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SUMMARY

Payment Admin is a tool for Financial Institutions to research payments, pull reports,
and manage Admin Users.
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PAYMENT ADMIN

CONFIDENTIALITY NOTICE

This Document and all information contained is confidential and subject to the confidentiality restrictions contained in
agreements, which limits your use. Partner agrees to keep the information confidential and not to use the information for any
purpose other than in connection with the issuance of Allied Payment Network© products. Information may only be
disseminated within the Partner’'s organization on a need to know basis.

ABOUT THIS DOCUMENT

The Allied Payment Network FI Admin User Guide is intended to detail the Payments Admin user interface. This Document is
intended as a supplemental resource only and does not supersede or replace any agreements, including agreements between
Allied Payment Network and Partners.

Note: Images used in this document are for reference only and are subject to change.

INTENDED AUDIENCE

Allied Payment Network has produced this document for Allied’s Partners (Financial Institutions and Partners) for implementing
Allied’s Payments Admin portal. This document is not intended to be shared with Partners’ end users (clubmember/customers).

Disclaimer: The use of trademarks or trade names of various third parties is solely for illustrative purposes only. All product and
company names are trademarked by or registered trademarks of their respective holders. Use of them does not imply any
affiliation with, endorsement by, or association of any kind between them and Allied Payment Network.



The Home page contains the following:
1. Navigation - contains the Fl Logo, a sign out button, and quick links to navigate through the Payment Admin tool.
2. Main Menu - contains links to the following tools:
+ Research and Reports
¢ User Maintenance
3. Allied Messages - displays a list of the most recent messages from Allied Payment Network.

4. Dashboard - displays high level payment data based on the date range.

= = Research @ User
1 @ Home 5= & Reports & \aintenance & Logout

Main Menu Allied Messages

02/03/22 USPS mail disruption for 2/3/2022 v
$= Research and Reports
10/29/21 Changes to U.S. First -Class Mail delivery times - v 3

09722421 FI Admin update v
User Maintenance
09/03/21 Allied's Response to Current Natural Disasters v

09701421 USPS Delivery Service Impacts and Delays v

Dashhoard

Cust Date 7/25/2023 9/8/2023

Scheduled Payments 115 FI Hold 0 ] 4
Amount $1254910.9  Amount 50.0

® Electronic 29 (25%)
Amount $15,011.39

= Paper 18 (0%) View FI Holds
Amount $11,185.76

v1.0.2.63



NAVIGATION

The Navigation menu contains quick links to the following:
1. Home - directs the Admin back to the Home page.
2. Research and Reports

3. User Maintenance p)

] — : & LUser
Maintenance

A Home = Research ® User
@ Home & Reports & \jaintenance & LogOut

Main Menu Allied Messages
02/03/22 USPS mail disruption for 2/3/2022 v
5= Research and Reports
10/29/21 Changes to U.S. First -Class Mail delivery times - v
09/22/21 FI Admin update v
User Maintenance
09/03/21 Allied's Response to Current Natural Disasters v
09/01/21 USPS Delivery Service Impacts and Delays v
Dashboard
Cust Date 7/25/2023 9/8/2023
Scheduled Payments 115 Fl Hold 0
Amount $1254910.9  Amount $0.0
= Electronic 29 (25%)
Amount $15,011.39

O FEEET 18((0%) View FI Holds
Ameunt $11,185.76

v1.0.2.63



The Main Menu contains links to the following tools:

1. Research and Reports - directs the Admin to the Research and Reports tool to research payments and export CSV
files for reports.

2. User Maintenance - directs the Admin to the User Maintenance tool to search / view User information, as well as
modify user defaults and add new Admin Users.

® User
4% Maintenance [ LogOut

Allied Messages

02/03/22 'USPS mail disruption for 2/3/2022 v

10/29/21 Changes to U.S. First -Class Mail delivery times - A

Research and Reports

User Maintenance




ALLIED MESSAGES

From the Allied Messages list:

1. Clicking on a message will expand it to display further details.

4 Home g Research ® User -
@ Home & Reports & \jaintenance & Logout

Main Menu Allied Messages
02/0322 USPS mail disruption for 2/3/2022 v
5=] Research and Reports
10/29/21 Changes to U.S. First -Class Mail delivery times - v
-
Allied Messages
03703722 BETA TEST REMOVE ME -
03/03/22 Beta Announcement Test -
10725119 test -
091817 Payment Scheduling -
1 — The issue from this morning has been resolved and consumers should be able ta schedule payments normally now. Please refer to the email sent out for further
details. Thank you. The Allied Tean




DASHBOARD

From the Dashboard:
1. Customer Date - an Admin can change this date range to filter the feedback displayed on the Dashboard.
2. Scheduled Payments - displays the total number of all payments as well as their sum.

3. Electronic & Paper - displays the percentage of payments within the date range that were sent
Electronically vs Paper as well as their sums.

4. Fl Hold - displays the total number of payments in FI Hold status as well as their sum.

View FI Holds - directs the Admin to the Research and Reports tool with the date range and Fl Holds
status pre-selected.

A& Home g Research ® User =
O | | I e d L e &Reports & \aintenance 5 LogOut

Home

Main Menu Allied Messages
02/03/22  USPS mail disruption for 2/3/2022 v
5= Research and Reports
10/29/21 Changes to U.S. First -Class Mail delivery times - v
09/22/21  Fl Admin update v
User Maintenance
09/03/21 Allied's Response to Current Natural Disasters v
09/01/21  USPS Delivery Service Impacts and Delays v
Dashboard
Cust Date 5/26/2022 TA02022
Scheduled Payments 0 Fl Hold 0
Amount $0.0 Amount £0.0
m Electronic 0 (0%6)
Amount $0.00

= Paper 0 (0%) View Fl Holds
Amount $0.00



RESEARCH & REPORTS

Navigate to the Research & Reports tool:
1. Search Parameters - allows the Admin to filter the table by entering and selecting payment information..

2. Table - displays all payment data based on the parameters set by the Admin.

&8 = Research ® User
O | | I e d T & Reports & \jaintenance
P A

AYMENT NETWOREK

Research and Reports

search Fields Cust Date Created  Collected Settlement  Deliver User Name Pay To Acct  Pay To Name Status Origin  Check # Funding Source Amount Fee
User
Funding Acct
Date Type Caollected -
Start Date
End Date

Customer Name

1 Pay To Account

: Pay To Name
Origin All i
Amount
Payment Method All i
Fee

Payment Status

Scheduled Reversing
Processed Reversed
Hold Cancelled
FiHold Rejected

T T
% Download CSV

Total Payments: $0.00 Total Fees: $0.00




SEARCH PARAMETERS

Entering / selecting parameters filters the table by:

Saarch Fialds
User — User - a customer’s Username.
Funding Acct —L

Funding Account - a customer’s account from which the funds are drawn.

Date Type Collected -
Start e
End Date Crested —— Date Type - filters the table by one of the following Date Types
Customer
_ + Collected
Customer Mame Deliver

The date on which the funds should be collected from the customers

Pay To Account
account (may fluctuate).

Pay Ta Mame
¢+ Created
Origin Al - .
The date on which the customer created the payment.
Amaount -
¢ Customer
Payment Method Al -
oo The date on which the customer chose to have the payment delivered.
Payment Status + Deliver
Scheduled Reversing The date on which the funds should be delivered to the Biller / Payee
Proceszed Reversed account (may fluctuate).
Hold Cancelled
FiHeld Rejected

* Download CSY



SEARCH PARAMETERS

Search Fialds Entering / selecting parameters filters the table by:
User
Funding Acct Start Date & End Date -the search requires a specific range of dates.
Date Type Collected -
Start Date Customer Name - the first and last name of the customer.
End Date

Customer Hame Pay To Account - the account to which the funds will be sent.

Pay To Account

| B

Pay To Name Pay To Name - the name of the Payee / Biller who will received the funds.
Crigin Al -
Amaunt - Origin - the Admin can choose the product from which the payment was originated.
Payment Method A -
Fee A
ACH Amount Range - allows the Admin to filter by a specific dollar range.

Payrment Status

Scheduled Check

F"':'Z':'E'EE": e Payment Method - this is the method by which a payment was sent.

Hao -oan

FiHold ™ FREEcted

* Download C5Y



SEARCH PARAMETERS

Search Fields

Entering / selecting parameters filters the table by:

User
Funding Acct —— Payment Status - filters the search by payment status.
Date Type Collected -
Start Dat Search - executes the search by using all information entered into the Search
TEE Fields. The Payments will be displayed in the Research table.
End Date

Customer Mame

Pay To Account

Pay To Mame

Crigin Al -

Amount -

4

Payment Method A

Fas

Payrment Status

Scheduled Reversing
Frocessed Reversed —
Hold Cancelled

FiHeld Rejected

* Download C5Y

Clear - clears all search parameters.

Download CSV - downloads a CSV file of the report.
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Research and Reports

Search Fields

User

Funding Acct

Date Type

Collected A

Start Date

7/4/2023

End Date

7172023

Customer Name
Pay To Account
Pay To Name
Origin

Amount
Payment Method
Fee

Payment Status
Scheduled
Processed
Hold
FiHold

All -

Al -

Reversing
Reversed
Cancelled

Rejected

Vi

Cust Date

07/11
07/09
07/07
07/03

Created

07/11
07/09
07/07
07/03

Collected

07/11
07/09
07/07
07/03

Settlement

07/11
07/09
07/07
07/03

RESEARCH TABLE

Deliver

07/16
07/10
07/08
07/04

User

248696
852753
762813
110238

Research User
& Reports & \jaintenance

Name PayToAcct  Pay To Name

JOHN SMITH 987654321 PAPER PAYEE
COMCAST 09574 825... COMCAST
LOWES 31674599... LOWES
STATE FARM 422074824  STATE FARM

Status

Sched...
Reject...
Proce...

Cance...

Qrigin Check # Funding Source

Payroll 5002
FlexPay
FlexPay

FlexPay

Amount

$36.22
$65.85
$213.07
$83.78

Total Payments: $87,164.54

> LogOut

=il $0.00
$0.00
$0.00
$0.00

Total Fees: 548.75



RESEARCH TABLE

Displayed below is a closer look at one section of the Research table:

A = Research ® User
O | | I ‘ ! @ Home & Reports & jaintenance & LogOut

Research and Reports

search Fields Cust Date Created Collected Settlement  Deliver User Name PayToAcct PayTo Name Status Origin Check # Funding Source Amount Fee
T 07/11 07/11 07/11 07/11 0716 248696 JOHN SMITH 987654321  PAPERPAYEE Sched... Payroll 5002 $36.22 = $0.00
) 07/09 07/09 07/09 07/09 0710 852753 COMCAST 09574 825... COMCAST Reject...  FlexPay $65.85 $0.00
Funding fect 07/07 07/07 07/07 07/07 07/08 762813 LOWES 31674599... LOWES Proce...  FlexPay $213.07 $0.00
Date Type Collected - 07/03 07/03 07/03 07/03 07/04 110238 STATEFARM 422074824 STATEFARM  Cance.. FlexPay $83.78 $0.00
Start Date 7/4/2023 [m]
End Date 7/11/2023 [m]
Customer Name
Pay To Account
™% CustDate Created Collected Settlement Deliver User Name Pay To
Origin
Amount
oomens 07711 07/11 07/11 07/11 07/16 248696 JOHN SMITH  98765432...
e we 07/09 07/09 07/09 07/09 07/10 852753 COMCAST 09574 825...
Sche
Proc 07/07 07/07 07/07 07/07 07/08 762813 LOWES 31674599...
Hold
™ 07/03 07/03 07/03 07/03 07/04 110238 STATE FARM 422 0748...

Liedr

% Download CSV

Total Payments: $87,164.54 Total Fees: 348.75

v1.0.2.63



RESEARCH TABLE

Displayed below is a closer look at one section of the Research table:

A = Research ® User
O | | I ‘ ! @ Home & Reports & jaintenance & LogOut

Research and Reports

search Fields Cust Date Created Collected Settlement  Deliver User Name PayToAcct PayTo Name Status Origin Check # Funding Source Amount Fee

Ty 07/11 07/11 07/11 07/11 0716 248696 JOHNSMITH 987654321  PAPER PAYEE Sched.. Payroll 5002 $36.22 =) $0.00
Funding Acct 07/09 07/09 07/09 07/09 07/10 852753 COMCAST 09574 825... COMCAST Reject...  FlexPay $65.85 $0.00
undin CCl

’ 07/07 07/07 07/07 07/07 07/08 762813 LOWES 31674599... LOWES Proce...  FlexPay $213.07 $0.00
Date Type Collected - 07/03 07/03 07/03 07/03 07/04 110238 STATEFARM 422074824 STATEFARM  Cance.. FlexPay $83.78 $0.00
Start Date 7/4/2023 [m]
End Date 7/11/2023 [m]
Customer Name
Pay To Account
Pay To N — .
= Pay To Status Origin Check# Funding... Amount Fee
Origin
Amount
vmes PAPER PAYEE Scheduled Payroll 5002 248696 =4 $0.00
Fee
eamens COMCAST Rejected FlexPay 852753 $0.00

Sche

e LOWES Processed FlexPay 762813 $0.00

Hold

FiH

"¢ STATE FARM Canceled FlexPay 110238 $0.00

o -
% Download CSV

Total Payments: $87,164.54 Total Fees: 348.75

v1.0.2.63



PAYMENT DETAILS

Double click on a Payment to view extended information:
1. Add Note - allows the Admin to add a note to the payment.
2. Request Research - sends an email to support@alliedpayment.com to research the payment.

*Details will vary between payments of different product origin.

om h & User .
O | | I e d ome & s & Maintenance & Log Out
PAYMENT NETWORK

Research and Reports

Soarch Fialds Cu - Fee
User os? - h 4 ¥ 5000
R = Payment Details Notes s a0
05/ ¥ 5000
Date Type Collected - 05/\] X . s000
StartDate = Amount $97.64 Confirmation # 9947231 R S, =
m) o513 £ =t = = ¥ $0.00
s = 05/ Nickname Status Scheduled =t 50.00
Sesmeras I Payto Name ATT Date Created 09/03/2023 = =2
Pay To Account 053 ¥ 50.00
FayTo Name 03] Pay to Acct # 123456780009 Date Processed 09/03/2023 ¥ 5000
o = = 057 admin.tester 09/03/2023 1:10 PM: =h o
053 Pay to Address PAYMENT CENTER Date Expected 09/03/2023 Test y e
fmeunt : SACRAMENTO, CA 95887
PaymentMathod 4l = oag Payment Type ELECTRONIC < SLE
e o5 Memo PHONE =1 319.95
Payment Status o3 Payment Origin FlexPay 5 o
[] Scheduled [] Reversin g wl ¥ $0.00
[ Processed [T Reversed
[ Hold [ cancelled o = 000
] FiHeld ] Rejectad E
Q Search E Username TEST.USER
*
1 Customer Name Testy McTesterson
1 Funding Acct # 987654321

1 Funding Routing # 071000013

i Request Research

3
i Request Hold Allied Hold Need help? Send us a message here




PAYMENT DETAILS / OPTIONS

The Payment Details window also contains the following options:
Request Hold - allows the Admin to put the payment into an Fl Hold status for the Fl to review.
*If a payment is already in FI Hold status, the button will say ‘Release’ instead.
Allied Hold - allows the Admin to put the payment into an Allied Hold status for Allied to review.
Reject - allows the Admin to Reject the Payment.
Admin Assist - allows the Admin to login and view a customer’s BillPay as the customer would see it.

Close - closes the Payment Details window.

allied

Research and Reports

Search Fields o - —~ Fe=
. o5t . s My 0w
e « Payment Details Notes [ 02
o5, 5 2o
baeTpe Goleced .
StartDate. 5 :i Amount $97.64 Confirmation # 9947231 Leave your historical notes here I : :::
Fnépee g 05 Nickname Status Scheduled = 0.0
Cosemartans i PaytoName ATT Date Created 09/03/2023 = ==
Faro Accout 5 s
PayToNeme = Pay to Acct # 123456780009 Date Processed ~ 09/03/2023 iﬂ €000
i - o5/ dmin.tester 09/03/2023 1:10 PM: 0%
o £ i PaytoAddress  PAYMENT CENTER Date Expected  09/03/2023 admin ester 03/03/ 5 =
. SACRAMENTO, CA 95887 Test
Paymentethod | A1 - ‘Wl Payment Type ELECTRONIC I ¥ S
- 5/ Memo PHONE =1 8 s
Payment Status oo Payment Origin FlexPay 5 a .
[ Scheduled [ Reversing WI I ¥ S000
[ Process sed [ Reversed
[ Hold [ cancelled 1 -/ 0%
O Fiold O Rejected H]
ear I Username TEST.USER I
3
' Customer Name Testy McTesterson I
3 Funding Acct # 987654321
i  FundingRouting# 071000013 |
3
Request Research |
— - |

Allied Hold

e

Request Hold
C—

|



REQUEST HOLD / RELEASE HOLD

To place a payment on FI Hold status:

¢ From the Payment Details > Click the Request Hold button.

+ Enter a reason for placing the payment on Fl Hold.

¢ Click Place Hold and close the pop-up. The payment will be placed on FI Hold.

Request Hold

>

X
Place Payment On Hold

Reason

Place Hold

To release a payment from FI Hold status:

>

¢ From the Payment Details > Click the Release button and close the pop-up.

Success!

Payment has successfully been placed on hold.

Close

+ The payment will be released from FI Hold and should transition to a Scheduled status.

X

Success!

Payment has successfully released from hold.




ALLIED HOLD

To place a payment on Allied Hold status:
¢ From the Payment Details > Click the Allied Hold button.
+ Enter a reason for placing the payment on Allied Hold.

¢ Click Place Hold and close the pop-up. The payment will be placed on Allied Hold.

—

Y
Y

P ST

Return to Allied 8
] I 0
| eesan i Success!
| H Payment has successfully been returned to Allied Payment Netwark
i I | |
] ]
¥ ]
I | |
| Place Hold |
1 | |

Close I




REJECT PAYMENT

To reject a payment:

+ From the Payment Details > Open a payment that has not yet been processed.
¢ Click the Reject button.

+ Enter a reason for rejecting the payment.

¢ Click Reject Payment.

¢ Click Yes or No to notify the customer that the payment has been rejected.

¢ Close the pop-up. The payment will be placed in a Rejected status. T x

| Reject Payment

Request Hold Allied Hold ») |
= |
|

W/
"

Reason:

=

Success! i Notify Customer?

Payment has successfully been rejected. ] Would you like to notify the customer of this rejected payment?

€<

E A SR SRR T IR

| Close |




USER MAINTENANCE OVERVIEW

The User Maintenance contains the following Ul elements:

1. Search Users - allows the Admin to filter the Info table by entering information about a Customer / User. If
the checkbox is ticked, the results will only display Admin users.

*A Customer can have multiple Users.

2. Info Table - displays a list including Customer Name, Address, Company, Account Numbers, and Usernames.
The list can be sorted by the Customer Name or Company headers.

3. Add New FI Admin User - allows the Admin to add an FI Admin User, set their limits, and their roles.

allied

Admin Only | @ Fl Admin User 3

uuuuu

thegatebeeper

Zui2




SEARCH USERS

From the Search Users field on the User Maintenance page:
+ Enter the name, address, account #, or username and click the Search icon.
¢ Check the Admin Only box to filter the table to only display Admin Users.

*Admin Users can be identified by the icon of person in a suit displayed to the left of the Customer Name.

allied .

User Maintenance

Search Users: Zuu Q Admin Only ©® F Admin User
Customer Name - Company Account Numbers Users
- Zuul2 333zz2111 thegatekeeper
55 Central Park W, Mew York City, NY 10108
Clortha, Vinz 666099323 crr
3201 Stellhorn Rd, Fort Wayne, IN 46815 Zuul 321654777 !
® Gatekeeper2, The2 123123123 Dana barrett
N 5y Contral Park W New York, NY 10102 Allied 456456555 Zuul
[ —" T ——————————




CUSTOMER PROFILE

From the Info Table > Click on a Customer to expand the Customer Profile. It contains the following details:
Profile Information - displays the Customer’s name, address, email, and company.
Funding Accounts - lists the Customer’s internal accounts.

Modify Defaults - displays the defaults set for the Customer’s Next Check # as well as fee settings. An Admin an edit
these defaults.

Users - displays all Users associated with the Customer, whether or not they are an Admin, and whether they are enabled
or disabled.

Admin Assist - allows the Admin to view the Customer’s BillPay experience.
Edit Limits - allows an Admin to adjust the Customer’s verification threshold, transaction, and daily limits for each product.

*Profile Info and Funding Accounts cannot be edited unless it is the profile of an Admin User.

Soarch Usars: | 2uul [ #emin ony
Customer Name ~ Company Account Numbers Users.
T 2 = Em
e 2 S Kemasar
Gatekeeper2, The2 123123123 Dana.barrett
51 Central Park W, New Yook, NY 10108 Allied 456456555 Fuu
Profile Information Funding Accounts Modify Defaults # Users
First M Last N Mext Check # 5001
irst Name =t Name Hame Routing # Account # Xt Lhec » ® Danabarren Dana Barrett
The2 Gatekeeperl Fee Schedule Falze
Test3 071000013 456456355 i 2
Address 1 Address 2 Waive Standard Fees? R
51 Central Park W Teatd 074000010 123123123 v Zuul The Gatekeaper
City State  Postal Code
MNew York MY 10108
Email Address

supperti@alliedpayment.com

Company

Allied 2 Admin Assist [§ (= Edit Limits



EDIT ADMIN PROFILE INFORMATION

From the Profile Information section of an Admin User:

¢ Click the Edit icon to open the Edit Profile Information pop-up.

+ An Admin can only edit first and last names, address information, email address, and company name of another Admin User.
¢ Click Cancel to forego any changes.

+ Click Save to keep changes to the Profile Information section.

Profile Information P . . .
i Edit Profile Information

First Name Last Name First Mame Laszt Mame
Thea2 Gatekesper e teeas
Address 1 Address 2
51 Central Park W Address Address 2 |
{:H.‘]' [ Poatal Code 51 Central Park ¥
Mew Yok Y 10108

City State Zip Code
Email Address - . _ -
supporti@alliedpayment.com -
Company Email
Allied support@alliedpayment.com

Company (optional) i

Cancel B Save




EDIT ADMIN FUNDING ACCOUNTS

From the Funding Accounts section of an Admin User:

The Admin User can perform the following actions:

+ Edit - an Admin can change the name, routing #, account #, account Type, or owner Type of an existing account.
+ Add Row - adds a row to enter new account info.

+ Delete (trash icon) - deletes the existing account row.

+ Save - confirms changes after editing, adding, or deleting accounts.

Funding Accounts I

Testd

Tesgtd

Edit Funding Accounts

Mame Routing Mo. Account No. Account Type Owner Type

Test3 07100013 456456555 Checking - Persona - ]

Testd 074000010 123123123 Checking T Persona M W

i ECETS T




MODIFY DEFAULTS

From the Modify Defaults section of any Customer:
The Admin User can edit the following defaults:

¢ Next Check #

+ Fee Schedule

+ Waive Standard Fees

Modify Defaults .

Next Check # a0
Waive Standard Fees? |
Modify Defaults
Mext Check # 5001
Fee Schedule -

‘Waive Standard Fees

B Save Cancel I



ADMIN ASSIST / EDIT LIMITS

From the Customer Profile > an Admin can do the following:
¢ Admin Assist - [ogs in to view a Customer's BillPay as the Customer would see it.

+ Edit Limits - allows the Admin to adjust the Customer’s verify, transaction, and daily limits for each product.

@  Gatekeeper2 The2 123123123 Dana.barrett
QI8 5 Corral Park W, New York, NY 10108 Allied 456456555 Zuul
Profile Information 4 Funding Accounts # Modify Defaults # Users
First Name Last Name MNext Check # 5001
Name Routing # Account # ®  [zna barrett Dana Barrett
The2 Gatekeeper2 Fee Schedule False v a
Test3 071000013 — Fees?
Address 1 Address 2 -
51 Central Park W Testd 074000010 123123123 v & Zud The Gatekeeper
city State  Postal Code
Mew York MY 10108
Email Address
supperti@alliedp

Sl 2 Admin Assist —

L
A

Limits e

Default limits in gray. Override limits in black.

ravore +| O Y@ (= Edit Limits

Product Payment Type Verify Limit Transaction Limit Daily Limit
¢
FlexPay Electronic 2 B
']
FlexPay Paper |
PicPay Electronic
PicPay Paper
FZpP Electronic
AZA Credit 2
A2A Debit 200 5000 5000 E
ACH Electronic 000 5000 000
Payral Electronic
Payral Paper



From the Users section of the Customer Profile:

An Admin can see a list of Users associated with the Customer profile. The following information is displayed:

*

*

*

L2

Enabled/Disabled Indicator - a check mark signifies the User is enabled; an X signifies the User is disabled.
Admin Icon - signifies that a User has Admin access.
Username - displays the Username.

Full Name - displays the full name of the User.

Gatekeeper2, Tha2 123123123 Dana.barrett

51 Central Park W, New York, NY

Profile Information us ers

First Name Last

Tha2 Gat

Address 1 vy ; Dana barrett Dana Barrett
51 Central Park W

City State

Mew York MY

Email Address ®  Fyul The Gatekeeper
suppert@alliedpayment.com f i Fe
Company

Allied 5 Admin Assist |l S Edit Limits




USER ROLES & OPTIONS

From the Users section of the Customer Profile > Clicking on a User opens a User Details pop-up with the following:

User Information - displays the User’s Full Name, Username, Email Address, and Phone Number. Additionally, it displays
whether a specific Phone is allowed to receive Text messages.

Roles - displays columns of checkboxes signifying which products and roles the User has access to.

Edit - allows an Admin User to Edit and Save User Information, Add Phone #, as well as grant or remove Roles.

Disable User - allows an Admin User to Disable the User.

Lock/Unlock User - allows an Admin User to put a Lock on the User. A User will be unable to log while their profile is locked.

Admin Assist - logs in to view a Customer’s BillPay as the Customer would see it.

Reset Password - allows an Admin User to reset the User’s password for security purposes.

Full Name
Username

Email Address

Mame

Test

Edit

User Information

Phone Numbers

Vinz Clortho

Keymaster

support@alliedpayment.com

Number Allow Texts?
(260) 206-3493 True

Admin Assist Reset Password

FI Admin Roles

FI Admin
Manage Payments
Manage PortalPay
Admin Assist
Holds
Reports
User Maintenance

Admin Maintenance

Roles

Product Roles
Pay Bills

EBilling

Vault

Pay A Person (P2P)

Transfer Between Accounts (A2A)
External Transfers (ACH)
External Transfter (P2F)

Payroll

Crypto

Business Billpay Roles
Base
Supervisor
Payees
Authorize Payments
Modify Payments
Manage User Rights
Modify Preferences
Draft Payments
self Authorize Payments

View Payments

X




EDIT USER INFORMATION & ROLES

From the User Details pop-up > Click the Edit button to edit the following:

Add Phone # - adds another row to the Phone # list with a name, number, and a check box to indicate whether the number is
allowed to receive Text messages.

Roles - checked boxes assigns the roles and products to the User, giving them access.

*An Admin user can only change the User Information of other Admin users but can modify the roles of any User.

- X
User Information Roles
Fl Admin Roles Product Roles
Full Mame Dana Barratt
Fl Admin Pay Bills
Username Dana.barrett
. . Manage Payments Vault
Email Address support@allidpavineant.com —
. X
User Information Roles
First Name v Fl Admin Roles Product Roles Business Billpay Roles
Fl Admin Pay Bills Base
Last Name Clortho
Manage Payments EBilling Supervisor
Username Keymaster
Manage PortalPay Vault Payees
Email Address support@alliedpayment.com
Admin Assist Pay A Person (P2P) Authorize Payments
Phone Numbers Holds Transfer Between Accounts (AZA) Modify Payments
Name Number Allow Texts? Reports External Transfers (ACH) Manage User Rights
Test (260) 206-3493 .m User Maintenance External Transfter (P2P) Modify Preferences
Admin Maintenance Payroll Draft Payments
Crypto Self Authorize Payments
View Payments




DISABLE USER

From the Customer Profile or the User Details:

Disable User - clicking the check mark or the Disable User button allows an Admin to disable a User
and they cannot be re-enabled.

v B Danabarreit Dana Barrett Disable User
.
> Are you sure you want to disable this user? l
........................................... |
Disable User FRIEIIEEXITEEEITIETIEL .
.
.
.
.
N ' X
User Information £ Roles
.
.
Full Name Dana Barrett _:- Fl Admin Roles _ Product Roles
Username
Email Address ><
| Confirmation Required
unzs (A24)
Name i
Test

Are you sure you want to disable this user Dana.barrett? ‘

‘

.
W ®  [ana barrett Dana Barrett



LOCK / UNLOCK USER

From the User Details:

Lock / Unlock User - clicking the Lock User button allows an Admin to lock a User and they cannot login until they are
unlocked.

Confirmation Required

Are you sure you want to lock this user Dana.barrett?




RESET PASSWORD

From the User Details:

Reset Password - clicking the Reset Password button initiates a password reset for the User.
The system will send a temporary password to the User's email address.

Reset Password eececcccceccrccsccnce

Reset Password Confirmation

Are yOU SUre You Want to reset the password for Dana.barremt?

.
®cccccccccccccccccccsssscnse

Reset Password

Success x

A temporary password has been sent to the user's email address
on file {**pport@alliedpayment.com).




