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Skedupay Setup

Billing Models

You can opt to use either Contact or Account level billing in skedupay if you process payments for
other businesses and organisations, or you can use the standard Account and Contact level billing
accounts simultaneously. If you use contact billing, one billing account is created for every contact.
This is automated and will occur whenever a contact is created.

If you use Account level billing the automatic creation of billing accounts is switched off for contacts.
When you mark a contact as being the main billing contact for an account, a company level billing
account is created.

If you use both Account and Contact level billing, billing accounts are automatically created for every
contact. In addition when you mark a contact as the main contact for the account, the billing
account is then created for the Company.

These methods of billing are controlled by custom settings an administrator with access to the
Ezidebit Settings view is able to change this. The table below shows the settings to use for each
method of billing.

Billing Setting Functionality
Account Type
Enable Enable Contact Description
Account Billing Account
Level Billing Creation
Account Level Y When this is chosen as the sole method of
Billing billing account Creation, no accounts will be

automatically created. You must check the
Main Contact flag on the Contact record who
you would like as the main billing contact for
the account. This then creates the Company
Billing Account and sets the contact up as the
main contact.

Contact Level Y When contact level billing is set the system
Billing automatically creates a billing account when
it is created. In addition if a record is
changed, and you click the Create Individual
Account flag, an individual level account will
be created, as long as the contact does not
already have an individual account. This may
not seem necesay, but if you change from
Account level billing to contact level billing,
you may need the mechanism to create
individual billing accounts.
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Both Contact |y Y In this method of Billing account Creation, the
and Account two methods above are combined. Contact
Billing level billing accounts are created when a

record is created. Account level billing
accounts are created when someone is
marked as the main contact for an account.

Billing Accounts

When you create a contact or mark it as the main contact for an account, the billing account is
automatically created for you. This just sets the account up in Salesforce. Everything to do with that
customer’s payments will be linked back through that billing account.

Create Customer Account in Ezidebit (Required only for Payment Plans)
You only need to set the customer up in Ezidebit if you want to create a payment plan. For one off
payments, there is no need to set the customer up.

There are 2 main ways to create a customer in Ezidebit.

1. Paper based Direct Debit Authority and create the customer directly
2. Electronic DDR (eddr) emailed to the customer.

Customer Indicator
There is an indicator on the billing account that identifies whether the customer is correctly set up in
Ezidebit. This is a traffic light with the following meanings

e Red: The Billing Account has not been sent to Ezidebit.

e Amber: The customer has been sent to Ezidebit, but no Ezidebit Id is on file for them (This is
retrieved on demand or through an overnight batch).

e Green: The customer is set up in Ezidebit and ready to go.

BILLING ACCOUNT

Martin Cupcakes - 00000691

Account Type Account Balance Contact Responsible Setup Indicator

Company $11,000.00 Shelly Martin m

Paper based Direct Debit Authority.

In this method, you must have a signed direct debit authority in your possession. If not you must
use the Electronic Direct Debit Authority.

1. Obtain a signed Direct Debit Authority.
2. Navigate to the Billing Account record.
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You will need to fill out the Ezidebit fields although most will be defaulted for you and you can
choose to accept the defaults is they are suitable. The billing address is taken directly from the
contact mailing address. If your company uses the Other Address fields on the contact for billing,
uncheck the “Use Contact Mailing Address” and the Other Address fields will be used instead.

[(3 Martin Cupcakes - 00000691

Address Line 1

Use Contact Mailing Address

200 Franklin 5t v
Address Line 2 Postcode
5000
Suburb State
Adelaide SA

Vv Ezi Debit Fields

rEzid?:i‘. Display Mame Ezidebit Start Date A
Martin Cupcakes 12/27/2016
Ezidebit DDR Address Ezidebit Expiry Notification
Online Direct Debit Form NO
Email Ezidebit Failure Notification
hughwheeler@gmail.com NO
Mobile Number Ezidebit Payment Reminders
0424050945 NO s
o

Direct Debit Authority Held

Direct Debit Authority Held

Ezidebit DDR Sent Date Time

Internal Reference #

Martin Cupcakes - 00000691

Ezidebit Customer Referance

363245

Do not fill out the fields under the section Ezidebit System Fields (Direct debit held, Internal
Reference or Ezidebit reference). These will be filled out when you send the record to Ezidebit.
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[23 Martin Cupcakes - 00000691

Address Line 1

200 Franklin 5t

Address Line 2

Suburb
Adelaide

v Ezi Debit Fields

Ezidebit Display Name

Martin Cupcakes

Ezidebit DDR Address

Online Direct Debit Form

Emai

hughwheeler@gmail.com

Maobile Number

Use Contact Mailing Address

'

Postcode

5000

State

SA

Ezidebit Start Date
12/27/2016

Ezidebit Expiry Notification
NO

Ezidebit Failure Motification

NO

Ezidebit Payment Reminders

04240350945 NO ]
Direct Debit Authority Held Internal Reference #
Direct Debit Authority Held Martin Cupcakes - 00000691
Ezidebit DDR Sent Date Time Ezidebit Customer Reference
3632435
Created By
9 Hugh Wheeler, 12/27 /2016 1.39 PM
Last Modified By
9 Hugh Wheeler, 12/30/2016 10:00 AM
Now we have filled out the required information, click the Create in Ezidebit button.
This will ask if you have a direct debit on file.
If you have a direct debit, answer yes, and the customer’s details will be sent straight over to
Ezidebit. And you will be navigated back to the billing account
p— t
EEE 5<ed¢jaj‘ Light-ji-jg Home  Dashboards s Chatter  Accounts ~  Contacts s  Billing Accounts ~  Opportunities s Products s~  More w

Create new Ezidebit customer.

15 A DIRECT DEBIT AUTHORITE HELD FOR THE CUSTOMER ALREADY.

Customer

Do you already have a Direct Debit Authority for this customer. If you do, answer yes. If not

answer no and an electronic version of the Direct Debit Authority will be emailed to the customer,

prefilled with their details. Once this is returned they will be set up in the system.

®lyes

No

Create Customer Return to Billing Account

You will notice when it is successfully processed the Billing account record will now contain the
eziDebit customer reference. You may need to refresh the screen to see the value.
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Mobile Number Ezidebit Payment Reminders
0424050945 NO s
Direct Debit Authority Held Internal Reference #
Direct Debit Authority Held Martin Cupcakes - 00000691
Ezidehit DOR Sent Date Time Ezidebit Customer Referance
363245
Created By

e Hugh Wheeler, 12/27/2016 1:39 PM

Last Modified By

Electronic Direct Debit Form

If you need an electronic DDR then choose no on the Direct Debit Held question

skedipay Search Salesforce -y

H skedupay Lightning Home  Dashboards s  Applauncher Chatter Accounts w  Contacts s  Biling Accounts v  Opportunities v  Products »  More w
B g g

Create new Ezidebit customer. SendEmail | Return to Billing Account
IS A DIRECT DEBIT AUTHORITE HELD FOR THE CUSTOMER ALREADY.

Customer

Do you already have a Direct Debit Authority for this customer. If you do, answer yes. If not
answer no and an electronic varsior Direct Debit Authority will be emailed to the customer,

prefilled with their details. Once this is returned they will be set up in the system.
Yes

®lnNo

skedupay will send an email with the Electronic Direct Debit Request (EDDR) to the customer.

The email template should be customised for your business. A sample is shown below

Dear Janet,

In order to finalise your enrolment, could you please complete the online
Direct Debit Request form.

Click on the link below and provide the details requested.

Online Direct Debit Form

Regards,
Adelaide West K-12 School

The client clicks the online direct debit link and sees a screen similar to the one below:
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Cloud Masons Pty. Ltd. Direct Debit Request

Yo ang aboil B0 create o Dinect Debit Reopues | for Cloud Masone Pl Ll

Customer Details

Flaasa ainbier oo Chefad | 5., [ ] et n Bred refenesmsdr miamnisss g widd™ B0 o
Yiour Redsrsnes

17 ] Tt oS

Firct Mame * Lact Mame *
o e
Sl ¢ fobille Mo
Addrecc Lins 1 * Addrece Line 2
 Hirgg Willam 52
Juburh * Biis - Focizods
A b A L Eiii]
Debit Arangemant
Dbt Aurrangemsnt 3faimmeant

A 52 2o PETy e B Chadd Lo e | el el O R0y R | Py e e vy
oMb @O Count, 25 S Taad Ded oo, 2 inberials and amounts a5 dinecied by
Cloud Masors Poy Lid. a5 per the Temns and Condions. of e Cloud Masons. Py
Lol agreamet 2 5D Souent SOneements

Feac /! Chargec

Orea Trma Sabup Fas 220 VisaMasteand 2%
Bark Account 1.0 dumazod T rass 4.4%
Oplicral ShES Famincer B Paypar D R P b=l n)

Payment Method

Fleasa chedGe & masdnod of papmsd
Trpe

Bank: Accaanl L

[Eank Code | BAE © et Humber

Payments will appsear on your stabement 25 CLOUDMASTNEFTYLT

1 e aufnon se Ezidebit Pry Lid ACK 096 902 813 (User 1D Mo 165569] to debill mylour ccount 2t the Financial Inst tulion |dentfed above though the Bulk Electronic Cleaing
System [BECE] in accondance with Be Debit Arangement siabed abowe and this Dinsct Debit Reouest and a5 per e E2idekit DDR Service Agresment (Ver 1.5] prowi ced

Service Agreement

Wi Peieivg Qi Se E21Geid Py Lid AT 0985 902 213 fDinect Danit Uks o 1D mismbe 1655969, 300000, 2012303, 234040, 22072, 422198) e resmed i 25 -
"E2iciehil”] b0 maka paiodic dabilts on bahalf of e Business” o indcabed on e afached Dinect Debit Reguest hansin efemad o 25 T Business™).

Wi acknowladge ol Ezidehil is 2cling &5 a Dinect Debit Agent for the Business and that Ezidebit does Mol provide oy goods of Sanvices joliner han B dinect debit
collacion Services b mahs for e Business purs uant b e Dinect Debit Reguest and this DDR Sardce Ageament] and has no expess of implied liability in egands
10 e QOO and Services proviced by e Business or B bems. and condBons of any agneemant inat bwe have with e Business.

s

e B0 e Remrs 2 Coredi s of Tl Dineact Dbt Retasst 2 Sarvicd Aygnessmeant *

When the customer hits submit they will be set up in Ezidebit.
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Skedupay will then check periodically to see if they have been set up in Ezidebit. You will be know
they are set up when the ezidebit reference is populated on the billing account.

Ezidebit Portal

The Ezidebit portal gives you a picture of what payments have been made and which customers

have been set up.

% CLIUCUIL,

(MR- & PAYERS € PAYMENTS

Cloud Masons Pty. Ltd. (100-386-620)

B REPORTS

) RESOURCES

£ ADMIN LOGOUT

Dashboard Refer a Friend

For Action

A Failed Payments @

Action Iltems @

Mo failed payments m 5 payers require attention
Account Overview

$¥ Recent Settlements ® & Payments Yet to be Settled * Q@

01/03/2016 $650.00 deposited (27/02 to 01/03) Mo payments yet to be settled

12/04/2016 55,867.45 deposited (02/03 to 12/04)

0171172016 $5.50 deposited (13/04 to 01/11)

* Settiement amountz are estimates only
$ Processed Payments (7) m ™ Scheduled Payments (%) m

fiter by payment channel filter
52,900

53,30 -
51,740 -
SAmount

51,180

550 |

o - rs

My Ja i g Sep o

Payer Overview

=

$Amount

@ wm 7 2m am @

Week commencing

Y+ Payers Added ()

3 Payer Status Summary current total 21

1 new payers added today

When you look at the detail view of a payer in Ezidebit you see this screen. Notice at the top there is
a small note in yellow “Hold — Awaiting Bank Details”, and the Account type in red shows “NO
ACCOUNT”. This is informing you that the customer has been set up but there are currently no bank

details on file.
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Janet Warner

Ezidebit Payer ID: 203-852-677 Hold - Awaiting Bank Account details

PAYER DETAILS

Client Contract Ref
AA1144A5TBBAGS1CABGOASSCEYASS869

Address Email
1 King William 8t L
Adelaide 8A 5000

Last update: 08/11/2015 4:26PM

Payment Arrangement

Arrangement type ON DEMAND Payment Plan

Account type NOACCOUNT Frequency

Dishonour Action  Dishonour with no action  Duration

Payment Details

PAYMENT SCHEDULE

Delete Debit Date * Status

Card Setup

MNone

PAYMENT STATISTICS
PENDING SUCCESSFUL

TOTAL PENDING TOTAL PAID

Mobile

SMS payment reminders

Payment History

PAYMENTS

Total Payments

FAILED

TOTAL FAILED

Everything to do with credit card details in the implementation of Ezidebit is fully PCI Compliant.

If the customer uses the EDDR form then they have the option of providing Credit Card Details. The

form they are given is a PCl Compliant form.

If they do not provide Card or account details, or the customer is set up using the Paper Based
customer create, we will need to capture those details.

Edit Bank Account or Card Details

Important Note for PCI Compliance: When you are updating a card that has expired, or setting
up a credit card for the first time, you need to ensure that your internal process for this is PCI
Compliant, such as turning off phone recording functionality when receiving the card details from
the customer, and not physically recording the card details. It is your responsibility to ensure this
process complies and that your staff are adequately trained.

To add card details we need to Navigate to the Billing Account and select the Edit Bank or Card
Details button. Note you will only be able to amend a customers credit card/bank account details
when they have been set up already. The traffic light indicator must show green.

Copyright© 2020 Cloud Masons Pty Ltd.
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311 ckedupay | Home Dasnboarts v Applauncner Accounts v Contacts v BilingAccounts v Opporunities v Products v Ieice Headers v PaymentPlans v PaymemtsRecehed v Morew

BILLING ACCOUNT

=4 Smith Anne - 00000688 F Folow | Nowload | CrostoCpporumty | ¥
Account Type Aceaunt Balance _ New Cont
Indiviua $10,000.00 Anne Smitt o
RELATED DETAILS ACTIVITY
Account @ e @ Log a Call
This opens the Ezidebit account Widget.
skedupay Search Salesforce
EEE 5(ec|,J-;-a).' Light‘jiqg Home Dashboards ~  Applauncher  Chatter Accounts »  Contacts »  BillingAccounts ~  Opportunities »  Products v  More v
Add Bank/Card Details Return To Billing Account

THIS PAGE PRESENTS A PCI COMPLIANT FORM, ALLOWING YOU TO ENTER THE BANK ACCOUNT/CREDIT CARD DETAILS FOR DIRECT DEBIT CUSTOMERS

Credit Card/Bank Details

Account Details
Payment Method
Bank Account

BSB
000-000

AccountNumber
XX0

AccountHolderName
UNKNOWN

Click on the edit account button to enter the customer’s credit card details.

skedupay Search Salesforce !

skedupay Lightning Home Dashboards ~  Applauncher Chafter Accounts s  Contacts w  Billing Accounts ~  Opportunities ~  Products ~  More w

Add Bank/Card Details Return To Billing Account
THIS PAGE PRESENTS A PCI COMPLIANT FORM, ALLOWING YOU TO ENTER THE BANK ACCOUNT/CREDIT CARD DETALLS FOR DIRECT DEBIT CUSTOMERS.

Credit Card/Bank Details

Edit Account Details
Payment Method
Credit Card @ Bank Account

BSB
000000

Account Number

Leave blank for ne change

Account Holder Name
UNKNOWN

Update

Amend the customers card/account details and then click update. This will save the details. You can
then click the Blue button called Return To Billing Account to navigate back to the Billing Account’s
record page.

In the Ezidebit portal we can now see the record set up with a credit card.
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Payer Profile

Anne Smith

Ezidebit Payer ID: 203-975-842 Active

PAYER DETAILS

Client Contract Ref  SMITH ANNE - 00000688

Address
3 Craigwood Drive
Belair SA 5052

Last update: 27/12/2018 3:.01PM
Show update history
Show comments

(=) Print Change Form

PAYMENT STATISTIC S

PENDING

TOTAL PENDING

$833.33

SUCCESSFUL FAILED

TOTAL PAID TOTAL FAILED

Payment Arrangement
Arrangementtype ON DEMAND Payment Plan None SMS payment reminders OFF
Account type Credit Card Frequency - SMS expired credit card reminders OFF
Dishonour Action  Dishonour with no action  Duration Until further notice
Payment Details Payment History
PAYMENT SCHEDULE PAYMENTS
New Search
Delete Debit Date Slalus® Amount Date Processed Scheduled Amount
Type - Amount Settlement Date Cleared
Mon. 02/01/2017 SCHEDULED $833.33 )
“DDC 301220116 $833.33
Mon. 02/01/2017 SCHEDULED $83333
Total Payments $833.33
= Email History (&) Print Report || [H Exportto CSV

Get Ezidebit Id

If you send out an Electronic Direct Debit Request (EDDR) you may want to check from time to time
if the form has been completed. There is an automated process that checks for completed forms,
but the Get Ezidebit Id button will also allow you to check immediately if the customer is set up. You
will also notice the traffic light indicator in the screenshot below shows yellow. This indicates an
Electronic Direct Debit Request (EDDR) email has been sent, but we do not yet have the Ezidebit
customer reference.

Get Ezidebit Id button is particularly useful if you are going through the account set up with the
customer on the phone. You can email them the Electronic Direct Debit Request (EDDR) form, guide
them through filling it out and retrieve the Ezidebit customer reference when they are finished so
that you can continue the process.

Navigate to the Billing account and click on the Get Ezidebit Id button.

3% skedupay Home Dashbeards v Applauncher Accounts v Contacts v Biling Accounts ~  Opportuniies v Products ~  Invoice Headers v Payment Plans v Payments Received v More w
BILLING ACCOUNT
B Charlton Eddie - 00000694 + Follow Newlead  Create Opportunity W
Account Type Account Balance Contact Responsible New tact
Indiviauas $0.00 Eadie Chariton .
RELATED DETAILS ACTIVITY
rd Detail
Account @ e @ Log s Call
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Click confirm to proceed

skedupay Search Salesforce H
EEE g(ecIJ:‘ay Light ‘Tiﬂg Home Dashboards s App Launcher  Chafter  Accounts s Contacts v Billing Accounts  « Opportunities s Products w More w
Retrieve Ezidebit Customer Details Confirm | Return to Billing Account
Pleasa confirm that you wish to retrieva this customers details from Ezidebit. This will populate the Ezidebit Customer Id for this billing account
The Ezidebit customer reference will be returned.
EEE skedu pay Home Dashboards App Launcher Accounts v Contacts v Billing Accounts Opportunities Products v Invoice Headers v

D Charlton Eddie - 00000694

Address Line 1 @ Use Contact Mailing Address L ]
200 Wakefield St L
AddressLine2 @ Postcode @
5000
Suburb @ State @
Adelaide SA

v Ezi Debit Fields

Ezidebit Display Name : ] Ezidebit Start Date @

Charlton Eddie 12/27/2016

Ezidebit DDR Address @ Ezidebit Expiry Notification @

Online Direct Debit Form NO

Email @ Ezidebit Failure Notification @

hughwheeler@gmail.com NO

Mobile Number @ Ezidebit Payment Reminders : ]

D424050945 NO 4
Direct Debit Authority Held @ Internal Reference # @

Ezidebit Electronic Direct Debit Charlton Eddie - 00000694

Ezidebit DDR Sent Date Time @ Ezidebit Customer Referance @
12/31/2016 8:12 AM 325566

The indicator for this customer will then also turn green. If the indicator doesn’t immediately turn
green, you may need to refresh the screen to check.

EEE 5<eclJ::-ay' Home Dashboards App Launcher Accounts v Contacts ~

BILLING ACCOUNT

=4 Charlton Eddie - 00000694

Account Type Account Balance Contact Responsible Setup Indicator

Individual 50.00 Eddie Charlton OOC)
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Update details in Ezidebit

Occasionally you will need to update the Ezidebit details for a customer so that the two systems
remain in synch. You will need to ensure that changes such as mobile numbers, address details or
notification flags are sent across to ezidebit whenever they are updated in skedupay.

The customer must be set up (their traffic must be green) before you can send an update. Once you
have made the changes to the skedupay records, you can send those details across to ezidebit by
clicking on the Edit Customer Details button (on the Billing Account Record View).

pay Home Dashboards v  Applauncher Accounts v Confacts v Biling Accounts v Opportunities v Products v  Invoice Headers v PaymentPlans v PaymentsReceived v  More w

BILLING ACCOUNT

Charlton Eddie - 00000694 + Fobow || tewlood | Crectm Opportanty |
Account Type Account Balance Contact Responsible Ne u
Individual $0.00 Eddie Chariton .
Edit
RELATED DETAILS ACTIVITY
Account @ Log a Call Got Exidobit Id
-
skedUpay Search Salesforce y
EE skedupay Lightning Home Dashboards s  Applauncher Chatter Accounts v  Contacts v  BilingAccounts s  Opportunities ~  Products ~ More w
g Update Ezidebit Customer Confirm  Return to Billing Account
Confirm that you would like to send an amended set of customer details to Ezidebit. Othenwise return to the Billing Account.

These changes are then reflected immediately in the Payer Profile in Ezidebit.

Payer Profile

Eddie Charlton
Ezidebit Payer ID: 203-978-205  Active

PAYER DETAILS PAYMENT STATISTICS

PENDING SUCCESSFUL FAILED
Client Contract Ref CHARLTON EDDIE - 00000694 . . .

ddress Email Mobile o
200 Wakefield St hughwheeler@smail. com 51424050045 TOTAL PENDING TOTAL PAID TOTAL FAILED
Adelaide SA 5000 - - -

Lost update: 34/12/2018 0:34AM p——
Show update history () Print Change For
Show comments

Payment Arrangement
Arrangement type  ON DEMAND Payment Plan None SMS payment reminders OFF
Account type Bank Account Frequency
Dishonour Action  Dishonour with no action  Duration Until further notice
Payment Details Payment History
PAYMENT SCHEDULE PAYMENTS

Delete Debit Date * Suluso Amount AllPayments, last 7 days, last 30 days ﬁ

Date Processed Scheduled Amount

Type - Amount  Settlement Date Cleared

Total Payments.
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Account Level Billing
The main difference between customer level billing and account level billing is that customer level
accounts are not automatically created.

To use company level accounts you need to turn on the functionality in the Ezidebit settings.

To create an account you navigate to the contact responsible for the billing account, then click the
Main Billing flag. This will create the company level Billing Account for the Salesforce Account that
the contact is related to.

If you are dealing with a Company Account, the billing address will be taken from the Salesforce
Account record to which the billing account belongs. The account has a billing address and this is
what is used.

skedupay Home Dashboards v  Applauncher Accounts v  Contacts v  BilingAccounts v  Opportunities v  Products v Invoice Headers v PaymentPlans ¥  Payments Received v
Mr. Steve Davis +F Che
RELATED DETAILS ACTIVITY CHATTER
Contact Ow e Phona
Email
0 ugh Wheele (042) 405-0945
Name ome Phone
T
Mr. Steve Davis s (042) 405-0945
Chalk 042) 405-0945
Filter Timeline v c
o o
(042) 405-0945 Next Steps
. No next steps. To get things moving, add a task or set up a meeting
Past Activity
Birthdat il
ghwheeler@gmail corr
- No past activity. Past mestings and tasks marked as done show up here

The Billing account is now visible against the contact. You will notice that this has an account type
of Company.

!:3 skedupay Home Dashboards v  Applauncher Accounts v  Contacts v  BilingAccounts v  Opportunities v  Products v Invoice Headers v  PaymentPlans v  PaymentsReceived v More w

Mr. Steve Davis + Follow SendEmall | Edt | Change Owner

No next steps. To get things moving, add a task or set up a meeting

Past Activity

Billing Accounts (2) New
BILLING ACCOUNT # ACCOUNT TYPE /ACCOUNT CODE ACCOUNT NAME No past activity. Past meetings and tasks marked as done show up here.
Individual 00000692 Davis Steve - Individual v
Company 00000693 Charlton Chalk v I
Opportunities (0) New
Invoice Headers (2) New
NVOICE HEADER # BILLING ACCOUNT NVOICE TOTAL (INC GST) LINE ITEM TOTAL
Invoice - 00000417 Billing Account - 00000693 $8,800.00 $8,800.00 v
Invoice - 00000416 Billing Account - 00000692 $9,900.00 $9,500.00 v

Importantly there is only ever one owner of a Company level account. When another person takes
over the account, you just need to ensure the Main Billing flag is checked on the new contact and
the Company Level Billing Account will be re-assigned to them.
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Opportunities

From the opportunities screen you can create an invoice directly for an opportunity.

Create Invoice from Opportunity
Click on the create invoice button.

3% skedupay Home  DasnDOATs v ACCOUNMS v Contacts v BilingAccounts v | Opportunities v ImoiceHeaders v PaymentPlans v Payments Received v EZioebitSettings
OPRORTUNITY
100 Apple Peelers Clone | ChangsOwner W
Account Name Close Date Amaunt Submit for A
1172312016 55,000,00
! Edn
Delet
Croat
ACTIVITY DETAILS
Py
SKe0pay Search Salesforce N
HH 5<ec|,_1:‘ay Lightning Home Dashboards w  Applauncher  Chatter  Accounts v Contacts Billing Accounts Opportunities Products s More w
sas 5 5
Create Invoice Confirmation Confirm Return to Opportunity

PLEASE CONFIRM THAT YOU WISH TO CREATE A NEW INVOICE

An invoice will then be created for the same value as the opportunity and the invoice items will
reflect the opportunity line items.

31 skedupay Home Dashocards v  Accounts v Contacts v BilingAccounts ~  Opportunities v Invoice Headers v PaymentPlans ~  Payments Received v  Ezidebit Settings
D Mole Morris - Individual Edit  Clone | Delste W
ce Header # First Name @
Invoice - 50000138 Vieris Fitter Timeline v ¢
Next Steps
Contact @ Last Name @
Morris Mole Mole N
No next steps, To get things moving, add a task o set up a meeting
Billing Account @ Mabile Number @ Past Activity
[ Billing Account - 00000042 x 0424050945
No past activity. Past meetings and tasks marked as done show up here
Payment Status @ Email @
New - nughwheeler@gmall com
Opportunity @ ayment Date @
100 Apple Peelers L]
Order @
Searcl ders

e @

Involce - 00000138

Payme:

v Invoice Amounts

Line Item Total @ Deposit Amount @
$5,000.00 |

Total Deposit Amount @

5$5,000.00

v Ezidebit Details

cance m

From the invoice you can set a deposit amount. This will be the amount that is payable on the
payment plan’s deposit date. It will be created as payment zero and all other payments created
from the deposit date.
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Invoicing
Invoices are created from Opportunities. They will use the opportunity products to create Invoice
items. The invoice is then used to arrange payment by either:

1. One off payment — the entire invoice amount is paid in one lump sum.
2. Payment plan —the amount is paid through a series of regular payments until the amount is
discharged.

Ezidebit Payment
To arrange payment for an invoice, navigate to the invoice and select one of the payment processing
buttons available.

3% skedupay Home Dashboards w  Applauncher Accounts v  Contacts v  Biling Accounts v Opportunities v Products v Invoice Headers w  PaymentPlans v PaymentsReceived v  More w
INVOICE HEADER
Charlton Chalk + Follow

Invoice Total (inc GST) Mobile Number Billing Account Opportunity Account Balance Status

58,800.00 0424050945 Billing Account - 00000693 Charlton Chalk Health and Safety 50.00 Draft

DETAILS PAY NOW EMAIL INVOICE RELATED PAYMENT ERRORS CASES

V' Account Details and Totals

All

Identifier First Name

The process payment button gives you several options.

e Send Payment Email to Customer — this sends the customer a link in an email. When they
click the link it enables them to pay through an Ezidebit PClI Compliant form

e Process Payment —is used to take payment with a credit card

e Create payment plan — enables you to set up Monthly, Fortnightly, Weekly, Quarterly, Semi
Annual and Annual Payments

Send invoice by email
Choose the Send Payment Email to Customer button and click continue.

skiedupay Search Salesforce )

EEE (.ge\:l_\‘ja:- Lighjﬂi-'\g Home  Dashboards s  Applauncher Chatter Accounts s~  Contacts s  Billing Accounts s  Opportunities s~  Products s~  More w

Send Invoice Payment Email Confirm  Return to Invoice

Please click the confirm button to proceed and email the payment link to the customer.

The confirmation message above is displayed and the customer will then receive an email with a link
to Pay Online.

Dear Janet,

We have prepared your recent invoice, and to pay it online, please follow
the link below. Alternatively you can call us on xocx to make payment

Click on the link below and enter your payment details
Pay Online

Regards
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When the customer clicks on the email link, they will see the following online payment form.

Cloud Masons Pty. Ltd. Online Payment VISA

R
Do cue. [EERESS

KR o B

“fou are about to make a payment to Cloud Masons Pty. Ltd.. Please provide your personal and payment details to proceed

Your Details

Type
Business

First Name: Last Name
Gertrude Gerbil

Company Name *

Omni

Email Mobile

- tenzesins 24 iy -

Payment Details

Billilnvoice Reference *

Invoice - DDDD0121

Amount *
5000.01 AUD

beaauiaials
Card Number * Expiry Date *

M . vy
Name on Card * CCv*

Ent What is this?
Vo willl b 2sked to confirm thess payment detalls,

| prces |
ezidebit,

They can then enter the payment details and continue and click proceed. This form is fully PCI
Compliant.

Process Payment (One off Payment)
This can be used to take payments over the phone, or in person. Choose the Process Payment
Button from the invoice screen to show the one off payment screen.

1% skedupa Home Dasnboars v Accounts v Contacts v GilingAccounts v Opportunities v Invaice Headers v PaymentPians v PaymentsRecsives v EzidenitSemings
NVOICE HEADER
Gerbil Gertrude - Individual Edt | Clene | Delole W
RELATED DETAILS ACTIVITY
co Haader # First Mame .
voice - 0000121 O Filter Timeline v
Next Steps
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; OFF PAYMENT
This page allows you to bill the whole amount up front to the customers chosen credit card.

Pay Now
https://soademo.ezi.global | NEW-DEMO
Cleud Masons Online Payment D o
P o
) Make Payment @ Confirmation () Payment Complete
“You are about to make a payment to Cloud Masons. Please provide your personal and payment details to proceed
Your Details
Type
ndividus v
First Name * Last Name *
Russell Grizwold
Company Name
Email Mobile
hughwheeler@gmai.com pusialia (481) ¥ 51424060045
Payment Details

Fill out the details in the form, and press the proceed button to continue. Once the form is complete
and the payment has been made, there are two options at the top of the view.

Mark as Pald Return to Invalce

o Mark as paid - When the payment is successful this will mark the payment requested flag on
the invoice to prevent a user requesting payment for this invoice a second time.

e Return to Invoice - should be used where the payment is unsuccessful, or the customer
changes their mind. This will navigate you back to the invoice.

Create Payment Plan

The final option available allows you to set your customer up with a payment plan, spreading the
invoice amount out over a number of regular payments. Use the Create Payment Plan button shown
below.

Mome Dasshboards Applauncher  Accounts v Contacts v BllngAccounts ¥ Opportunltes v Products v ImokeHeaders v PaymentPlans \  PaymentsRecelved v EsldebltSeffings  PaymentErors % Reporis v IwoleeBiems v Plan Payments

» ADER
Charlton Chalk + roio eal Process pyment | w

DETALS

PAYMENT ERRORS casEs ACTIVIT

~ Account Details and Totals

This will display a form asking what frequency, number of payments, start date and what status you
would like to create the payment plan in.

Note: if you create a payment plan in a status of Active, payments will immediately start flowing
through. Itis always best to leave it as creating, then when you are sure the payment plan reflects
the agreement with the customer, then activate the plan.
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skiedupay Search Salesforce

EEE skedu Day Light1ng Home Dashboards s  AppLauncher  Chatter Accounts w  Contacts ~ Billing Accounts s

Opportunities s

Products ~  More w

APPLY PAYMENT PLAN
Choose the Payment plan details to apply to the invoice.

Create Payment Plans eturn 1o Invaice

p— -
Plan Details
Fraquency

Select

Number of Payments

Start Date

2/2/2018

Status

Creating

When you click the create payment plan button, it will

1.
2.

Create the payment plan.
Create the individual payments based on the number of payments and
selected.

3. Navigate the user to the newly created plan.

1T

frequency you

232 skedupay Homs Dashboards v  Applsuncher Accounts ™  Contacts »  BllingAccounts “  Opportunites »  Products % ImwolceHeaders ™ PaymentPlans % PaymentsRecelved v §
PAYMENT PLAN
Pay Plan - 00000482

Blilng Account gliilng Account Mame nvolce Base Amount Amount Remalning Status

Bllling Account - 00000653 Charlton Chalk $8,800.00 58,800.00 Creating

RELATED DETAILS
E Plan Payments (6+) New
PAYMENT = DUE DATE INSTALLMENT AMOUNT PAYMENT RECEIVED
Payment - 00001287 1j2/2017 573333 A
Payment - 00001288 1/9/2017 573333 -
Payment - 00001289 1/16/2017 573333 A
Payment - 00001290 1/23/2017 573333 -
Payment - 00001291 1i30/2017 5733.33 -
——— — paasy - ad
View All
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Re-Generate a Payment Plan

It is important to set up the payment plan correctly, if you set it up incorrectly however, you can
always regenerate the payments.

To regenerate the payments:

1. Make sure the following fields are correct on the payment plan record. This is important
because the payments will be created based on this information.

After Deposit Amaunt

5449991

7
“ Required

Number of Payments Payment Amount

$0.00
Payment Frequency

Start Date

v Monthly Payments

Day of Month Day of Week

e Field: number of payments
e Field: start date.
e Field: payment frequency
o If you choose monthly you need to choose the
= Day of Month field which is the 1°'- 31 day of the month you wish
the payment to be made.
o If you choose Weekly, fortnightly or 4 weekly

= you must enter the Day of the week that you want the payments to
be taken.

2. Once you have set these values click the Create Payments button.

ome  Dasnboards v Accounts v Contacls v BilingAccounts v Opportunities v Invoice Headers v

[E Pay Plan - 00000138

Payme .
Pay Plan - 00000138 Creating Ferimeine -

~ Monthly Payments

The payments are then re-created
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i1 skedupa Home  Dasnboards v Accounts v Contacts v BllingAccounts v Opportunlties v Invoice Headers v PaymentPlans v Payments Recelved

542999 Hew

54£9.90 Mew 6

4 4 4 4 4 4 4 444

Activating the payment plan

Once the payment plan is correct it can be activated to ensure that payments are sent to ezidebit for
processing. These payments will be sent the day before they are due. To change the status to
activate:

1. Use the Activate Payment Plan button or manually change the status to ‘Active’.

+ Follow Delete Clone Edlt b

This will display the following box, with the ‘Active’ status pre-set for you.

2. Click save to activate the plan.

| or scheduled @

Activate Payment Plan

| H Actlve - ]
i
o E

From now on the payments that are due tomorrow are sent over to Ezidebit for fulfillment. If you
want to amend payments, you must do so prior to them being sent to ezidebit.

!
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Bulk Invoice Operations

You can process multiple invoices at once with the bulk invoice operations on the invoice list views.
From here you can either.

1. Create Process Plans — create a process plan for each invoice selected.
2. Send Selected Invoices to Customers — send a payment email to each customer on the
invoices selected

33} skedupay | Home Dashboards v Accounts v Contacts v BilingAccounts v Opportunities v Invoice Headers v PaymentPlans v PaymentsReceived v Ezidebit Settings
)IA\IIVI’OEE HEADERS New | Import  CreatePaymentPlans W
12 items - Sorted by Invoice Header # - Last updated 11/27/2016 at 00:17 Send Selected Invoices To Customers
INVOICE HEADER # ¢ CREATED DATE DEPOSIT AMOUNT EMAIL INVOICE TOTAL STATUS
1 I 0000007 11/21/2016 12:10 AM hughwheeler@gmail.com $10,000.00 Draft v
2 Invoice - 00000008 11/21/2016 12:32 AM hughwheeler@gmail.com $10,000.00 Drait v
3 Invoice - 00000009 Billing Account - 60000041 11/21/2016 12:36 AM $500.00 hughwheeler@gmail.com $15,000.00 Draft v

Create Payment Plans

The create payment plans button allows you to assign a default payment plan to every invoice
selected.

1. Navigate to an invoice list view.
2. Select the records you want to work with by clicking the checkbox next to each
3. Click the Create Payment Plans button and fill out the payment plan fields.

skadupay Search Salesforce b

it skedupay Lightning Home  Dashboards s  Applauncher Chatter  Accounts s  Contacts v  BilingAccounts »  Opportunities »  Products v  More w
ses Vs 2

APPLY PAYMENT PLAN

g aturn woice Lis
=2 Choose the Payment plan details to apply to all invoices selected. Feturn to Tveice st

Plan Details

Frequency

Weekly v
Number of Payments

12

Start Date

2/2/2018
Status
Creating v

Day of Week

IMUnday v

4. Once the fields are complete, click the Create Payment Plans button.
Note: If you create these with a status of active, they will start processing from the next time the

scheduled batch runs.

Send Selected Invoices to Customer

To send payment invoices to your customers,

1. Navigate to an invoice list view.
2. Select the records you would like to send to the customer
3. Click the ‘Send Selected Invoices to Customers’ button
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338 skedupay Home Dashboards v  Accounts v  Contacts v Biling Accounts v Opportunities v Invoice Headers v  PaymentPlans v  PaymentsReceived v  Ezidebit Settings

INVOICE HEADERS

All v New Import Create Payment Plans | W
- INVOICE HEADER # T BILLING ACCOUNT CREATED DATE DEPOSIT AMOUNT EMAIL INVOICE TOTAL STATUS s
1 v Invoice - 00000007 Billing Account - 00000043 11/21/2016 12:10 AM hughwheeler@gmail.com $10,000.00 Draft v
2 v Invoice - 00000008 Billing Account - 00000042 11/21/2016 12:33 AM hughwheeler@gmail. com 510,000.00 Draft v
3 v Invoice - 00000009 Billing Account - 00000041 11/21/2016 12:36 AM $500.00 hughwheeler@gmail.com $15,000.00 Draft v

4. Click confirm and the emails will be sent to the customers containing a link to the pay now
box

skedupay Q, Search Salesforce A4 9 $ ._‘ H

E:: skedupay Lightning Home  Dashbeards s  Applauncher  Chatter Accounts »  Contacts v  Biling Accounts s  Opportunities s  Products ~  More w

Send Invoice Payment Email Return to Invoice List
Please click the confirm button to proceed and email the invoice owners for the selected invoices

Dashboard

The skedupay dashboard is designed to reduce the amount of time you spend collecting payments
from customers. It highlights not only payment and cashflow details, but also exception cases where
payments have failed. This allows you to use your time where it is most valuable.

bome | Dabbows ~ | dmlauncher  Chase Aot v Cortacts v Biing Accoun

a8 Skedupay Dashboard e

Gurtery R Faenerts by St L2 30 By Py by St
[, Bt S [
0 G o
s e v v
Mot 7 By Pyt D

IS — P—
. . . I . . A e L A
iz iz = wmrzn orzonr iy S A
w
500 \
m/—. w
1

31k
(10K 10 5006)

Quarterly One Off Payments
This component shows you one off credit card payments by status code for the quarter.

Quartarly Onia CFf Payrmeriss

Thursday, 5 March 2020 Copyright© 2020 Cloud Masons Pty Ltd. skedupay.com.au



skedupay

User Guide

Quarterly Plan Payment by Status

This component shows you the payments that were made under a payment plan by status for the
current quarter.

Cuartarty Fan Pagments by Stats

Paymant Shatn
0.
F @
F @
5

This component shows payment values by status from all payments over the last 30 days.

Last 30 Days Payments by Status

Loes 350 Dhays Mayrrants by Status

Pagmient Satn
0.
F @
F#
5

Next 7 Days Payments Due
This component gives you a projection of the payments you can expect in the next 7 days by date.

Mheadt T Dioys Fayrrants Do

LGr20LT LI7i0LT 1ez:2017 LI00201F 171002027 LMLzl

Hament Atk

Duwluw
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Next 14 Days Payments Due
This component gives you a projection of the payments you can expect in the next 30 days by date.
This will however only show about 14 days on the dashboard component. To see the rest, drill into

the source report.
ey P 4

Mhaat 1 Dans Payme

Fagmrane o ont

rits Dk

i s W o s v Iy
o ' A & b A o .
5 v i i I s o W

e it £t
. AT N
o : - o o ; o A i & Bl Fad
i i '\. o o o o s it - ns k

Cuw Duiw

Last 7 Days Dishonoured

This component shows you the payments from the past 7 days that have been dishonoured. Click on
each entry in this table to investigate and reschedule with the customer. This is the key chart for
managing those customers that need attention.

SB8
Iz
asa

a0

Payments by Status by Month
This component shows the payments received monthly by status.

P - [y —
ayranis by Status by Month

Sa o Bl v dupean

Diecwnbemn 201G Raricar s 2017
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Historical Payment Defaults by Billing Account

This component provides you a picture of customers who have in the past defaulted on a payment.
It could be used as an initial method of credit vetting your customers, as it tracks their relationship
with your company in the past. The record count is the number of payments that have been

dishonoured in the past.
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Payment Reconciliation

When a payment is retrieved from eziDebit, the payment reference is matched against invoices and
payment plan items. It is then linked back to its invoice and billing account from there. If a payment
cannot be reconciled, it is logged in the payment error screen. This should be periodically checked
to ensure that payments are not failing. lif a payment fails, it is usually because a record required for
the reconciliation has been deleted.

Exception Handling
There are a set of predefined List views that are designed to manage dishonoured payments. These
are available on both the Payments Received and Payment Plan Payments objects

Payments Received
The predefined list views are shown below:

PAYMEMTS RECEIVED

Recently Viewed

0, Search lists..
1 Ire Last 7 Days - Error
2 Ire Last 7 Days - Pending

Iroe Last 7 Days - Successful

[¥E]

PF Last 7 Days - Pending

PP Last 7 Days - Successfu

in

PP Last 7 Days - Unresohwed Error

=]}

+  Recently Viewed

Today - Error

(k=]

Today - Pending

Today - Successfu

Each of these is described below. The “Inv” prefix indicates that the view shows only invoice
payments paid through a one-off payment for the full amount. The “PP” prefix identifies the
payment as belonging to a payment plan.

Thursday, 5 March 2020 Copyright© 2020 Cloud Masons Pty Ltd. skedupay.com.au



Sk-e-dﬁﬁa? User Guide

e Inv Last 7 Days — Error — this will show all one off payments from the last 7 days where the
payment is in an error status. This will not include today’s payments.

e Inv Last 7 Days — Successful — this will show all successful one off payments from the last 7
days. This will not include today’s payments.

e Inv Last 7 Days — Pending — this will show all one off payments from the last 7 days where
the payment is in a Pending status. This will not include today’s payments.

e PP Last 7 Days — Error — this will show all Payment Plan payments from the last 7 days where
the payment is in an error status. This will not include today’s payments.

e PP Last 7 Days — Successful — this will show all successful Payment Plan payments from the
last 7 days. This will not include today’s payments.

e PP Last 7 Days — Pending — this will show all Payment Plan payments from the last 7 days
where the payment is in a Pending status. This will not include today’s payments.

e Today - Error — This will show all payments from today in an error status.

e Today - Pending — This will show all payments from today in a Pending status.

e Today - Successful — This will show all successful payments from today.

After 10am when payments are automatically retrieved form eziDebit, open up the Today — Error
view, to see any errors in processing today. Where there is an error in a payment plan payment,
follow the Plan Payment link.

PAYMEMNT REFERENCE PAYMENT STATUS % a

PE'-'.IV": - ReReEEEs - _ ¥

nnnnnnn - - J—

This will navigate you to the payment plan payment that this failed payment related to. At this point
you will need to call the customer to reschedule. The contact details (Name, Mobile and Email) have
been added to the plan payments page for this purpose.

Home Dashboards v  Applauncher Accounts v  Contacts v BllingAccounts v Opportunitles v Products v InvolceHeaders v PaymentPlans Payments Recelved

Once you have gained agreement from the customer on an appropriate time to re-schedule

1. Clone the payment.
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+ Follizw Clone Edlt Resalve Error

2. Set the date and status fields appropriately. The due date should be a date after today and
the payment status should be reset to New, as only new payments for tomorrow are sent to

eziDebit.

Create Plan Payment

payment = e e ©
Payment - 00000899 12/31/2016

Payment Reterance @

u

Insiment amount @

Payment - 00000299 $916.67

" Payment Pan @ Payment Recelved @

&) Pay pran - 00000422 % Search Payments Recelved

Payment Numper @ Payment siaws @
1 [ New M ]
aliing Account @

Eror Resolved @

@
Payment Contact Details

Contact Name @
Contact Moslie @
ContactEmali @

Createa gy Last waainea ay

12/29/2016 1253 PM 12/30/2016 7:28 PM

3. Once this is re-scheduled, return to the original payment and mark it as Error Resolved
using the resolve error button. This will pop up an editor.

4. The resolve error flag value is pre-populated to true. Click save to finish the process.

Thursday, 5 March 2020
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Typical Workflow

1. Lead contacted and converted to contact. (This creates a billing account for individuals)

2. Capture contact details such as Email, Mobile and address.

3. If they are going to be a Direct Debit customer, Send them the EDDR email.

4. Customer fills out the email.

5. Agent can be setting up the opportunity while the customer fills out the form.

6. Once the customer notifies them that the form is submitted, Click the Get Ezidebit Id to
confirm the customer is set up.

7. Finish the opportunity setup and click Create Invoice.

8. Decide on the Payment terms and click the Create Payment Plan to set up the payment plan.

9. Once the customer is happy, activate the payment plan.

10. Payment plan payments are sent over to Ezidebit for fulfiiment the day before they are due.
The plan payment record is marked as scheduled.

11. The get Payments interface runs at 10am each day and this retrieves the payment details.
This does not run on weekends, and should only be run once a day as the details are only
updated daily.

12. After the 10am run any payments in a dishonour status should be chased up with the
customer and re-scheduled.

This is illustrated in the diagram on the page below.
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Skedupay customer setup process

Lead Capture
converted additional
to Contact details.

Send customer
Electronic
Direct Debit
Request
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