settings

an

To update email notification settings,
check the box next to a user and click

" U o n
ser Options
] 042023042303 2054025 1st User 1st User 1stuser Reader Active hod
Owptions
(] 2320080408525337013 andrew Flzherty affaherty Administrator Active nons
O 1320120210210418867 Annhlarie Rutledge Tast am=st] Administrator Active Opg:ns
d 2120181214200025420 Morman Ehiorobo significant_responsibility CTC: AuthorizedSigner Reader Active WEIE
l . &
d 0620190841796794116 Tast Test Test bhardy Processor Active Cptions
(| 2220170910314023773 Brad Schleppi Remit Plus Support bschleppi Processor Active Opgms
. ! &
o 2720161012145237303 Check 21 check Administrator Active Cptions
(| 2020160413191431850 colten young Tester cyoung Administrator Active OFE:rE
o 0220070515452220843 David Batterman Mational Sales Director dbatterman Administrator Active Opg:ns
(] 1720000313275708217 Debbie Fox-Schroeder Debbie Administrator Active Opgns

InvoiceCloud’ | |
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Updating Email Notifications: Emailed Reports

Select report options for
Test Test (bhardy)
and click "save Changes"

Deetails of Payments
Surnmary of Bank Deposits.
Summary of Payments
Details of Bank Depositz

Ircice Report

Choose the frequency from the Detzils of Declined/Rejectad Bayments

dropdown next to the report you'd like .
the user you selected to receive Dtails of Disputed Payments

Customer Service Reguests

Details of Refunded Payments

Transactions not Downloaded
System Changes on PN

Bill Load Report

Failed BOffice Auto-Pay Report

Click "Save Changes”

InvoiceCloud’ Ps Confidential & Proprietary © 2023




More Information



More Functions in the Tabs Menu

Each tab in this navigation bar has
an additional dropdown menu

(ﬁ' Account | lpayment | .“ Reports | ; IPa]rmerlt I Support | é Managers
5 ﬁ Tracker -‘ ), Tools L

Management

+ Account Management: Update Account Information,
Upload/Download Files, Logo Review, and more

+ Payment Tracker: View Real-time Payments, View Deposits, View
Payment Histories, and more

* Reports: View registered customers, Manage eBills, and more

« Payment Tools: Make Payments on Behalf of Customers, R |
Setup/Change AutoPay, and more e ot 0t

Tips
Phisne £18-836-1634 !
Fa: 2204475080 o

» Support: Ticket Center, FAQs, and more

InvoiceCloud” PSR
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Getting Assistance

Quick Links

Make Immediate Payment

Stop/Cancel & Payment
Make a Rafund
Block a Payer

mpman mparts ayman wthaurnd Support | . Mamagers
B Ere |l e g | il
..-

- - Manag

Accounls Startup Arpmaer Fumians e g T

View Real-Time Customer Payments
View eBills
View Bank Deposits

PSH Soluti
Tined crt vl
T Kalk foe yar

e and uehat other anlst:

reated a am bensftt froem
Mamager alrsut Uhe s

e [ADD] bution

StapCancal 2 Fayment

Vizw Refund Status et
Vit Ritai-Time Customer Raymens Auto-Post Checking Sobution (Check 21)
View Declined/Rejected Payments e Outbound Auta-Call Ssution

e Richund S
Yiess TincInad/agactad Paymante
Wik Hanthly Trgic Cazh eDistribartion Sabution

Data Sharing Saluticn

View Monthly Invoice

Traireng & Suppert Certar Wirtual Poink of Sale Tersinal Solution
. . Daily Recencifation Report i
Training & Support Center st e nline Billig o] Sclution
Thangs Your Emal bolifications. ‘Website Custonszation Solutian
Onlive Ticmting

Daily Reconciliation Report
Mornth-End Reconciliation Report

v/ Chnng e 10951 fnds
Vi 1095-K Statevmnts

Bank Biil Pay eSalution
Crudit Card Payrmeset Solutive

Sarvice anager (SAM) Information il kel St
o o o o o e Yo =1 ¥ il e Tntegrated Cradit Card Swipe
Click "Online Ticketing” to submit a . kg HR b et i
. Online Tickati dies ke S Tips e

Usge these tips to make your job sasior ta use PSN capabilities

ticket for support 39-K Info Newsietters

Wiew 105%-K Statements —

Ak and view | sses
Data Charts
e up-to-the-minute transactional charts

Service Account Manager (SAM) Information

Mame: General SAM

Email Address: sami@paymentservicenebwork.com
Phone: 608-442-5100
Faze: &0B-442-5050

InvoiceCloud’ an Confidential & Proprietary © 2023




Getting Assistance

Account 1D Business Mame Manager D Miznager Role

AT11537 | PSN Test Integration Account { tmolstad | Administratar

Below is a list of all support tickets for your Account for the selected date range. From this page you can review the details of any support ticket by clicking on the appropriate link or can create a2 new support
ticket,

Advanced Search

From: [1/1372024 iz To: [12024 [
Search By: is like . 1
Bl L 1

Tickets Submitted to PSN | Tickets from Customers

Tickets Submitted to PSN

Mo tickets to display

“Create New Ticket" [ Creste New Tioket |

InvoiceCloud’ F-ﬂ Confidential & Proprietary © 2023




Getting Assistance

Online Ticketing

© indicates required ek,

Flezse fill out all the following reguired fields. If you already have = support ticket open for an issue, pleases update the ticket you zlready have opened for an issue and do not open a new one. If you have not opened the ticket already, please s=e FAQ section before reporting an issue so
that you can get immediate solution if such issues are already in FAQ section,

Fill out all required fields and click

evegemansevenae s ©
Ticket Category: Ticket Priority:
@ e
'I'lldnetSuhiect: o
Ticket Details:
Note: Please be as
specific as possible in
. . A0
the Ticket Details Ticket Assignment:O
. ) Ticket viewable by Account Managers
section when 0 soonty T
describing an issue (Sove ) [Concet
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