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INSTRUCTIONS TO SIGN UP FOR YOUR PAYPRO ACCOUNT

PremierPayPro

If you currently receive your Premier invoices via US mail, please sign up for your PayPro account
using the instructions below. (NOTE: If you currently receive your Premier invoices via email, you
will need to activate your account instead. Click here for details on how to activate your account.)

STEP 1: Locate your customer ID and
enroliment token

You can find your customer ID at the top
right of your invoice. Your enrollment
token is located on the cover page of
your invoice. If you can not find your
enrollment token, contact us at
payprosupport@premier-us.net.

STEP 2: Sign up for your PayPro account
Click here to register and provide the information

requested. Be sure to type your enroliment token

WITH NO SPACES.

After clicking SIGN UP, you will be prompted to
check your inbox for a confirmation email. Click the
link in the email to complete the registration.

5 E— 1 Your 9-digit
Eﬂﬁm"ﬁ!ﬁf enrollment token

Premier Tralers, LLC
P.0. Box 206553
Dalias, TX 753206553

Do not type the
spaces when

registering

S15P0LES EDOGEX 1517 007

ABC TRUCKING INC.
300 MAIN STREET SUITE B

*  NEW YORK, NY 01234
7 -
VIEW YOUR BILLING DOCUMENTS ONLINE AT
premiertradereasing.bil
Use this enrollment token HRK VMK QKZ

\ /
Payment by Wire/ACH Transfer Payments by Mail to Lockbox
Account Name: Premier Trailers, LLC Premier Trailers, LLC

Account Number: 000000000 P.0. Box 208553
Bank Name: Wells Fargo Dallas, TX 75320-6553
Bank Routing (ABA): 000000000

Cover Page From Your Invoice
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Sign Up With Premier Pay Pro

“All fields are required unless otherwise indicated as “optional®
Name:

Customer ID:
Enroliment Token:
User Name:
Password:

Confirm Password:
Email Address:
Security Question 1: What is your favorite hobby?
Answer 1:

Security Question 2: Who is your faverite athiete?
Answer 2:

Security Question 3:

Where was your mother bom?

Answer 3:

PremierPayPro

Already Have an Account?

Enter the Customer ID found on
your bill here.

Stop Sending Mail (Check here if you would like us to stop mailing your paper bills)

| agree to the Subscriber Agreement

STEP 3: Set up your invoices to be delivered via email as PDF attachments
After registering your account, you can set up your invoices to be emailed to you as PDF

attachments. See instructions on the next page.


http://premiertrailerleasing.com/documents/activate_instructions.pdf
https://secure.billtrust.com/premiertrailerleasing/ig/signup
mailto:payprosupport@premier-us.net

STEP 3: Set up your invoices
to be delivered via email as
PDF attachments (continued)
After signing in per above:
A. Click the SETTINGS tab
B. Click NOTIFICATION
SETTINGS
C. Be sure the box is
checked next to “Attach a
PDF copy of the bill”

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

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)

e 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.
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1% open | Closed | @ Payment History A

Notification Settings

Manage your account notifications

PremierPayPro

Premier Trallers _§ ~

X Profile Settings

ﬂ Change Password
Receive an email notification when a new bill becomes available

mm Payment Settinas

Receive payment confirmation messages
5% Notification Settings >

2L User Management

Attach a PDF copy of the bill C

Paper Setting

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

| Receive a paper bill
ML Group Management
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“ Open Closed | G Payment History | Premier Trallers 1 -
Total Balance: — 2 p—
e &= Paylnvoices | mm Pay Account . Download '§ Move to Closed

u Group ~ Account~ Invoice#  ~ Invoice Date ~ DueDate ~ InvAmount ~ Paid Online ~ OpenBala..> Dnld~

O @ W DefaultGroup 000 | sonEariestio Latest 1110412016 150 0.00 000 N

T & W DefaultGroup 0pp T Sorilatestio Earliest 11/0412016 1.00 0.00 000 N

@ W DefaultGroup 000 © Al 11/03/2016 200 0.00 000 N
7) Last 7 Days

O @ B DefautGroup 000 (430 Days 1110372016 1.00 0.00 000 N

7 ¢ W Defaut Group o00p O LastB0Days 1111872016 100 0.00 000 N

& W DefaultGroup 000 From: | mmiddiyyyy 11812016 1.00 0.00 000 N

) 4 W@ Default Group 000 To: nmddiyyyy 11/18/2016 1.00 0.00 000 N

7 m) B Default Group 000 11/18/2016 1.00 0.00 000 N

7 4 W Default Group 000 1171812016 1.00 0.00 000 N

—
Premier

PremierPayPro
\D—TRM’LER LEASING

Closed @ Payment History ﬁ Settings Premier Trailers L e

Easy Import enables you to download a data file containing the bills that you have selected in the previous screen that have a PDF icon. The data file can then
be imported directly into your accounting system. With the exception of the PDF file format, only invoices within the past 90 days will be able to be downloaded
for the different accounting packages. If you don't see your accounting package in the list, Click Here to suggest a new package.

Select File Format: POF + | PDF - Allows you to create a combined PDF of the invoices and
statements you have selected.

csv

Forefront Construction Suite

PeachTree Premium
PeachTree Quantum
QuickBooks




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

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 2 screens (not shown)
ask you to AUTHORIZE and
CONFIRM the payment. Click
DONE and your payment will be
scheduled.

NOTE: You can manage payments
under the PAYMENT HISTORY tab
after clicking DONE.
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Closed G Payment History ﬁ Settings

Premier Trailers 1 *

Total Balance:

= Print
$0.00 R

== Pay Invoices I

| PDF Note Group ~ Account~ Invoice#  ~ Invoice Date ~ DueDate ~ InvAmount v Paid Online ~ OpenBala..~ Dnid~

T am B Default Group 00000001 1-00134487 11/04/2016 11/04/2018 150 0.00 000 Y

1 ga W@ Default Group 00000001 1-00134490 11/04/2016 1110412016 1.00 0.00 000 N

T g W Default Group 00000001 100134485 1110312018 11/03/2016 2.00 0.00 000 N

O o BB Default Group 00000001 1-00134486 11/03/2018 11/03/2016 1.00 0.00 000 N

O g W@ Default Group 00000001 T-00127801 10/18/2016 11182016 1.00 0.00 000 N

O gn W@ Default Group 00000001 T-00127802  10/18/2016 111182018 1.00 0.00 000 N

Tl 4 W@ Defauit Group 00000001 T-00127803 10/18/2016 11/18/2016 1.00 0.00 000 N

T gm W@ Default Group 00000001 T-00127804 10/18/2016 111812016 1.00 0.00 000 N

T gm BB Default Group 00000001 T-00127805  10/18/2016 1171812016 1.00 0.00 000 N
Add Bank Account
Friendly Name: My Bank Account
Bank Name: Bank of America
Name On Account: Jane Johnson
1 Routing Number 13 00000000 2400

L . Ovsmnan
Account Number I 0000000 S, 020 S/
counss
Retype Account Number: 0000000
ron
ni22wo5278% B72430406B* 2LOO*

v r— ool Narosr | Crack mbar
@  Your payment account must be assigned to at least one group. Select the group(s) from the
list below that you want to assign the payment account to. The location of the routing and account numbers will vary
from bank to bank. Please use the symbols noted in the
Routing Number and Account Number section to your left as

a guide.

| Group Name

Default Group

Cancel Save

ﬂ Open Closed | o Payment History | ﬁ Settings Premier Trailers l -
& '
Payment Details Authorization Confirmation
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: 12/13/2016
Show Rows: 5 +
Account  Invoice # PO# Inv Date: Due Date Inv Amt Amt Paid Open Balance Pay
00000001 1-00134487 11/04/2016 11/04/2016 150 0.00 0.0 150

(USD) Total Amount: $1.50 J

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



mailto:payprosupport@premier-us.net

