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AccessPAY | User Manual

Overview

AccessPAY is a convenient and secure user interface that allows clients to pay their invoices directly online.
With AccessPAY, clients can check their statement balance(s), view past invoices and payment history, and
set up recurring payments.

Registering as a User

o To open your AccessPAY account, simply

ASPEN360
click Register on the FileBRIDGE Portal S FileBRIDGE®
login page. (There is no need to input User e ok by Access
Name and Password.) UserName:
& OmniRIM
=+ My PRM Support Portal Fesswont
_’ — ; Sign In
877 345 3546
o After clicking the Register button, you will FileBRIDGE"
be asked to provide specific information
necessary to associate yourself with the ACCOUNT SETUP
account. This information can be found o he ooy DS 0
Invoice Number:
on a copy of an invoice: L1
Customer Number:
i 1
* Invoice Number
* Customer Number Hmeunt oo —
* Amount Due

Note: Once registered under an account(s),

you wilnot need to repeat this step. s ]

e Once you have entered this information
) . REGISTRATION
and are associated with an account, you ems ket an astnsh (st et
will be directed to the Registration Page.
*Email: *Address:

ederringed@accesscorp.com

*First Name: Address2:
*Last Name: *city:

*Title: *state: *Country:

Alabama N Afghanistan ™

*Phone: *Zip/Postal Code:

*Password: @

I-\Cce?;_;g 06.07.2017
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o After you successfully complete the FileBRIDGE
registration form, you will receive the
following message with an embedded link Thank you for registering.
a||OWing yOU to Iog in to ACCESSPAY Please log back into portal filebridge.com using your new password.

Thank you,
The Access Team

If you have any difficulty please contact your local support team

Registering as a User

0 Upon successful registration, you will be

able to sign in to the FileBRIDGE Portal ASPEN360 -

. FileBRIDGE
using your new User Name and Password My Aspen 360 Invoices by Access
credentials.

User Name:
%0
= My PRM Support Portal Password:
= ]

o After logging into the FileBRIDGE Portal
with your new credentials, an icon for
AccessPAY will be available on the left
side panel.

4® support  Hello, Eric Derringel

L4

Tweets

File BRIDGE Records Access Today

Automating your #Accounts le process
can save you time & money. Here are the 5
steps you need to follow: ter.li8yy6y

Access No\lfD

Learn More Register/Login

5 Steps to Achisve AP Automation | Access Webinar
Manually prosessing invoces takes foo much ofyour ime, b

ALERTS.
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9 To view your registered accounts or to
register additional accounts, click the
AccessPAY icon. From this page, you can
pay an invoice by clicking the Pay button
next to the specific account. To unregister
an account, simply click the trash can
icon located beside the listed account.

o Clicking the Pay button will bring you
into the bill payment window where you
will find relevant information about your
account and invoices. Here, you will also
be able to view PDF versions of your
invoices.

o To pay a bill, you will first need to set
up a payment method. Click on Add a
Payment Method.

Access

Information Protected.

Current Accounts:

8
acce Cust # Account Name Registration Date
Ll
Additional Account Registration
=
BAcceSs
CCESS Home  PayMyBills  Recurring Payments [

(= P ] Payment Code

imoice Date

Reference_Number
i OveOme waanon? Pomesitied  ©

-

a PayDate

Payments confirmed before Tuesday, May 30, 1047 8:00 PH EY will be ported on Tuesday, May 30, 1017

Payments confirmed after Tuesday, May 30. 1017 §:00 PM KT will be posted on Wednesday, May 31, 2017, © Continue toP:

—
AcceSs Home  PayMyBills  Recurring Payments

Invoice Number [ ] Paymant dmeant ~
Invaice Date 312017 L
Reference_Number
= Due Date 430001 Fayment Method © Add A Pay
-

Pay Date

Payments confirmed before Tuesday, May 30, 2017 §:00 PM ET will be posted on Tuesday, May 30, 2017

Payments confirmed aftes Tuesdsy, May 30, 2017 5:00 P ET will be posted on Wednesday, May 31, 2017 R e,

, RECURRING PAYMENTS

= MESSAGES

5, RECURRING PAYMENTS
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e ACH and Credit card payment setups

are available. Select the method you Akd 7. Payment Mathiod

prefer and enter the appropriate account i Berk hecouns Cod Accounts

) . . &= Link to Bank Accounts Link to Card Accounts

information. Read the terms and click

Agree and Add Account to complete the ADD BANK ACCOUNT

pI’OCESS. Account Type Account # By selecting "Agree and Add

Account’, you authorize the

Personal Bufliess . .
information you've provided on
the above account to be used

Banking Type Re-enter Account # fou creakion of & charge to the

4 above. You also
affirm that the information you
Give This Account a Nickname poy to e provided ks camect, that you an

Orter of 2 signer on the account above
and there are available funds to
cover the amount of any

account U

gs Account

l Checking Account

HIENSL8Y HODOIZNNSEE 1333
Name on the Account b - transactions that you authorize.

Routing Number  Account Number () Agree ans Ads Account

Make sure to use your bank account

number, not your ATM or Debit card
Routing Number

Once a payment method is in place, click .
the Continue to Payment button Access Home  PayMyBills  Recurring Payments (-]
_ = MESSAGES
Inveice Number [ Payment Ameunt Payment Code Thank you for your business!

Inwoice Date. g — e 2

Reference_Number
ool Due Date Payment Method O e

StewtyCotea @  PayDuts

Payments confirmed before Fridsy, June 02, 2017 8:00 PM ET will be posted on Friday, June 02, 2017.

P aehmed sho g o1, 017 450 T wAl b patad ooy 5,107, e — —

e Clicking the Continue to Payment button
will bring you to the Verify Payment
screen. Here you will be able to preview
your transaction and agree to the Terms R B e e
and Conditions. When you are ready to Reference Number ™" s B

complete the transaction, click the Make - . ey —— o

I 1523  necumame pAvMENTS
Payment button. % .

Payments confirmed before Tuesday, May 30, 1047 8:00 PH ET will be ported on Tuesday, May 30, 1017

by P e iy e g o e

—
AcceSs Home  PayMyBills  Recurring Payments e

Access

Information Protec
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After successfully submitting a payment,
you will receive the following confirmation
window detailing the transaction:

Confirmation

Thank You! Your payment has been made.

Payment Date 6/02/2017

PaymentMethod  Test Account MasterCard
angggo

Total Payment 531523

Reference_Number Confirmation Number Payment Amount  Invoices

$315.23

@ Once paid, the invoice will no longer be Previous Payment section (A)
available in the Payable section of the

page. It will now appear below in the one [

Previous Payment section (A) or alternately ——
in the Payment History section (B). .

Reference_Number Nollnvolceto Payment Method

[=] v Display = G, RECURRING PAYMENTS
SectyCote @  PayDsts

Previous Payments

Confirmation s PaymentMathod  Payeoent Dste Total Amount  Status Cancel Payment

] CrediCard 60220 $51523  Processing x

Payment History section (B)

AcceSs Home  PayMyBills  Recuriing Payments [

Payment Histon
'y y MESSAGES

UNPAID AND PARTIALLY PAID v ALL CREDIT NOTICES v HISTORY

Confimation # PaymentMethod  Payment Date TotstAmeunt  Stats

» I CesiCud 022017 81821 Processing x

About Access Many of your questions may be answered
Access provides the U.S., Latin America and here in the FAQ. If you experience any technical
Caribbean with an end-to-end solution for all of difficulties, our Client Care team would be
your records management needs. We have over happy to assist you. You can call Client Care

20 years of experience implementing technology at 1-877-345-3546 or submit a support ticket
solutions for some of the world’s most well-known at ClientCareEast@accesscorp.com

companies. From document storage, imaging
and conversion solutions to secure destruction
services, Access is advancing how the world
manages information with the very best service.

v inf G B Access

Information Protected.

InformationProtected.com/FileBRIDGE




