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Getting Started with
ADP Payments

The following sections walk you through what you’ll need to know and do to get started using ADP Payments. When
your account is first approved and enabled you’ll log-in, and activate your Master Administrator User account. The
first thing you’ll see is the Getting Started Dashboard, which provides help with system functions. If you’re planning
to send invoices, follow the invoice configuration suggestions provided here to customize the system for your
business and to enter your terms and conditions. The Quick Start Guides at the end of this document will help you
quickly begin adding customers, collecting payments and sending invoices.
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Logging In for the First Time

The very fist time you access ADP Payments you will be asked to create a User ID and password and to set three
security questions. This section covers how to do this and provides detailed requirements for both User IDs and
passwords in ADP Payments. Additionally, the section provides information about User session time-outs, and the
Master Administrator User that is created when your ADP Payments account is enabled.

ABOUT USER IDS AND PASSWORDS

When your ADP Payments account is first enabled, the Master Administrator User will receive an email providing a
User Account Activation Link. When you click this link, you will be taken to a page that asks you to set your User ID,
set a personal password, and configure three Security Questions. The User ID confirmed on this screen cannot be
changed at a later date.

Additionally, each time you create a new User in your ADP Payments account, the new User will receive an email
providing a User Account Activation Link which they use to review their assigned User ID, set a personal password,
and configure Security Questions.

User ID Requirements

Once a ADP Payments User ID is defined, it cannot be changed. The Master Administrator User will create a User ID
during the account activation process. Other Users have a User ID created for them when their User account is
created in ADP Payments, and can change the initial User ID during the activation process only. When creating a User
ID it can be anything you like, provided it meets the User ID requirements outlined below.

User IDs must contain between 6 and 30 characters, all of which must be numbers, letters, periods, underscores or
@ signs. For example, “janesmith” or “bob_27" or “you@yourcompany.com” or “g0brOwns” are all acceptable, but
“sam” and “me&my#t1fan!” are not. User IDs must be unique in the entire ADP Payments system, so keep that in
mind when creating them.

If you ever forget your User ID, you can ask any User on your account with and Administrator role to look it up for
you. You can also call our Customer Care team at 800-297-5341 and we can retrieve it for you.
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Password Requirements

The first time any User accesses ADP Payments they will be asked to set a personal password. Additionally, every
time a password is re-set the User will receive an email with a password reset link, and will use that link to set a new
personal password.

Passwords expire every 90 days. ADP Payments keeps track of when you last changed your password, and will
prompt you to enter a new one when the old one expires. You cannot re-use the same password for 5 password
cycles (and/or five times in a row, if you reset it more frequently than every 90 days). When you enter a new
password, ADP Payments validates that it has not been used within that time frame.

ADP Payments Password Specifications

Case sensitive

Must be at least 8 characters (special characters are permitted)
Must include at least one lowercase letter

Must include at least one capital letter

Must include at least one number

Cannot contain your User ID

For example, “P4sswOrd” and “S1lly_me!” and “goHOKIES1” and “Bob&aLisadever” are all acceptable passwords, but
“password” and “Alb!” and “11111111” and “SAVEME!!” are not.

You can change your password at any time (see How to Re-Set Your Password)—and we encourage you to do this
immediately if you think it has been compromised.

Each time your password is reset, regardless of method, an email will be sent to the
address on record for the User ID.

If you receive this email and you did not reset your password, please contact ADP
Payments Customer Care immediately at 800-297-5341, as it is possible that your
account has been compromised.

Logging In for the First Time | About User IDs and Passwords
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About Security Questions

Security Questions are used to enable Users to directly re-set a forgotten password from the Log-in screen. (See How
to Re-Set Your Password for detailed instructions on how to use the Security Question as part of the password reset
process.) They are also used to validate your identity when you first login from and unfamiliar IP address, and so that
Customer Care personnel can validate your identity when you call to request assistance.

All Users will be prompted to set three Security Question during User account activation. You are required to set the
Security Questions in order to successfully activate a User account.

To set your Security Questions, select one of the questions from the drop-down box then type your answer in the
answer field.

Complete the setup Delow 1o ACCess your account

Step 1: Set up your account B EF SR TR TTTE T E

| Select a Question ;]

| Seledt a Question ﬂ

Answers must be at least three characters and are not case sensitive. You cannot select the same security question
more than once, and you cannot use the same answer more than once. For example if one security question is
“what color is your house?” and another is “what color is your car?” you could not use the answer “blue” for both
questions.

NOTE: All available questions are always displayed in all three drop-down boxes. If you select the same question
more than once, you will see an error when you save your settings and be asked to select three unique questions.

Security Questions are also used to validate your identity when you login to ADP
Payments from an unrecognized IP address.

When you activate your User account the system will record your IP address.
Subsequent access from this IP address will proceed normally. If you attempt to login
from an IP address not associated with your User Record, you will be prompted to
answer one of your Security Questions. After successfully answering the question, you
will be logged in to ADP Payments. You will not be asked to validate the next time you
access ADP Payments from that IP.
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You can change your Security Questions as often as you like from the Settings--> Configuration--> Account Access
screen. (See Managing Your Security Question in Chapter 8 of the ADP Payments User Guide for instructions on how
to do this.) If you believe any of the questions have been compromised, it is very important that you change them
all, and that you change your password, immediately.

For users assigned the standard User role, or assigned any custom role that does not
provide access to the Settings center, an “Account Access” link will be placed in top-
navigation. Clicking this link opens the Account Access screen.

Welcome 53”]!’ 53I‘I1F||E' | Account Access | User Galde | Contact Us | Logoat

Your First Log-In
Every new User receives an email providing a User Account Activation Link. Use the link in the email to activate and
configure your account.

1. Click the link in the Email.

2. The Account Setup screen opens with Step 1: Set up your account, active.

Complete the sefup below to access your account

LR HEE AT R B Step 20 Security Questions

Liser name must be unique and be G to 30 characters (a-z, 0-9, . _ @). Passwords must be a minimum of 8
characlers and contain one lowercase letter, one capital letter and one number

Select User Name
Pazsword

Confirm Password

[T Remember me on this computer

3. Review the User ID, and make changes if desired, making sure it adheres to User ID Requirements.
NOTE: The Master Administrator User will need to enter an ID in the blank User ID field.

4. Enter a password, making sure it adheres to Password Requirements, in the Password field.

5. Re-type the password in the Confirm Password field.

6. Check the “Remember me on this computer” box to set a cookie on your computer that will automatically
auto-fill your User ID each time you access the ADP Payments login screen.

NOTE: This is an optional step. If you check the box now, you can remove the remember me cookie by
unchecking the box on the ADP Payments login screen. (See the note below.)

Logging In for the First Time | About User IDs and Passwords 5
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10.

11.

12.

13.

Click the “next” button.
NOTE: If there are any errors in Step 1, for example if the Password and Confirm Password field do not
match, you will see an on-screen error. Correct the problem and click “next” again.

The Step 2: Security Questions screen opens.

Complete the setup below 1o actess your account

Step 1: Set up your account B G- lT-Te T gyl e [TT-13 001, 15

| Select a Question ~-|

[Select 3 Question... i

| Setect 3 Question 'I

Select a question from the first Security Question drop-down box and type the answer to the question in
the first Security Answer field.
NOTE: The answer is not case sensitive.

Select a question from the second Security Question drop-down box and type the answer to the question
in the second Security Answer field.

Select a question from the third Security Question drop-down box and type the answer to the question in
the third Security Answer field.

Click the “done” button to record your questions and answers, and activate your account.

NOTE: You are required to select three unique questions and provide three unique answers. If you do not,
you will see an on-screen error message. Correct the problem, then click “done” again to activate your User
account.

You will be logged in to ADP Payments and shown the Dashboard.

The next time you log-into ADP Payments, use the User ID and Password you just set.

NOTE: You can review and change your security questions and password from the Settings-->Configuration
-->Account Access screen. (See Account Access in Chapter 8 of the ADP Payments User Guide for instructions on how
to do this.)

Logging In for the First Time | About User IDs and Passwords 6
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If you do not check the “Remember me on this computer” box when you account is
initially activated, you can set the remember me cookie from the ADP Payments login
screen at any time. To do this, check the “Remember my user ID” box. You can uncheck
the box from the login screen at any time to remove the cookie and clear your User ID
for future logins.

Log In

UserlD: | i

Password | |

B Remember my user (D

m forgot password?

Logging In for the First Time | About User IDs and Passwords
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How to Re-Set Your Password

You can easily reset your own password from the Settings--> Configuration--> Account Access screen while logged
in to ADP Payments. If you forget your password, you can re-set it from the log-in screen if you have configured
Security Questions. (See About Security Questions above for instructions.)

It is important that you re-set your own password if you have forgotten it. After 5 unsuccessful attempts to log-in to
ADP Payments your account will be locked, and you will need to have an Administrator for your account re-set it.
Master Administrator users who get locked out will need to contact ADP Payments Customer Care to unlock the

account.

Resetting Your Password from the Account Access Screen

1.

Click the “Settings” link in top-navigation.

NOTE: For users assigned the standard User role, or assigned any custom role that does not provide access
to the Settings center, an “Account Access” link will be placed in top-navigation. Clicking this link opens the
Account Access screen.

Click the “Configuration” tab.
Click the “account access” link in the ADDITIONAL OPTIONS section at the bottom of the page.

Go to the Change password section at the bottom of the screen.

Chamgs pasaword

Ol Fadaanced

v passwerd

Enter your current password in the Old Password field.

Enter a new password in the New Password field.

NOTE: Remember that passwords must be at least 8 characters; contain at least one capital letter, one
lowercase letter, and one number; cannot contain your User ID; and cannot be repeated for 5 password
cycles. If you enter an invalid password, the system will display an error.

Re-type the new password in the Confirm New Password field.
Click the “save password” button.

A success message will be displayed at the top of the section confirming that the password has been
changed. The next time you login to ADP Payments use the new password you just set.

Change password

td has bian Sudcassiy
Cid Password

Miw Password

Confirm Mew Password

10. You will receive an email confirming that your password has been reset. You don’t need to do anything else.

NOTE: If you receive this email and you HAVE NOT just re-set your password, please contact ADP Payments
Customer Care immediately. It is possible that your account has been compromised.

You can change your password as often as you like. If you believe it has been compromised, be sure to re-set it
immediately. It is also a good idea to re-set your Security Questions if you believe your password has been
compromised.

Logging In for the First Time | About User IDs and Passwords
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Resetting a Forgotten Password

You will need to know your User ID and the exact First Name and Last Name for your User in order to re-set your own
password. If you do not know this information, ask any Administrator User on your account to look-up this
information for you. You can also contactADP Payments Customer Care for assistance.

Follow the steps below to re-set a forgotten password:

1. Click the “forgot password?” link from the Log In screen, as shown:

Log In

UserlD |
Passwaord

[l Remember my user D

m::'fn rgot password?)

2. The reset qualification page appears. Enter your User ID, First Name and Last Name exactly as they are
saved for your User Record. Then, click the “submit” button.
NOTE: If there is an error with any of the fields, the system will display an error message at the top of the
screen. You will not be able to proceed unless the values entered in these fields exactly match those stored
in the system. (The fields are not case-sensitive.)

Please comglate ihe followang fiedds fo access your acoound. B you need to recover your User 1D, plaase call custemer suppor

e T

3. One of your three security questions will be shown at the top of the next screen. Enter your answer in the
Security answer field. Click the “submit” button.
NOTE: If there is an error the system will display an error message at the top of the screen. You will not be
able to proceed unless the Security answer you entered exactly matches what is stored in the system. (The
field is not case-sensitive.) The system will continue to present you with the same security question if you
get it wrong, it will not switch to one of the other questions.

Please answer the sacunty question below 1o necover your passwand. I you need to recover your User 1D, please call customer suppon

i whad CITY waea you Borm ™

Eodl [__swomt
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4. You are now prompted to create a new password. Enter the new password in the Password field, then type
it again in the Confirm password field. Then click the “log-in” button.
NOTE: Remember that passwords must be at least 8 characters; contain at least one capital letter, one
lowercase letter, and one number; cannot contain your User ID; and cannot be repeated for 5 password
cycles. If you enter an invalid password, the system will display an error.

Plagds aner & naw paaswsnd 1o vew your dashboard Pasgeoids musl conLien M leas] § chaiaclers and indchads o laagl one capdal lBler one lowercass
lstlei one number, and Mol also ba (ke tame 38 youod user ID

Ll L oon |

5. Your new password is saved and you are taken to your ADP Payments Dashboard. Use the new password
you just created the next time you log-in.

6. You will receive an email confirming your password has been reset. You don’t need to do anything else.
NOTE: If you receive this email and you HAVE NOT just re-set your password, please contact ADP Payments
Customer Care immediately at 800-297-5341. It is possible that your account has been compromised.

If you are unable to re-set a forgotten password yourself, either because you have not
yet set Security Questions, or if your account is locked-out, it can still be reset with a
password change email.

Any Administrator User can reset a password using the “reset password” link from the
Edit User screen. (See Reset Passwords for Users in Chapter 8 of the ADP Payments User
Guide for instructions.)

Logging In for the First Time | About User IDs and Passwords 10
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ABOUT USER SESSIONS AND TIMEOUTS

There are no limits on how long you can remain logged into ADP Payments so long as you are actively using the
system. After 15 minutes of inactivity you will be logged-out for security reasons.

One minute before you will be logged out you will see a Session Timeout Notification window, as shown below. It
will count down 60 seconds. During that 60 seconds you can click the “Continue Working” button to resume your

ADP Payments session from where you left off. You can also click the “Logout” button to immediately end your
session. After the 60 seconds has expired, the window will close and you will be logged out of ADP Payments

Session Timeout Motification 3

For secunty reasons and protection of data, your session will in
expire in 56 seconds.

Click "Cantinue Working™ to extend your session, or "Logout™ to
end your sassion.

Continue Working Logout

Once logged out, you are returned to the ADP Payments Log in screen. When this happens, simply enter your User
ID and password to login again.

THE MASTER ADMINISTRATOR

The User generated when your ADP Payments account is configured is the Master Administrator. This User can then
add additional Users to the system and assign permissions as required.

The primary differences between the Master Administrator User and other Users are as follows:

e The Master Administrator User is created automatically by the system with the “Administrator” role,
which cannot be changed.

¢  The Master Administrator User CANNOT be edited by any other User.
¢ The Master Administrator User cannot be deleted.

e If the Master Administrator User gets locked-out (due to excessive failed log-ins), only ADP Payments
Customer Care can unlock the account.

Logging In for the First Time | About User Sessions and Timeouts 11
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Getting to Know Your System

The first time Master Administrator Users login to ADP Payments they will be greeted with the Getting Started
Dashboard, shown below:

Welcoeng April Test | Setisgs | User Guie | Coatact s | Logeut |

]

Get Started with ADP Payments

PAYMEMTS §
. 2 & (%)

Enter or import Customer Collect a Payment or Send View Your Deposits
Information an Invoice

IMpor pour

CUSTOMERS

EEPORETS

C 3 MICLTieg
schwdule, O Ese wed payment

Quik Links

D Cotect Payrant
n Skt Irrvic
D) Ao Cusigemar

Repons

The Getting Started Dashboard provides information about adding customers, collecting payments and sending
invoices.

You will continue to see this screen when you (or any other user) login to ADP Payments, and each time you click the
“Dashboard” button in side navigation, until you take at least one of the following actions:

e Add a Customer
e Collect a payment-- view quick start.
e Send an invoice-- view quick start.

After one of the above actions is performed you, and all other ADP Payments users on your account, will see the
standard ADP Payments Dashboard upon logging in.

Additionally, each of the main functional centers—Payments, Invoices, and Customers—will also initially display a

Getting Started screen each time their navigation button is selected from side navigation. The Getting Started page
will disappear once you take an action in the center.

Getting to Know Your System | 12
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Configuring Your System for Sending Invoices

If you plan to use ADP Payments for electronic invoicing, it is a good idea to customize the system for your business
prior to adding customers and sending invoices.

(If you only plan to use the payment processing functions, skip this section and go directly to the Quick Guides that
show you how to Import Your Customer Database and to Collect a Payment for a New Customer.)

Primary invoice settings that should be addressed now include uploading your logo, setting your invoice numbering
scheme, reviewing the contact information that will appear on invoices and receipts, entering terms and conditions
of sale, and entering tax rates and payment terms for your invoices.

The following sections provide quick-start configuration tips. For a detailed discussion of all the configuration
settings and customizations you can make to your ADP Payments account, see System Configuration in Chapter 8 of
the ADP Payments User Guide.

CUSTOMIZE YOUR INVOICE PREFERENCES

Invoice preferences consist of your logo, your invoice numbering scheme, the contact information you want to
appear on invoices and a default note that appears on all invoices. These are all configured from the preferences
screen accessed from the Configuration tab in the ADP Payments Settings center. (See Preferences in Chapter 8 of
the ADP Payments User Guide for a detailed explanation of the options available.)

To access the preferences screen, click the “Settings” link in top navigation, then click the configuration tab, as
shown below:

Welcome lisa testA Satings UserGaide ContsctUs Logout

Account Settings

On the configuration screen, click the “preferences” link in the PAYMENT OPTIONS section.

PAYMENT QOPTIONS

@ Invoece sellings
Sat up parkal payment accepltance, login requirements and cefaul lerms of sale

n terms & taxes
Save commonly used paymend ferms and tax rales Tor use on your invaices

G items

Manage B lis of ibemd for use on your imvoices

ﬁ preferencaes
Sl the dizplay of your informaticn on ivestas

The following sections walk you through the configuration options available on the preferences screen. Remember
to click the “save” button at the bottom of the preferences screen to save the changes you make in each section.

Configuring Your System for Sending Invoices | Customize Your Invoice Preferences 13
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Upload Your Logo

Your logo will appear on the PDF invoice sent to your customers, and on all online views of the invoice. Your logo will
also appear on the login page your customers use to pay invoices online, and on the login page for your Customer
Portal. (See Appendix E: Customer Portal in the ADP Payments User Guide.) While uploading a logo is not required, it
is an excellent way to reinforce your brand on the invoices ADP Payments sends to your customers.

NOTE: Your logo file must be in JPG, GIF, or PNG format, and must be no more than 150 KB in size. The system will
resize your logo so that it fits in the allotted space on invoices.

Follow the steps below to upload your logo:

1. Click the “Settings” link in top navigation, then click the Configuration tab.
2. On the configuration screen, click the “preferences” link in the PAYMENT OPTIONS section.

3. Atthe top of the preferences screen in the “Upload your company logo” section, click the “Choose File”
button to locate your logo file on your hard drive and select it.

Click the “upload” button to upload the logo image to ADP Payments. When your logo is successfully uploaded the
file name will appear to the right of the button, as shown here:

Upload your company logo foptional)
Your lago will appear on the header of your company emails and invoices

| | Browss.. |

(TR 1e5t_company_logo.png ) Delete

Mole: Your logo should be no mare than 150 KB in size, and be formalled as a JPG, PNG or GIF file

NOTE: Be sure to click the “save” button at the bottom of the preferences screen to save the logo you uploaded.

Configure Invoice Numbering

You can use auto-invoice numbering for your ADP Payments invoices, or you can manually enter invoice numbers for
each individual invoice. If you turn auto-invoice numbering on, you can designate the starting number for auto-
generated invoices.

To configure auto-invoice numbering, go to the Invoice preferences section on the preferences screen (this is the
second section on the page.) Enter the starting number for auto-generated invoice numbers in your system in the
Next invoice number field. You can enter any number between 00001 and 999999999. The system displays 5 digits
of the invoice number by default, and will increase to 12 digits as necessary.

Invoice preferences
Mext Invoice number: What's This? | 00001|

NOTE: 999999999 is the highest invoice number available. The system will return to “00001” after invoice
“999999999” is sent.

NOTE: Auto-invoice numbering accepts only numerical invoice numbers—alpha numeric numbering schemes such
as “AA123” are not supported. However, you can use alpha-numeric invoice numbers if you enter them manually.

NOTE: Be sure to click the “save” button at the bottom of the preferences screen to save your invoice numbering
settings.

Configuring Your System for Sending Invoices | Customize Your Invoice Preferences 14
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You will always have the option to edit an auto-generated invoice number on one-time
invoices. If you do this, for example if you change an automated invoice number of
“00999” to “00999A” the system will use the original automated number on your next
invoice.

If you do not want to use auto-numbering for invoices, enter “00000” in the Next
Invoice number field. If you do this, you will always have to manually enter an invoice
number for one-time invoices.

If you disable auto-numbering, the system will assign an invoice number using the
format of “RECURS--Schedule ID--System Invoice ID.” for all recurring invoices.

Review Invoice Contact Information

The third section on the preferences screen is Contact information. Use this section to select the contact numbers
you want to include on invoices and receipts. You can select any combination of Phone, Alternate Phone, Fax, Email,
Address and Website. To include an item, select its check box. To remove an item, uncheck its box.

Contact information {edi)

Choass which infarmation you'd likog 1o dispday on invodcns

I Phone (200} 555-9212

" AsPhone

I Fax

© Email

T Address 55 Exarmplie Way Denver, GO 80202
| Webaibe WA B XA E COTI Ry, COm

You can add or edit any of the values by clicking the “edit” link next to the Contact information header. This opens
the update your contact information screen, shown below:

Update Your Contact Information

Phone* 03 T 1111 All phone
Email* ales@apritest con Far > r
Weabsite W apriitesico.co To change your company name of address, please

call customer care al 1-800-456-0992
cnc e
*Required information

You can make changes to any field. Click the “save” button to save your changes, or click “cancel” to discard them.
NOTE: To edit your Address information or your company name, you need to submit the address/name change form
which can be obtained by contacting customer care at 800-297-5341 or ADPPaymentsSupport@paysimple.com.

NOTE: Be sure to click the “save” button at the bottom of the preferences screen to save any changes you made to

the checkboxes in the Contact information section. You do not need to click the “save” button at the bottom of the
screen if all you changed were items in the update your contact information screen.

Configuring Your System for Sending Invoices | Customize Your Invoice Preferences 15



mpﬁ?msms

Set Default Invoice Note

Each invoice contains a Note for customer field. This field enables you to enter a short message on each invoice. To
save time if you often use the same or a similar message, the default note text you configure on this screen will be
automatically placed in the Note for customer field on every new invoice. You will have the option to change or
delete it each time you enter a new invoice or invoice schedule.

Enter your default note text in the Default invoice note visible to customer section.(2000 character maximum.)

Default invoice note visible to customer
Wte a note to your T
customers. Thank
them for their
business, provide
hemn with 1ade fed
termis and lel them
ncw how 1o pay

NOTE: Be sure to click the “save” button at the bottom of the preferences screen to save any changes you made to
the Note.

SET INVOICE PAYMENT TERMS AND TAX RATES

When creating invoices and invoice schedules you will need to enter payment terms that are used to determine the
invoice due date. You can also include one or two taxes on each line item in your invoice.

You can enter payment terms while creating invoices or select a specific Due Date instead of using pre-defined
terms. For invoice schedules, you can define payment terms while entering the schedule. Taxes can be entered while
entering invoices or invoice schedules, or you can opt not to use them at all. However, the Settings-->
Configuration--> Terms and Taxes screen is the only place where payment terms and taxes can be edited or deleted.

The following sections provide quick-start instructions for setting Payment Terms and Tax rates. See Terms & Taxes in
Chapter 8 of the ADP Payments User Guide for detailed instructions for both these features.

Entering Payment Terms

The settings in the PAYMENT TERMS section of the save payment terms and taxes screen provide short-cuts for use
while creating invoices. However, you can always enter payment terms and taxes while entering individual invoices
and invoice schedules. For one-time invoices, you can also select an exact due date, instead of selecting a pre-
defined payment term. (See Invoices in Chapter 5 of the ADP Payments User Guide for more information on creating
invoices.)

Follow the steps below to enter new payment terms.

1. Click the “Settings” link in top navigation, then click the configuration tab, as shown below:

Welcome lisa testA Satng:

Giide ConlactUs Logodl

Account Settings

Configuring Your System for Sending Invoices | Set Invoice Payment Terms and Tax Rates 16
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2. On the configuration screen, click the “terms & taxes” link in the PAYMENT OPTIONS section.

3. The Save Payment Terms and Taxes screen opens.

Save Payment Terms and Taxes

A0d and edit payment terms and tax rates thal can be used when sendeng invoices

PAYMENT TERMS .2
Payment Term Description Payment dua

This Desaription is NOT displayed o your cuskomers

4. The PAYMENT TERMS section will be empty. To add your first payment term,
click the “add another payment term” link.

5. You will now see a new row in the PAYMENT TERMS table. In the first field enter
a description of this payment term, for your own use—It will not be displayed on
invoices or payment forms.

6. Inthe payment due drop-down box, select the payment terms. You can choose
one of the pre-programmed values of: “On Receipt,” “In 15 days,” “In 30 days,”
or “In 60 days.” To enter a custom value, select the last radio button and enter
the custom number of days in the field, as shown, right.

 on receipt
' In15 days
' In 30 days
' In 60 days
0, 5_'2'I'ZI- :Edays

7. Repeat steps 4-6 to add additional payment terms. An example of the screen with two payment term

entries is shown below:
PAYMENT TERMS .2
Payment Term Description Payment due

1 Hat 30 In -

This Descriplion is NOT displayed to your customers

8. Click the “save” button at the bottom of the screen to save your changes.

Configuring Your System for Sending Invoices | Set Invoice Payment Terms and Tax Rates
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Entering Tax Rates

ADP Payments enables you to include taxes in your invoices. You can apply one or two taxes to each Line Item in your
invoices. You can add new taxes from the send new invoice screen, however Tax rates cannot be edited, or deleted
while creating invoices. They can only be managed from the terms & taxes section of the Settings--> Configuration
screen. Tax Rates will be included in the Tax1 and Tax 2 drop-down boxes on the send new invoice screen regardless

of the screen on which they are created. (See Invoices in Chapter 5 of the ADP Payments Users Guide for more
information on creating invoices.)

Follow the steps below to enter tax rates:

1. Click the “Settings” link in top navigation, then click the configuration tab, as shown below:
2. Onthe configuration screen, click the “terms & taxes” link in the PAYMENT OPTIONS section.

3. The Save Payment Terms and Taxes screen opens.

4. Scroll to the TAX RATES section at the bottom of the screen. The table will be empty. To add your first tax

rate, click the “add another tax rate” link.

TAX RATES | ? common tax rates that you are requ
Tax Hame Tax Rate

Tax Mame |5 displayad to your custormers

5. You will now see a new row in the TAX RATES table. In the first field enter a tax name which will be
displayed as an item on your invoice.

6. In the tax rate field enter a value for the tax. For example, to add a 4% tax, you would enter “4.00” in the

field, and leave the drop-down box with the “%” selected.

7. Repeat steps 4-6 to add additional tax rates. An example of the screen with two tax rate entries is shown

below.
TAX RATES .7
Tax Name Tax Rate
2 T |_ﬂ

Tax Name IS displayed 12 your customers

8. Click the “save” button at the bottom of the screen to save your changes.

Configuring Your System for Sending Invoices | Set Invoice Payment Terms and Tax Rates
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INVOICE TERMS OF SALE

Terms of Sale are required on all online invoice payment forms. To get you up and running quickly, your account is
configured with generic Terms of Sale text that meets ACH and Credit Card processing requirements. (See Appendix
A: Authorizing Transactions in the ADP Payments User Guide for detailed information on required language.)

NOTE: These Terms of Sale apply only to your invoices—they do not apply to Web Payment Pages. When creating
Web Payment Pages you enter a separate set of Terms of Sale for each payment form. (See Web Payment Pages in

Chapter 8 of the ADP Payments User Guide for detailed information.)

It is strongly recommended that you review these Terms of Sale prior to sending
invoices, and that you customize them for your business.

Remember, you will be bound by the Terms of Sale in place when your customers make
online payments.

Follow the steps below to review and edit invoice Terms of Sale:

1. Click the “Settings” link in top navigation, then click the configuration tab.
2. On the configuration screen, click the “invoice settings” link in the PAYMENT OPTIONS section.

PAYMENT QOPTIONS

AR Mwolce settings :
u Selup partial payment acceptance, login requiremants and detaul leems of '_5-3!? g
3. The Select Invoice Settings Options screen opens.
4. Scroll to the bottom of the screen to the Enter your Terms of Sale here section.

5. Review the generic terms of sale, and make any appropriate changes. For example, you may want to
change “company named on this form” to the actual name of your business. You can enter as much text as
you like in this field, so you can make Terms of Sale as comprehensive as necessary.

Enter your Terms of Sale here* what's this?

| autharize the company named on this web form to debit the bank account or credit card (=
indicated in this web form, for the noted amount on today's date. This payment is for the

goods and services noted on the web payment form. | understand that returns, refunds and
cancellations are not permitted, however exceptions may be made aon a case-by-case basis.

| understand that because this is an electronic transaction, these funds may be withdrawn j
from my account as soon as the above noted transaction date. In the case of an ACH
Transactinn heinn reiected for Blon Sufficient Funds (WSFY L ninderstand thatthe comnany A

NOTE: As these Terms of Sale will appear on the online invoice form used to collect payments from your
customers, it is important that they meet all requirements for online Credit Card and ACH payments. See
Appendix A Authorizing Transactions in the ADP Payments User Guide for information on required
language.

6. Click the “save” button at the bottom of the screen to save your changes.
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Quick Start Guides

The following quick start guides walk you through the basics of collecting payments, importing your customer
database, and sending invoices. In-depth coverage of payment collection, invoicing and customer management can
be found in those chapters of the ADP Payments User Guide.

IMPORT YOUR CUSTOMER DATABASE

Follow the steps below to import a customer batch. This function is a great way to quickly and easily import your
customers from any external system into ADP Payments.

Currently ADP Payments supports only U.S. and Canadian addresses. You will not be
able to import customers with addresses in any other country. However, you can
import customers without including an address.

1. Click “Customers” from side navigation.

2. At the top of the Customers screen click the “import” link, as shown below:

Customers

add new customer | impaort § export

3. The Import Center dashboard appears, as shown below.

Import Center

Add your existing customer and payment informabion o yowr PaySimple accoun! by impofng 2 CSVY fle of your current data

Impentpe” [~ selea - j
Import name”; whals this?
Impart description

File type*: whats ihis? [= seiea ﬂ

First row s header: [
Select Me o upload™. | UehonzaFile | filg ehesan

4. From the top section select “Customers” as the Import type.
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10.

11.

Quick Start Guides | Import Your Customer Database

Enter a short descriptive name for your import in the Import name field. This name will be used when
referencing this particular upload batch in tables on the Import Center dashboard.

Enter a short description of the upload in the Import description field.

In the File type drop-down box select the type of file you will be importing. You can use a.csv file
(recommended) or a pipe-delimited text file.
NOTE: To convert an Excel file to.csv, simply use the “save as” command and select.csv as the file type.

If the file you are importing contains a header row, check the First row is header checkbox. (Using a header
row is very helpful for the field mapping that you will perform in Step 12.) If there is no header row, leave
this box unchecked.

Click the “Choose File” button to locate the import batch file on your computer.

Click “upload” to begin the import process.

The system will perform a preliminary validation of your file. If it is corrupt or otherwise unusable, you will
see an error message. Otherwise, you will see the Map Field Titles screen, shown below:

Import Center
Map Field Titlas

g tha fledd n

Frioae yoiar e which e nol magoed

Chebse Sived Mapping 1 =|

Firsd Rowy of Youwr File g

JTI B Gy o

e  The first column displays the values in the first row of each column in your file. These will either be the
values in your header row, or the first row of data (if your file does not contain a header row).

e The second column contains drop-down boxes used to map a field in your file to a ADP Payments
system field.

e The Choose Saved Mapping drop-down box enables you to select a saved mapping schema.

e The “reset mapping” button will clear all values in the System Field Names drop-down boxes so that
you can begin the mapping process again.

¢ The help box, located under the “reset mapping” button provides definitions for all of the ADP
Payments system fields. Select a field name from the drop-down, and its definition appears under the
box.
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12. For each column you want to map from your file, select a corresponding ADP Payments field from the
associated drop-down box, as shown below. If you do not want to map a field from your file, leave the
corresponding drop-down box set to “-Select Column-.”

NOTE: As you select fields they disappear from the list of available fields—this prevents you from
accidentally creating duplicate mappings.

T —

¢  First Name and Last Name are the only required fields for a Customer import batch (you must supply
mappings for them).
NOTE: You are required to provide receipts for all payments processed via ADP Payments.If you enter

an email address for the customer, the system can do this for you.lf you do not enter an email address,
be certain that you are collecting contact information and providing a receipt in some other way.

13. When you have finished mapping fields, click the “continue” button.

14. On the next screen, shown below, enter a name for the mapping you just created in the Mapping Name

field. You can select this mapping at a later date from the Choose Saved Mapping drop-down box to quickly
map a file using the same column structure.

NOTE: You are required to save your mapping. Even if you never expect to use it again, storing it will save
time if there is an error and you need to upload your file again.

Save Colurmn Mapping

By sinang M mapping of column Bes you hid sl mapped, pou Can use this mapging for 3 Stete samilsl Sle mmport
Mapping MName

Description
& & continug

15. Enter a Description for the mapping. (Optional)
16. Click the “save and continue” button.

17. The Approve File Import For Processing screen appears, as shown below.

Approve File Import For Processing

Biling Addness 18iling Address 2 City Company Email Firsi Name Last Hame Phone Stale
address address? ity Company el Firs1 i name phane siale
Hame
555 Any Way Derrver Pgames @mymad com Henry James 303
555
1212

e The top line (in white) contains the ADP Payments system field names, in alphabetical order.

e The second line (in gray) appears only if your file has a header row, and contains the field names in that
header row.

e The following 5 lines (in white) contain the first 5 data rows from your file. You can scroll through them
in the table.
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18. Double check that your mapping correctly matched fields in your file to ADP Payments system fields.

a. If you see an error, click the “back to mapping” button to return to the mapping screen (Step 12.),
correct any errors, and proceed.

b. When you’re satisfied with the mapping, click the “approve batch” button.

19. When the file is successfully uploaded and queued for processing, you'll see an on-screen success message

as shown below. (If there are errors you’ll see an on-screen message indicating the corrections that need to
be made.)

D
|

AR R Bl Ty i % "

Approve File Import For Processing

Your file Import Is approved and queued for processing Retumn to import center

20. Click the “Import Center” link to return to the Import Center dashboard and view the status of your file.

21. You will see your file in one of the Import Center tables:

¢ Imports Queued for Processing: If your file is in this table, it is waiting to be processed. Check back
later for a final status.

¢ Imports Needing Attention: All or part of the file has not been processed. Click the “View Errors” link
to view problems.

* Processing Imports: Your file is currently being processed by the system.

¢ Completed Imports (shown below): Your file has been processed by the system and all rows were
successfully imported and all customers were added.

Completed Imports

Thase are impar Batches that have recantly been procassad
Hame Date uploaded File with header row Processad rows
New Customer Jan 2010 12010 10:17:39 AM F 414

22. If your import was successful, all of the customers just imported will now be available for collecting
payments and sending invoices.
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COLLECT A PAYMENT FOR A NEW CUSTOMER

The following quick steps show you how to collect a payment for a new customer not already saved in your ADP
Payments system.

1. Navigate to the Payments--> collect new payment screen by clicking the “collect payment” Quick Link in
side navigation.

2. To enter and load a new customer:

Enter payment details

Customer* Customer namse Inrvoice numbar
F.O. nurmber
Payment amount*® s0.00 B
2 W o= i 7
Payment type One-time payment El ?) YWhat's This?
Payment date; Dec 06, 2012 (Toda
. S o vl — seled —
? ) Help Club Leval: zalect |E|

a. Click the “add new customer” link, shown above.

b. The add new customer screen appears.

c. At a minimum add values for First Name and Last Name. If you want the customer to get an emailed
receipt for the transaction, enter Email as well.

NOTE: You are required to provide receipts for all payments processed via ADP Payments.If you enter
an email address for the customer, the system can do this for you.lf you do not enter an email address,
be certain that you are collecting contact information and providing a receipt in some other way.

d. Click the “save changes” button at the bottom of the screen.

3. You should now see the customer you just entered loaded into the new payment form, as shown below.

Enter payment details

Cuslomer*

Sam Pel

Sam Pell edit
123 Any 5t
Demver, OO 80202

4. You can enter an Invoice number, P.0. number, and/or a brief Payment description (250 character
maximum), all of which are optional fields.

Enter payment details

Custamer

Sam Pel S0 NEw CUSToMmer Imégice number
P b
Sam Pell edi Q. mumbsr.
123 Any 5t Payment description:
Darnver, 0 80202 2 What's This?
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5. Enter the amount you are collecting in the Payment amount field—Enter an amount in the format of 0.00,
do not include the S, it will be added by the system.

Payment amount™ | $0.00|
Payment type: |One-time payment  [=]
Payment date: [Dec 06, 2012 |
? ) Help

6. Leave the Payment type field with “One-time payment” selected.

7. The Payment date field will displays the current date by default. Leave this as is.
NOTE: See Chapter 4 in the ADP Payments User Guide for instructions on entering one-time payments for a
future date.

8. Select Credit Card or Echeck (ACH) in the Choose a Payment Method section.
NOTE: You will only see one option here if your account is configured for only Credit Card or only Echeck
(ACH) processing, in which case you will not need to make a selection.

a. For a Credit Card:

Choose a payment method

& Credil card C sehick ACH)

Curmantly thive are no Cred Cand accocnts far g CLSIomEY.

3 7= e (W
Card type” | A

i. Select the type of card being used (American Express, Discover, MasterCard or Visa) from the Card
type drop-down box.
NOTE: Your account may not be configured to accept all 4 card types.

ii. Enter the card number (without any spaces or dashes) in the Card number field.

iii. In the Expiration date fields, select the expiration month in the first drop-down box and the
expiration year in the second drop-down box.

iv. Enter the Billing Zip/Postal Code attached to the card.
NOTE: This must be the zip code for the address of record on the credit card. It is used to perform
the required AVS address validation check. (See Using AVS Match in Appendix A of the ADP
Payments User Guide for more information about this authorization security measure.)

NOTE: If a billing address has been saved with the active Customer Record this field may be auto-
filled for you. Be sure to confirm with your customer that any auto-filled zip/postal codes are the
correct ones for the credit card being used.

v. Ask your customer for the card’s CVV2 code, and enter it in the CVV2 Code field. (This is optional,
but strongly recommended for security reasons.)
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vi. To set this card as the default credit card account, check the Set as default account box. (See
About Default Payment Accounts in Chapter 6 of the ADP Payments User Guide to learn more
about default accounts.)

NOTE: As this is the first credit card entered for the customer it will be set as the default account
whether or not you check the box.

b. For Echeck (ACH):

Chocse a payment methed

= acheck (ACH

Use Bank account nember mnk fouting numbser Bank pame
A R i Trag QFI00nI2E Ay Bank
Fd-rd -
. =
K. L
SEp.
G . b
= T !
rrling srroan|
numbeT UM

i. Inthe Echeck (ACH) type field, select the type of ACH transaction for which you have obtained
authorization. The following Types are appropriate for one-time transactions:

* PPD-- Written (You have a signed authorization form from your customer.)
¢ TEL-- Telephone (Your customer authorized the transaction over the phone.)
¢ WEB-- Website (Your customer authorized the transaction via a form on the Internet.)

¢ CCD-- Company (A transaction between 2 companies where you have an overriding
agreement with the other company for ACH transactions.)
NOTE: Many business checking accounts are not enabled for ACH transactions. Before
entering a CCD transaction, make certain that your customer affirms that the account is
enabled for ACH. If it is not, you may be assessed Return fees and/or Chargeback fees.

Vi.

ii. Enter the name of the bank in the Bank name field.

iii. Enter the 9-digit bank routing number in the Bank routing number field.

Enter the bank account number in the Bank account number field.
Select “Checking” or “Savings”, as appropriate, from the Account type drop-down box.

To set this account as the default bank account, check the Set as default account box. (See About
Default Payment Accounts in Chapter 6 of the ADP Payments User Guide to learn more about
default accounts.)

NOTE: As this is the first bank account entered for the customer it will be set as the default
account whether or not you check the box.

9. Review the receipt and failure notification settings, and make any required changes.

10. Click the “process payment” button at the bottom right of the screen to submit the payment. Or click the
“cancel” button to discard it.
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11. If there are any errors with the transaction, or if it is not authorized, you will see the error displayed at the
top of the screen. You can then make corrections and re-submit the payment, or discard it.

When the payment is authorized, you will see the transactions table in the manage payments screen, with a success
message for the transaction, and the transaction you just processed at the top of the list.

COLLECT A PAYMENT FOR AN EXISTING CUSTOMER

The following quick steps show you how to process a payment for an existing customer.

1. Navigate to the Payments--> collect new payment screen by clicking the “collect payment” Quick Link in
side navigation.

2. To load an existing customer:

Enter payment details

Customer* pil
e Sam Pellison, I Derver, SO
Pell Sally Pell Drernver, SO
e Sam Pellison Derwver, CO
. Sam Pell Dearvar, G0

a. Enter any portion (at least 3 characters) of the Company Name, First Name or Last Name in the
Customer field, as shown above.

b. Alist of potential matches will appear below the Customer field.
c. Click the one you want to load.
3. You should now see the customer you selected loaded into the new payment form, as shown below.

Enter payment details
Customer Sam Pel
. Sam Pell edit .

123 Any St
Danver, OO 80202

4. You can enter an Invoice number, P.0. number, and/or a brief Payment description (250 character
maximum), all of which are optional.

Enter payment details

Customer” Sam Pel dd new custome Invaice number
[ ] P.C.number
Sam Pell edit P
123 Any 5t

Pavment description;
Denver, 0 80202 ]

What's This?
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5. Enter the amount you are collecting in the Payment amount field—Enter an amount in the format of 0.00,
do not include the S, it will be added by the system.

Payment amount® | $0.00|
Payment type: | Onetime payment  [w]
Payment date: [Dec 06, 2012 |
? ) Help

6. Leave the Payment type field with “One-time payment” selected.

7. The Payment date field displays the current date by default. Leave this date as is.
NOTE: See Chapter 4 in the ADP Payments User Guide for instructions on entering one-time payments for a
future date.

8. Select Credit card or Echeck (ACH) in the Choose a Payment Type section.
NOTE: You will only see one option here if your account is configured for only Credit Card or only Echeck

(ACH) processing, in which case you will not need to make a selection.

a. For a Credit Card:

Usa Card number CWV2 Code Billing Zip | Postal Code Expiration date Card type
(7 swssssmssesggey EO202 1213 Master
L it 111 Boz02 1213 Visa

—
B o back

Cardtype” | SelEct _ﬂ - GF MDD

Card numba® CW2 Code -

Expiration date* I__:"T:J 9| whal's this?

Billing Zip / Postal Code® aifen

Sel as defaull account r | card

i. Select the radio button for the credit card you want to charge, or enter new card information in
the section below the existing credit card list.
NOTE: The default credit card account will be automatically selected.

ii. Ask your customer for the card’s CVV2 code, and enter it in the CVV2 Code field. For an existing
card, use the CVV2 Code field in the table, for a new card, use the field in the new card section.
(This is optional, but strongly recommended for security reasons. The CVV2 code is never stored
by the system, and must be supplied by your customer for each transaction.)
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b. For Echeck (ACH)

Uisa B:ank acopunt rumbsar Blank roqing nasmbss Bank mnaame
§~ S — £444 072000326 Test Bank
R — 222 072000326 Test Bank2

=
Rouking Sccount
Pewmbar Fiumbar

i. Inthe Echeck (ACH) type field, select the type of ACH transaction for which you have obtained
authorization. The following Types are appropriate for one-time transactions:

* PPD-Written (You have a signed authorization form from your customer.)

* TEL--Telephone (Your customer authorized the transaction over the phone.)

¢ WEB-- Website (Your customer authorized the transaction via a form on the Internet.)

¢ CCD-- Company (A transaction between 2 companies where you have an overriding
agreement with the other company for ACH transactions.)
NOTE: Many business checking accounts are not enabled for ACH transactions. Before
entering a CCD transaction, make certain that your customer affirms that the account is
enabled for ACH. If it is not, you may be assessed Return fees and/or Chargeback fees.

ii. Select the radio button for the bank account you want to charge or enter a new bank account in

the section below the existing bank account list.
NOTE: The default bank account will be automatically selected.

9. Review the receipt and failure notification settings, and make any required changes.
10. Click the “process payment” button at the bottom right of the screen to submit the payment. Or click the
“cancel” button to discard it.

11. If there are any errors with the transaction, or if it is not authorized, you will see the error displayed at the
top of the screen. You can then make corrections and re-submit the payment, or discard it.

When the payment is authorized, you will see the transactions table in the manage payments screen, with a success
message for the transaction, and the transaction you just processed at the top of the list.
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SEND AN INVOICE

The following quick steps show you how to send an invoice in ADP Payments. The first step is to enter a new
customer or load an existing customer. You then create and send the invoice. The sections below show you how.

Enter a New Customer While Sending an Invoice
1. Navigate to the Invoices--> send new invoice screen by clicking the “send invoice” Quick Link.

2. To enter and load a new customer:

Customer*: [ | add new customer

a. Click the “add new customer” link to the right of the Customer field.
b. The add new customer screen appears.

c. At a minimum, you are required to add values for First Name, Last Name and Email Address.
NOTE: You will not be able to send the invoice if you do not provide an email address.

d. Click the “save changes” button at the bottom of the screen.

3. You should now see the customer you entered loaded into the new invoice form, as shown below:

Custamert Sam Pe

Sam Paill e
123 Any 5t
Denver C0 BO202

Invoice numbar™ | ? | what's this it
F.Q, numbser
Invodce date”

Payment lerms® —— zl Cue Date

4. Continue with Send an Invoice.
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Load an Existing Customer for Sending an Invoice
1. Navigate to the Invoices--> send new invoice screen by clicking the “send invoice” Quick Link.

2. To load an existing customer:

Invoices

Create and send 3 new involce 1o 3 new or exising cuslomer

| Pell

a. Enter any portion (at least 3 characters) of the Company Name, First Name or Last Name in the
Customer field, as shown above.

b. Alist of potential matches will appear below the Customer field.
c. Click the one you want to load.

3. You should now see the customer you selected loaded into the new invoice form, as shown below.

Cusbomer Sam Pe
Bam Pall e
123 Ay St
Denver OO0 BO202

Iavoice numbar® | P what's this? 6533
PO, nurmber
Invoice date® Decos6, 2012

Payment ferms® —salad— EI Due Date

4. Continue with Send an Invoice.
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Send an Invoice
1. Load a customer by completing the steps in either Enter a New Customer While Sending an Invoice or Load
an Existing Customer for Sending an Invoice.

Customer

Sam Pell adr
125 Any St
Derver, C0 80202

Irvoice number® 7 what's this I
PO, nurmber
Imvodce date®

Payment lerms® calach 3 Due Date
2. Inthe Invoice number field, leave the auto-generated invoice number, or enter your own invoice number.

¢ If you have enabled auto-invoice numbering, leave this field as is to use the Next invoice number.

e If you have enabled auto-invoice numbering, but want to override the auto-number, clear the
Invoice number field and enter any alpha-numeric invoice number you choose.

e If you have not enabled auto-invoice numbering the Invoice number field will be blank. You are
required to enter an invoice number.

3. If your customer has a P.O number, enter it in the P.O number field. (Optional)

4. The Invoice date field defaults to the current date. Leave this default setting as is.
NOTE: See Scheduling One-Time Invoices for a Future Date in Chapter 5 of the ADP Payments User Guide for
instructions on how to enter a one-time invoice for a future date.

5. Select the Payment terms for this invoice. Do one of the following:

a. Select existing Payment terms by clicking the down arrow on the Payment terms drop-down box, and
clicking on the terms you want to apply, as shown below:

Payment terms™: |- select— j

i. The Due Date will be displayed to the right of the Payment terms drop-down box, based on the
selection you made.

Payment terms™: Met 30 |E| Due Date: 112/2013

In the above example, the current date is December 13, 2012, and with Payment terms of Net 30,
the Due Date is calculated as January 12, 2013. (The calculation begins the day AFTER the invoice
is sent.)

b. Select “create new term” to create and use a new Payment term. See Entering Payment Terms above,
for how to enter new payment terms.

Quick Start Guides | Send an Invoice 32



mPAYMENTs b PaySimple

c. Select an exact due date.

i. Click the “Select due date” item in the Payment terms drop-down box list.

ayment terms®; | Select due date ;I
- select—
IMet 30 :
On Receipt

create new ferm

ii. A new field containing the current date will appear next to the Payment terms drop-down box.

Click the field to open a calendar from which you can select the due date. (Or just type the date in
the field.)

Payment lerms® Salect due date :El Dec21. 2012 | Due Date: 127212012

4 December,2012 *
S0 Mo Tu We Th Fr Sa
&2 & A o4 M A 1
2 3 4 5 6 7 8
10 uf12] 12 14 15

6 17 18 19 o[z =
2 MM N T NHm DN
¥ N o102 3 4 S

Today: December 13, 2012

iii. The field to the right of the Payment terms drop-down box will display the date you selected, and
the Due Date field will also reflect that date, as shown below.

NOTE: You can change this date by clicking in the field and selecting or entering another date, and
the Due Date field will update accordingly.

Payment terms*: Select due date [=][Dec 21,2012 | Due Date: 12/21/2012

6. Configure Early Payment Incentive.

NOTE: For detailed information on Early Payment Incentives see About Invoice Incentives and Penalties in
Chapter 5 of the ADP Payments User Guide.

Offer an early payment incentive: C ves & No
? ) What's This?

a. The “No” radio button is selected by default. Leave this as is if you do not want to offer an incentive
deduction to customers who pay invoices early.

b. To offer an incentive deduction, select the “Yes” radio button to open the incentive configuration
fields.

Offer an early payment incentive: & yas C No
?) What's This? Apply a| |[Percent ¥ deduction

Ifthe invoice is paid more than |:| days before the due date
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i. Select the type of deduction you would like to offer from the drop-down box. “Percent” is the
default. You can change this to “Flat Amount” by selecting that option from the box.

ii. Enter the exact deduction you would like to offer in the Apply a field.

1e For a Percentage enter the deduction you want to provide off the invoice total. For example to provide a
two and a half percent deduction, enter 2.5 (do not enter .025).

2e For a Flat Amount enter a dollar value (without the $--i.e. enter 5.00 not $5.00).
NOTE: The incentive deduction is entered as a positive number when it is configured, but appears as a
negative number (discount) on the actual invoice.

iii. In the days before field, enter the number of days in advance the invoice must be paid in order to
earn the discount.

In the example below we are offering a 10% deduction if the invoice is paid more than 15 days
prior to the due date.

Offer an early payment incentive: * vag ' Mo
?) What's This? Applyal10 ||Percent ;l-jeduu:ti-:nn

If the invoice is paid maore than [15 days before the due date

7. Configure Late Payment Fee.
NOTE: For detailed information on Late Payment Penalty Fees see About Invoice Incentives and Penalties in
Chapter 5 of the ADP Payments User Guide.

Charge a late payment fee:  yes & No

? ) What's This?

a. The “No” radio button is selected by default. Leave this as is if you do not want charge an additional fee
for invoices that remain unpaid after the due date.

b. To charge a penalty fee, select the “Yes” radio button to open the penalty fee configuration fields.

Charge a late payment fee; @vyves C No
?) What's This? Apply al 'I.'—'._=|._~-_i.|~[ j {ae
If the invoice remains unpaid or more days after the due date

i. Select the type of fee you would like to charge from the drop-down box. “Percent” is the default.
You can change this to “Flat Amount” by selecting that option from the box.

ii. Enter the exact penalty you want to charge in the Apply a field.

1e For a Percentage enter the penalty fee you want to charge over the invoice total. For example to charge
a two and a half percent penalty fee, enter 2.5 (do not enter .025).

2e For a Flat Amount enter a dollar value (without the $-- i.e. enter 5.00 not $5.00).
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8. In the days after field, enter the number of days after the invoice Due Date to begin charging the late fee.
(For example, if the invoice is Due on May 1, and you enter 10 days, the late fee will appear on May 11.)

In the example below we are charging a 10% late fee if the invoice remains unpaid 15 or more days after
the due date.

Charge a late payment fee: ® yes C No
E, What's This? ﬁppiyahﬂ I Percent ﬂle&

Ifthe invoice remains unpaid |15 of more days after the due date

9. As this invoice is not part of a schedule, leave the invoice type drop-down box set to “One-time invoice.”

Do you want to send this invoice on a recurring schedule? help |One-time invoice ;I

10. Enter the Line Items that comprise the invoice in the Goods and Services section, shown below:

Ho. ltem® Description Qiby* Prica® Tax1 Tax 2 Amoun
B 1 [selecanem =] ||| 50.00 [ select— 5] [-seled— 5] | 50,00/
(%] 209 angiher ling SUBTOTAL: $0.00

a. Click the “Select Item” drop-down box arrow, as shown, and select one of the items in the list, or click
the “Add new item” link to add a new item.

Ma. tem®
Xl 1 [selectitem -

E' adPig Blue Widget
Medium Green Widget
Linix
Add new itemn
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i. When you select “Add new item” from the drop-down box, the Add Goods & Services pop-up
screen opens, as shown below:

Add Goods & Services

ltem name Description Price

| [ sood

(e.q., Conzultation) fe.g., Design senices) (e.g., E70)

1e Enter a name for the item in the Item name field. (This name will appear in the drop-down box list and
be included on the invoice.)

2e Enter a short description of the item in the Description field. This description will also appear on
invoices.

3e Enter the unit price of the item in the Price field.

4e Click the “save and select” button to save the item and enter it as a Line Item in the invoice, or click the
“cancel” button to discard it.

b. The Description and Price fields for the selected item will be auto-populated.

c. The Qty field will automatically be set to “1.” Change this value to the appropriate number for the
invoice, if required.

d. In the Tax 1 drop-down box, select a Tax that will be applied to this Line Item, as shown below. (See
Invoice Terms of Sale above for how to enter and edit tax rates). If you do not make a selection, then no
tax will be applied to this Line Item.

NOTE: The tax amount will be calculated based on the Amount less any discount.
For example, if the tax rate is 10%, the Discount is 10%, and the Amount is $100 the taxable amount
for the line item will be $9.00-- (100 - 10) * 0.10 = 9.

Goods and Services manage listitems  saved ists of items - what's ihis?
Mo, Nama* Descripbon iy Prica® Tax1 Tax 2 Amount

X1 [BigBiue Widget 7] [2 cubic foot tue widget | 2 §25.00

_+ add angther ling

You can also enter a new tax rate by selecting “add new item” from the Tax 1 (or Tax 2)
drop-down box. This will open a pop-up window from which you can enter the Tax
Name and the Rate. The new rate will be applied to the Line Item in the selected Tax
category, will be saved, and will be included in the Tax drop-down boxes going forward.
It can be edited and deleted from the Settings--> Configuration--> terms & taxes screen.
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e. Inthe Tax 2 drop-down box, select a second Tax that will be applied to the Line Item, if applicable.
NOTE: The tax will be calculated based on the total cost of the Line Item only, not on the cost of the
Line Item plus Tax 1. As you select taxes a new line for the tax will be included under the SUBTOTAL line
in the invoice.

f. The Amount field for the Line Item will reflect the total amount for the items alone, not including the
taxes. i.e. Price x Qty = Amount.

g. Enter additional Line Items by clicking the “add another line” link to create a new row and then
repeating steps a-f.

h. Delete Line Items by clicking the “x” to the far left of the line item.

11. The SUBTOTAL will be a sum of all the Line Iltem amounts. Taxes will be listed individually below the
subtotal, as shown below:

Goods and Services manage fistitems  saved fists ofiftems « whal's this?

Mo, Mame® Descnpkion Qty™ Frice® Tax 1 Tax

X| 1 |Big Blue Widget =] [2 cuvic foot blue widget 2 525.00| [co state” =] [ =select - =]
X2 [Rediidgel ﬂ A standard red widget 1 525.00{| CO Stata ﬂ| - salad :J

& =2dd another line SUBTOTAL

12. In the DISCOUNT field, enter the percentage discount you want to provide off the invoice total. You can
enter any number between 0.01 and 99.99. For example to provide a 2 and a half percent discount, enter
2.5 (do not enter .025). The default discount is 0%. If you enter a discount, an additional line will be added
to the invoice, between the SUBTOTAL and the taxes, for the discount, as shown below.

Goods and Services manage listilems  saved lists of itens - whals this?
x| 1 | Widgel ;I landard blue widgel F | tal ﬂ| elect ﬂ
X|2 |RedWidget :I tandard ned widgal 1 525.00) | CO Stal j| elect j
o @dd anolher ling BTOTAL
ount whal's this?

13. The TOTAL DUE field is calculated based on the total of all Line Items and taxes less any discount.
(SUBTOTAL + TAXES - DISCOUNT)
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14. The Note for customer field, shown below, is a text area in which you can type any note to your customer
you like. There is a 2000 character limit for this field.

usiomer Thank wefy much fof vour for your business!

Sat dafault

e If you entered a system Note setting in the Settings --> Configuration--> Preferences section, that text
will appear in the Note for customer field here. You can make changes to this field for any individual
Invoice without changing the system-wide setting. If you want to change the system-wide default, click
the “Set default” link to enter new default note text.

15. Click the “send invoice” button to activate the invoice and launch the email configuration screen. Or click
the “cancel” button to discard it.
NOTE: If there are any errors in the invoice, you will see the error(s) displayed at the top of the screen. You
can then make corrections and send the invoice, or discard it.

16. The Select invoice send options window opens.

a. The top portion of the screen contains send configuration settings.

Select invoice send options

E-mai recipints Send to customer with address on fi2 (kSa{@ipaysimple.com)

Semd to other:
Separate muitiphe email sddresses with commas

Send me a copy (salesapritest com)

Attach invoice as POF fie

Add attachment : Bowsa_ | Delete Attachment fils sire mudl b 38 thap 2ME8

The email is always sent to your customer’s default email address, which is displayed.
NOTE: If there is not currently an email address attached to the Customer Record you will be
prompted to enter one after clicking the “send invoice” button.

ii. You can enter any email address in the Send to other field, or enter multiple email addresses

separated by commas.

Checking the Send me a copy box will CC the email to your company’s email address which is
displayed in parenthesis.

NOTE: You can co configure the system to check this box by default and CC all invoices to the email
address you specify. To do this, go to the Settings--> Configuration--> Email preferences and
templates screen, and in the INVOICES section select the “Yes, cc me on all invoices” radio button
and enter the email address to which you want the invoices sent.

Checking the Attach invoice as a PDF file box will instruct the system to attach a .pdf version of
the invoice to the email sent to your customer. This will enable the customer to view and save the
invoice directly from the email, even if they are not connected to the Internet.

NOTE: The “click here” link in the invoice email opens an online view of the invoice from which the
same .pdf version of the invoice that is attached to the email can be saved or opened.

Quick Start Guides | Send an Invoice 38



mPAYMENTs b PaySimple

v. You can attach any file to the invoice as long as it is under 2MB. (Potentially dangerous file types
such as .exe files will be rejected.) Click the Browse button next to the Add attachment field, then
select the file you want to attach from your computer. The file path will be displayed in the field.
(Click the “Delete” link to clear the Add attachment field and remove the file from the invoice.)
NOTE: The file will only be attached the first time the invoice is sent—it is not saved by the system
and will not be automatically resent if the invoice is resent (either manually or via the overdue
invoice reminder function.) However, you can attach the file again each time you resend the
invoice.

b. The bottom portion of the screen contains a preview of the invoice Subject and Message, and is view
only. Changes can’t be made from this screen. It displays the text message that will be sent with the
invoice.

NOTE: When your customer receives the invoice email it will contain a condensed version of the
invoice underneath this message and a “Pay Invoice Now” button that your customer can click to log-
into your Customer Portal and pay the invoice online. There will also be a logo at the bottom of the
invoice identifying ADP Payments as the secure invoicing provider.

Subject [‘J'E Sandbo] - Apnl Test Company Méw Invoice # 00540

Message wear Sam Pell

Teank you for pour Business. To view your imoess om Apnl Test Company
o $76.06, of 1o download & POF copy Tor your records, glick harg

Teanks &0
Apdil Tesl Company
22 Test Trail
Tgmver, GO S0202
F3S5-1212
Fes@aprtasicom

NOTE: If you would like to change the subject and/or text portion of the new invoice email template
(the condensed version of the invoice isn’t editable), it can be done from the Settings-->
Configuration--> Email preferences and templates screen. Scroll down to the INVOICES section, and
click the “Edit” link for the “New invoice email” template. (See Email Preferences and Templates in
Chapter 8 of the ADP Payments User Guide for detailed instructions.)

17. Click the “send invoice” button to activate and send the invoice. Or, click “Cancel” to return to the send
new invoice screen.

cancel send invoice

18. The system will then display the manage invoices screen, with a success message at the top, and the
invoice you just created at the top of the Invoices table with a status of “Unpaid (Sent).”
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