— )
Premier PremierPayPro
\)\)._TRAILER LEASING

INSTRUCTIONS TO ACTIVATE YOUR PAYPRO ACCOUNT

If you currently receive your Premier invoices via email, but have not yet activated your PayPro
account, please see the steps below. (NOTE: If you currently receive your Premier invoices via US
mail, you will need to register instead. Click here for details on how to register to go paperless.)

STEP 1: Sign in using your Customer ID
and Temporary Password

Sign in here using your customer ID as
your USER NAME. You can find your
customer ID on your invoice. You should
have received an email containing your
TEMPORARY PASSWORD. If you did not
receive a temporary password, contact us
at pavprosupport@premier-us.net.
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NOTE: Do not click the “Sign Up Now"
button next to “Need an Account”. If you
currently receive Premier invoices by ;}
email, and you received your temporary

password, then you already have an account. Follow the instructions above to “Sign In To Your
Account” with your customer ID and temporary password as shown in the above image.

STEP 2: Create your password and use it to sign in to your account

Follow the on-screen instructions. You will be prompted to create a new password and set up 3
security questions. You will be required to answer these questions should you ever need to reset
your password. After you save the changes, you will be prompted to sign in to your account with
your customer ID and NEW password.

STEP 3: Set up your invoices to

be delivered via email as PDF Premier PremierPayPro
attachments ‘JL)-_?RAILERLEBING
After signing in per above:
A. Click the SETTINGS tab % Open Closed O] PaymentHIntory@ Promier Trallers _§ ~
B. Click NOTIFICATION
SETTINGS & Protis Settngs Notification Settings
— Manage your account notifications

C. Be sure the box is checked
next to “Attach a PDF
copy of the bill”

B cnange Prsswers

tion when a new bill becomes available

== Paymant Sattinas c

Receive payment confirmation messages
2%  Notfication Settings >

A& User Management

Recaive an amall notifi

Attach a PDF copy of the bill

After checking this box, your
future invoices will be emailed
to you as PDF attachments. £ Account Management
And there will be a link to login o
to view them online in PayPro.

Paper Setting

Select whether you want to receive a paper version of your bill.

Receive a paper bill

28 Group Management



http://premiertrailerleasing.com/documents/paper_instructions.pdf
http://premiertrailerleasing.billtrust.com
mailto:payprosupport@premier-us.net

STEP 4: Manage your invoices
Using these buttons, you can
view, sort, print, download

and pay all of your OPEN and
CLOSED invoices. You can also
view your payment history.
(Click the column headers to
view sort settings.)

STEP 5: Download invoices
Click the checkboxes next
to the invoices you want to
download, and then click the
DOWNLOAD button.

Next select a file format to

download. You can choose:

« PDF (to view, save or print)

« CSV (to import into Excel)

« Peachtree or QuickBooks
(to import into your
accounting software)

Depending on the file format
you choose, there may be
additional information you
need to provide. Then click
DOWNLOAD. The file will be
downloaded to your local
computer.

STEP 6: Pay invoices online
To pay your invoices via

bank ACH online, click the
checkboxes next to the
invoice(s) you wish to pay, and
then click PAY INVOICES.

If you do not currently have
your bank account information
saved in PayPro, you will

be asked to ADD A BANK
ACCOUNT.

Add Bank Account
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#% open [EE) closed

Total Balanea:
$0.00

i Pay Invoices m Pay Account |

PDF Note Group v Account = Invoice#  ~ Invoice Dale ~ DueDale ~ Inv Amount ~ Paid Online ~ Open Bala...~ Dnid ~
7 g WE DefaultGroup 000 | sonEamestto Latest 11/04/2016 150 0.00 000 N
T @ W DefautGroup 00g T SorfLaestiioEariest 1110412016 1.00 000 000 N

@ W DefaurGoup 000 O AN M0V2016 200 0.00 000 N

) Last 7 Days

a W Default Group 000 -~ Last 30 Days 1032016 1.00 0.00 000 N
7 &) W@ Default Group 00D Last 60 Days 111812016 1.00 0.00 000 N
& W DefaultGroup 00 From: | mmigalyyyy 11/1812016 1.00 000 000 N
O 4@ W Defaut Group 000 Too  meddyyy @ 11182016 1.00 0.00 000 N
T @ W@ Defsult Group 000 1AR2016 1.00 000 000 N

‘ u Default Group 000, 1MMezMe 1.00 0.00 000 N

Premier
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Closed | {7} Paymenthistory | I} Settings Promior Trallors  _§ ~

Easy Import enables you to download a data file containing the bills that you have selected in the previous screen thal have a PDF icon. The data file can then
be imported directly into your accounting system. With the exception of the POF file format, only invoices within the past 80 days will be able 1o be downloaded
for the diffarent accounting packages. If you don't sse your accounting package in the list, Click Here to suggest a new package.

Select Fila Format: + |

PDF - Allows you to create a combined POF of the invoices and
statements you have selected.

CSV Detail

Forefront Construction Suite
PeachTree Premium
PeachTree Quantum
QuickBooks

rﬁﬂﬁ!ﬁp PremierPayPro

| @ Payment History # Settings |

Premier Trallars 1 o=

Total Balance:

&= Pay Involcos ]
$0.00 - Fay Invoice:

| PDF MNote Group invoice # = Invoice Date ~ DueDate ~ InvAmount = Paid Online = OpenBala..~ Dnld~
T 4 W Defaull Goup 00000001 100134487 110412016  11/04/2016 150 0.00 000 Y
O o B Default Group 00000001 100134480 1110412018 11042018 1.00 0.00 000 N
T gm W Default Group 00000001 100134485 111032016 10X2016 2.00 0.00 000 N
7 g W Defaut Group 00000001 00134486  T/OX2016 11032016 1.00 0.00 000 N
) g W@ DefautGroup 00000001 T-00127801  10/18/2016  11/1812016 100 0.00 000 N
“ an B Default Group 00000001 T-00127802 10/18/2018 1182016 1.00 0.00 000 N
T gnl W Default Group 00000001 T-00127803 101182016 1111872016 1.00 0.00 000 N
T g W Defaul Group 00000001 T-00127804  10M18/2016  1118i2016 1.00 0.00 000 N
gol W Default Group 00000001 T-00127805  10/18/2016 111872016 1.00 0.00 000 N

(Instructions continued on next page.)



STEP 6: Pay invoices online
(continued)

Provide the bank account
information requested. The
routing number and account
number can be found on your
check blank.

Then choose a GROUP to add the
bank account to and click SAVE.

NOTE: Groups can be defined
under the SETTINGS tab with the
GROUP MANAGEMENT button.
Using groups, you can control
which users in your group have
access to which bank accounts.

On the PAYMENT DETAILS
screen, you have the option to
change the payment amount.
Doing so will prompt you to
provide a reason for the change.

When done, click NEXT.

The next screen asks you to
AUTHORIZE the payment to be
scheduled.

The final screen (not shown) is
for payment CONFIRMATION.
When ready, click DONE and your
payment will be scheduled.

NOTE: You can manage payments

Add Bank Account

Friendly Nama:

Bank Name:

Name On Account:

3 Routing Mumber 1§

Account Number |

Retype Account Number:

@  Your payment account must be assigned 1o al least one group. Select the groups) from the
list below thal you wanl to assign the paymen! account to.

My Bank Account

Rank of America

Jane Johnson

00000000

0000000

0000000

Tz, 00 ol

-
%h221065278%  E72LI0L0GA* .00«

T T T
Bonting Numbes Aercusnt Nusmbas Ehunck Murnbiar

The location of the routing and account numbers will vary
from hank to bank. Please use the symbols nated in the

Group Name
B Defauli Group

Routing Mumber and Account Number seclion to your lell as
A guida.

#4 open

Closed

Paymaent Datalls

@ Payment History

a

Authorization

L3 Settings Premier Trailers § ~

-
Confirmation

Bank account payments that are made after 3:00 pm Eastern will b for the next day.
Payment Account: | My Bank Account + Payment Date: 12132016
Show Rows: 5 +
Account  Involce # PO# I Diate Due Date Irvw Ami Amt Pald  Open Balance Pay Ami
00000001 100134487 1042016 1/04/2018 150 0.00 0.00 1.50

&

Caneal

Closed

@ Payment History

=} &
Payment Details Autharization

Bank account payments that are made after 3:00 pm Eastern will be scheduled for the next business day.

Payment Account: My Bank Account

Payment Date: 1213/2016

1+ settings Premier Trailers _§ ~

”
Confirmation

T
|Account  Invoice #
00000001 100134487

POE

Inv Date
0412016

Due Date
1110412016

\

By dlicking "Authorize’, you acknowledge that you have ad and agree (o the Subsoriber Agreement for this payment.

under the PAYMENT HISTORY tab after clicking DONE.

C ]

If you have any guestions or need assistance, please contact us at payprosupport@premier-us.net.
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