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Objectives

* Upon completion of this fraining, you will be able to understand how to:
* View / Email Invoice
e Manage Accounts
* Manage Contact
* Make ACH Payments
e Schedule Payments
* Auto Pay setup
* Invite Contact

e Contact supplier
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User Roles Involved

e This course is mapped to the following user roles:
e Customers Users

e User will be created on following Security Roles depending on the
business requirements .

Customer User security roles:
e Customer Admin
e Customer View Only
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. User registration and Login

. Open Bills and Payments
. Payment History

. Manage Accounts

. Manage Contacts

. Manage Users

. Closed Bills

. Exports

. Home Page






User Registration : Customer Onboarding

A customer can receive a Registration link through a
Invite contact: Warren user needs to invite Customer by sending an

Invite email fo a Customer'’s contact.
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Registration : Invite contact / Mail invitation

Upon clicking on invitation link, user will be redirected to
registration page with all required fields pre-populated.

Step 1: User needs to create password and confirm it

Step 2: Accept terms and conditions

Step 3: Click Register

After successful registration user will be redirected to login
page for entering into the portal
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Registration: Invite Contact

Register
test customer

testinvite@xyz.com
Begin your registration
process to experience the
Warren Equipment Present

and Pay Portal

EXAMPLE COMPANY
I'm not a robot

_)l accept the Terms & Conditions
Register

2020 Highradius Corporation. All rights reserved.
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Login Page

Login

Login to Warren Equipment
Present and Pay Portal

[CJRemember Username

Login

2020 Highradius Corporation. All rights reserved.

Self Synchronizing the world of commerce.
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Open Bills and Payments

w : Session expires in: Welcome Test Customer
ARREN 57 mins and 26 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST
Total Open Amount : USD Customer: r Selected Payable Amount: 0.00 (0 Invoice(s) selected)
Search Filter: | Select filcer to search - 2 Advanced Search ¥
w y w v Ty Invoices w Pay Selected Bills = Enable/Disable Auto Pay
Customer Cust r Nam Invoice Invoice Document PO Numb Invoice Paid Payable Invoice Due Sales
Number uSrofer NaIme Date Number Number Hmuer Amount Amount Amount Date Invoice P
April 29, 2021

Open Invoice provides an overview of all their invoices allowing them to make
payments and shows payment status of invoices.
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Open Bills

Session expires in: Welcome Test Customer
55 mins and 10 secs

Last Logged in Time : 22 July, 2021, 8:38:30 am CST

| Total Open Amount

Search Filter:

a4

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

i s - ay cted Bills v b t
Customer Ciisto nelr Narne 2 3 Invoice Invoice Document PO Number Invoice Paid Payable Invoice Due Sales
Number ! Date Number Number Amount Amount Amount Date Invoice P
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Open Bills and Payments Functionalities
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View/Download Invoice

w Session expires in: Welcome Test Customer
ARREN 59 mins and 48 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST
Total Open Amount : USD Customer: Selected Payable Amount Invoice(s) selected)
h Filter: te
elect All ct Al v v v ected v E I
Customer Documen Invoice Paid Payabl | D sal
—  Numb CUStoree Name Numb: PO Number Amount Amount Amount Date Invoice P
= 1
-

Navigate to EIPP > Open Bills
Step 1: Select an invoice

Step 2: Click on Invoice>>View Invoice
*Invoice PDF will be opened in a new tab. User can download a copy of Invoice PDF

To view Invoice details, click on View Details button. A popup appears with invoice
details
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Pay By ACH

w Session expires in: Welcome Test Customer
ARREN 58 mins and 12 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST

H e Closed S EIPP Paym

Total Open Amount USD Customer: v Selected Payable Amount: USD (1 Invoice(s) selected)
Search Filter: | Select filter to search - > Advanced Search ¥
Select All/Deselect Al v v iL ~ &Ly Invoices w 7 Pay Selected Bills w Enable/Disable Auto Pay
Customer Customer Name Invoice Inybi nent PO Number Invoice Paid Payable Invoice Due Sales
Number > e Date | N Amount Amount Amount Date Invoice P
L — _ —_—
I < ALAMO PRESSURE PUMPING July 14, 2021 |
— — — —

J W POWER CO PAMPA T June 29, 2021

OWER CO PAMPAT

JV

ALAMO PR E PUMPING
ALAMO PRESSURE PUMPING
A1 ANAN DRECSI IRE DI INMDINIAS 1 ) N1

Under Open Bills Menu,

Step 1: Select an(or multiple) AR record(s)
Step 2: Click Pay Selected Bills

Step 3: Click Pay by ACH

A POopUp Appears.
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Pay By ACH - Preview

Preview/Edit Select Account View Payment |
Invoices to Pay Status
Customer - Partial Payment
Customer Name Invoice Number Payable Amount Y
Numb Comments

Total Net Payable Amount: 361.27 USD

E= =

Step 1: Check the Payable Amount
Step 2: Click Proceed To Pay

A popup appears.

In case of Partial Payments, please mention the comments in ‘Partial Payment Comments’ and click on
‘Re-calculate’. You can click on ‘Proceed to pay’ once the amount is revised.
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Pay By ACH — Payment Summary

Preview/Edit Select Account | viewpayment |
i to Pay | Status |

Payment Amount :

Amount Payable :

= =
Step 1: Click on “Pay Now" radio button to pay instantly. To schedule a payment for later date, click
on ‘Pay Later’ radio button.

Step 2: You can add ‘New Bank Account’ details and save if for future use. You will be redirected

to a separate screen to add a new bank account.
Step 4: Click Proceed

A pPOopuUp appears.
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Pay By ACH — Add Bank Details

Bank Country™®: United States

Bank Name:

Account Type™:

Account Number®: ¥
Re-enter Account Number®:

Routing Number®: @«

Account Holder's Name™:

Step 1. Add all the mandatory details
Step 2: Click Submit to save bank details
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Pay By ACH — Use Existing Bank Account Details

Payment Amount :

Amount Payable :

Step 1: Select Payer from dropdown
Step 2: Select existing Bank Account details from dropdown
Step 3: Click Proceed to continue
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Pay By ACH - Print Receipt

Preview/Edit Select Account View Payment
Invoices to Pay Status
Invoice Paid Transaction Payment
Numb: Amount Id Stat R . g
mwime grmmme—sem—  OUCCESS fully a
E Net Paid Amount : : 361.27 USD

Payment Status shows Success. Payment was successful.
Step 1: Click Print Receipt to generate Receipt
Step 2: Click Close to close the popup
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Pay By ACH — Schedule Payment

Select invoice which needs to be | (e slectAccout
scheduled from Open Bills. Click |
Pay Selected Bills > Pay by ACH > —
Proceed to Pay O
Step 1: Click on “Pay Later” radio ..
button gl || e
Step 2: Select a date from the

calendar as per required

Step 3: Select a Payer from

dropdown

Step 4. Select saved bank

account or add a new bank to

pay for the schedule payment

Step 5: Click Proceed. Follow same

steps as detailed for “Pay Now”

scenario
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EIPP Payment History

w Session expires in: Welcome Test Customer
ARREN 50 mins and 46 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST
me Open Bills Closed Bills Administration

Search Filter: | Select filter to search v % Advanced Search ¥
: ;ayer Payer Name Transaction Paid Comments Currency Payment Payment Payment Initiated ln\{oices Receipt
umber ID Amount Status Method On Paid
ALAMO PRESSURE PUMPING UsD Success ACH July 26, 2021, 448 a
ALAMO PRESSURE PUMPING USD  Sche« duled ACH y 20,
ALAMO PRESSURE PUMPING usD Success ACH y 20,
J W POWER CO usD Success ACH July 19, 20
ALAMO PRESSURE PUMPING UsD Success H July 19, 2(
ALAMO PRESSURE PUMPING UsD ccess H July 19, 2
JWPOWERCO usD Success H July 15, 2 P
ALAMO PRESSURE PUMPING UsD Success H July 15, 2021, 6:27 pm

EIPP Payment History tab displays the entire list of payments associated with that
customer. The screen displays all relevant information about the payment including
Payment date, paid amount, payment method, scheduled date etc.
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EIPP Payment History Functionalities
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View/Email Payment Receipt

Session expires in: Welcome Test Customer

WARREN @ 58 mins and 15secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST

Search Filter: | Select filter to search v v Advanced Search ¥
Iarae ;I'[;ansaction Am:j:: Comiricits Carrancy :tagthsent :’,aeytr::gt Poiyment Initiated Lna\;gices Receipt Paid By

’RESSURE PUMPING usD Success ACH July 26,2021, 4:48 am Test Customer

’RESSURE PUMPING usbD Scheduled ACH y 2 2 )8 pm Test Customer

JRESSURE PUMPING UsSD Success ACH July 20, 2021, 2:56 pm Test Customer

ERCO USD Success ACH July 19, 2021, 8:51 am Test Customer

?RESSURE PUMPING usD Success ACH July 19,2021, 8:50 am Test Customer

R veen elaooon wr o

Select aninvoice

View Payment Receipt: Click PDF icon to open payment receipt. A new tab will open
with payment receipt which can be downloaded in PDF format

Email Payment Receipt: Click on envelope icon to send payment receipt by entering
required email address
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Cancel scheduled payment

Navigate to EIPP > EIPP Payment History

Step 1: Select an invoice which is already scheduled. To view all the
scheduled invoices, go to Advanced Search > Select “Scheduled’ from the
dropdown for Payment Status field and search

Step 2: Click Cancel Scheduled Payment button to cancel the scheduled

payment
Payment Status will change to Cancelled
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Export

Session expires in Nelcome Test Customer
WARREN 55 mins and 39 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST

Navigate EIPP > EIPP Payment History

Step 2: Click Export current page / export all pages button. A pop window opens
Step 3: Enter the Export name

Step 4: Click More Options to select File type

Step 5: Click Submit
* File will be generated under Exports tab
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Manage Accounts

w Session expires in: Welcome Test Customer
ARREN 50 mins and 58 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST

Home Open Bills Closed Bills EIPP Payment Histor

Select Payer: ALAMO PRESSUREF ¥

Manage Users

z ibl
O chcrz;z: Account Holder's Name zoulrlrtwlt?egr ilf::date Bank Name ?2::1: lgccessm = Saved On
Manage Contacts 27 Y=
T United St... No June 21, 2021, 1:11 pm
Alamo Test Bank of Am... United St... No June 21, 2021, 7:27 am

Manage Account Menu allows you to manage the company’s electronic payment
methods, such as bank accounts

Step 1: Navigate EIPP > Administration

Step 2: Click Manage Bank Account

This tab helps Customer to Add, Edit and Delete bank account from EIPP Portal.
You can only edit the account name, not other details due to security
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Manage Accounts Functionalities
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Add a Bank Account

Session expires in Velcome Test Customer
WARREN 59 mins and 56 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CS

Step 1: Click on Add to add Bank details. A popup

appears with Bank Country and Currency auto
populated

Step 2: Click on Proceed to continue
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Add a Bank Account — Enter details

Step 1: Enter all mandatory

details

Step 2: Click Submit
Bank Name: The newly updated Bank
Account appears in the Bank
Details grid.

Account Type *:

Account Number * :

Re-enter Account Number * @

Routing Number * :

Account Holder's Name *:

Fields marked with * are mandatory

ii;,,,,;g‘
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Edit Bank Account Holder’s Name

Account Holder's Name *:

Step 1: Select Bank Account record to be edited

Step 2: Click Edit button. A popup appears

Step 3: Enter required account holder’'s name in the field
Step 4: Click on Submit to save the updated name in the
EIPP portal
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Delete Bank Account

Step 1: Select Bank Account record to be deleted
Step 2: Click Delete button. A popup appears
Step 3: Click Yes to delete the bank account from
EIPP portal

The Bank Account gets deleted.
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Make a Bank Account Primary

~ s L ’ y A o =T, - \ P - -

Step 1: Select Bank Account record to be made primary bank account
Step 2: Click Mark as Primary button. A popup appears

Step 3: Click Submit to mark the bank account as primary for future
transactions
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Manage Users

w Session expires in: Welcome Test Customer
ARREN 50 mins and 58 secs  Last Logged in Time © 22 July, 2021, 8:38:30 am CST

Manage Bank Accounts

Search Filter: | Select filter to search v X Advanced Search ¥
I 4 - v
Manage Contacts
Customer Customer 5 : Custome P
First Name Last Name Email Customer Name
Number Name Number N

Test Customer test_4135586@gmail.com

The customers will find the list of users using the portal in Manage Users section.
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Manage Contacts

w Session expires in: Welcome Test Customer
ARREN 50 mins and 58 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST

Manage Bank Accounts

Search Filter: | Select filter to search < ) Advanced Search ¥
Manage Users % \ Add Contact

Customer Name Customer Number Title First Name Last Name Create Time Crea
ALAMO PRESSURE P... Test Customer lerc
ALAMO PRESSURE P... Christian Akins
ALAMO PRESSURE P... Joe BLOW Tes
JWPOWER CO test Admi
ALAMO PRESSURE P... test Aerc]
ALAMO PRESSURE P... Kimberly Rotberg June 21,2021, 8:12 am Merc

The customers can add their contacts in the portal.
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Closed Bills

Session expires in: Welcome Test Customer
59 mins and 58 secs  Last Logged in Time : 22 July, 2021, 8:38:30 am CST

WARREN

Search Filter: | Select filter to search

Customer Customer Sales Invoice Invoice Document Invoice
PO Number

Number Name Invoice PDF Date Number Number Amount
May

y 2/

May 18, 20...

May 18, 20...

Closed Bills displays all the Invoices for all customers that have been closed.
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Exports

ge 1 ol y Delete Delete All

Export 3 . i s Record . Error File
Export Id Name Export Time  File Type File Size A Status File Path Path

Test non-aut... 2021-06-10 ... xls 13 KB 3 Success
46 Export 2021-06-07 ... xls 11 KB 20 Success

€) Test 2_1604458557...xIs ~

Records exported using Export, and Export All features from any of the tabs within the
application, will be available in Exports tab as downloadable links.

Exported files are labeled with an “Export Name'™ that is assigned by the user when exporting
the file. This allows you to identify the exported file in Exports tab accordingly. Click on
Download to fetch the data on excel format.
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Home page

Payable Amount

MIDLAND, TX,US

Total Amount Paid :USD 361.27

Payment Date :07/26/2021
Total No. of Bills Paid : 1

Mode of Payment :ACH

945.868.34

17.030.42

Currsnt 0-30 days

Search an Open Invoice

2,954,271.57
1.372,879.49
1.015,015.06
566,790.46
21-60 dars 61-50 days 91-120 days 120+ davs

Download Statement Manage Payment

Methods

Session exgires in Weicome Test Customer
59 mins and 55secs  Last Logged in Time : 22 July, 2021, 8:38:20 am CST

Filter by Due Dates Bucket

Pay above with |

Setup Auto Payment Contact Supplier

EIPP- Home page provides an overall summary of the customer AR.
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Home page functionalities
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Customer Details

1. Customer’s name and Logo
2.Logo can be edited by clicking on

pencil icon
Customer’s Address
Total Amount Paid : USD 361.27
Payment Date : 07/26/2021 . .
Total No. of Bills Paid : 1 Last payment details in the portal

Mode of Payment
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Amount due by aging buckets

46,872.74

20K 15,588.57

Payable Amount

0.00 0.00 0.00 0.00

Current 0-30 days 31-60 days 61-90 days 91-120 days 120+ days

1.This graph provides a graphical representation of the amount due by the customer
as per the aging buckets

2.By clicking on the aging bucket bar, it will redirect to open bills showing the
invoices due in that aging bucket
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Filters payable by aging buckets WARREN

Filter Payables By Aging Buckets

Shortcut for paying the
amount due in the filter by

Bill Amount Due Number of Bills Due ACH

usp 62,461.31 31

Pay above with m

1.This section provides the amount due and number of bills due by the
customer for the selected filter/aging bucket

2.By clicking on payment method it will redirect to the pay bills popup

screen
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Shortcuts

Search open invoice(s)
directly by entering the
invoice number(s)
separated by “,”. It will
redirect to the open bills

Redirects to Manage
Bank accounts section
under Administration tab

Search an Open Invoice Download Statement Manage Payment Setup Auto Payment Contact Supplier
Methods

Set Up Auto
Payment

Contact account

Download statement representative

(highradius



Home page functionalities — Shortcut — Contact Supplier

On clicking the contact supplier button, a pop up appears to Raise a ticket to Warren.

To™

BCC

Body *: i ] | ) | - v

Attachment:

|send ] ol
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Auto Pay Setup

Session expires in Welcome Test Customer

WARREN cAt 59 mins and 55 s=cz  Last Logged in Time

Filter by Due Dates Bucket Tota

2,954,271.57
§
3 . 4
2 ,
3 1.372.879.49
£ 945,868.34 1.015.015.06 g
566,790.46 |- s -
17.030.42 - = -
SRR =5 0 Pay above with
VIDLAND, TX,US Current 0-30 days 31-60 davs §1-90 days 91-120 days 120+ days
Total Amount Paid : USD 361.27
Payment Date :07/26/2021
Total No. of Bills Paid : 1
Mode of Payment :ACH
Search an Open Invoice Download Statement Manage Payment Setup Auto Payment Contact Supplier
Methods
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Auto Pay Setup (Continued)

Customer

Auto Pay ») Ensbiz Auto Pay

(W]
)
o
i
X
8]
w

N

Payment Frequency™: Daily Start Date™: 2021-06-18

Auto Pay Limit™: z Limit Amount: 10000

Payment Type™: - Card/Bank Account®; Z572

Fields marked with * are mandatory
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