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Forrest Lake Townhouse Association Bill & Pay

BillandPay Functionality

BillandPay provides the Forrest Lake Townhouse Association members the option to pay their monthly
maintenance fees online and automatically each month, if they desire, directly from their checking or
savings account. Homeowners may pay with or without a BillandPay account (no user name or
password required). In both cases, they pay by either clicking a link from an invoice notification email or
a link on our website.

How It Works

The homeowner receives an email from BillandPay notifying them of a new invoice, or the homeowner
can visit our web site at http://www.forrestlake.com and click on the link to pay. Payments made on

BillandPay are sent to QuickBooks and automatically updates the account there.

Email Notification

To receive an email notification that payment is due requires that Forrest Lake Townhouse Association
has your email address or you have created an account in BillandPay. In the invoice notification email,
the homeowner clicks a link to pay:

e The homeowner can pay without an account, or
e The homeowner is given the option to create a BillandPay account (username and password).
With a BillandPay account they can use these additional features in BillandPay:
> View past invoice and payment history
Remember your account information so you do not have to enter it every time you pay
Pay more than one invoice at a time
Approve automatic payments

YV V V VY

Add additional email addresses to receive new invoice notification emails
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Email Messages

You might receive an initial email message to create your account on BillandPay:

Forrest Lake Townhouse Association, Inc

Forrest Lake Townhome Test Account,

You can now view and pay your invoices from Forrest Lake Townhouse Association, Inc
online. We're excited to be using Bill & Pay, a secure online invoice delivery and
payment system. This free service saves you time and postage.

>From your customer account you can view past invoices, view payment history, receive
payment reminders, and setup automatic recurring payments. To learn more about
Bill & Pay go to www.BillandPay.com.

Click here to access your account now.

If you have any questions, please contact us.

Forrest Lake Townhouse Association, Inc
jmackenna@ralphcpa.com
713-681-3591

After clicking on the hyperlink in the email message your default browser will open and the Create a
New Account Screen will be displayed.
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New Account Screen

Forrest Lake Townhouse Association, Inc

Account Name: Forrest Lake Townhome Test Account

User Name:

Password:

Confrm Password:

We need your emai address so that we can send you notifications of new invoices and payment

confirmation messages. You can also enter akernate emai addresses if you want to. Your messages wil
be sent to all emai addresses you enter.

Primary Emai: | phiipfth@att.net

Alternate Emal #1:

Alternate Emai #2:

BitandPay.com is a service provided by BP, LLC dba Bl & Pay

Thae'!umsdeonumappymmuseofulPﬂsmummtmuywls«vmmlwmlmmame&vu‘)m
apphes to your use of this service via the internet, By using the service. you agree 10 these Terms and

1. PLEASE REVIEW THE PRIVACY STATEMENT.

By creating this account I understand that I wil receive notification of invoices from Forrest Lake

Townhouse Association, Inc via emai. I can view, pay onine, or print my invoices by logging in to my
secure account.

™ 1 agree to the above terms and condttions.

==

4
TERMS AND CONDITIONS

=

After entering your User Name, Password, and any alternate email addresses you will be prompted to

select a Site Guard image.
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Create Account Site Guard

You will need to choose one of the images below by clicking on it. This image will be shown to you
above the password prompt each time you sign in. You can use this to confirm that you are at our
genuine secure web site where you created your user account.

Forrest Lake Townhouse Association, Inc

Site Guard - Select Image

Our web site uses several features to identify our site to you each time you sign in and to add another
layer of security on top of your chosen user name and password.

You need to first choose one of the images below by dlicking on . This image wil be shown to you above
the password prompt each time you sign in. You can use this to confirm that you are at our genuine
secure web site where you created your user account.

POWERED BY Bﬂhl’ay) Use Bill & Pay for your business and get paid faster.
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Site Guard Caption

After selecting a Site Guard image, you will be prompted to enter a caption associated with the image.

Forrest Lake Townhouse Association, Inc

Site Guard - Enter Image Caption

Click here to choose a different image.

Now enter a caption for the image you chose. This image and the caption you enter wil be shown
whenever you login. You wil know you are at our genuine secure web site by confirming that the correct
image and caption are displayed.

Image Caption: ‘ Rosebud

e

_—
POWERED BY BI'II&PBU) Use Bill & Pay for your business and get paid faster.
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Welcome Screen

After clicking the Continue button, the Welcome Screen will be displayed. This is also the screen that is
displayed in the future when you login to your account.

Forrest Lake Townhouse Association, Inc

Welcome Invoices & Payments Make Payment My Account Contact Us Help Logout

Welcome Forrest Lake Townhome Test Account

Welcome to our online bil payment service.

View your invoice and payment history here.

Make a payment here.

—_——
POWERED BY BI—"&PBF) Use Bill & Pay for your business and get paid faster.
-

View Invoice & Payment History Option

By clicking the “View your invoice & payment history here” hyperlink, the Invoices & Payments screen is
displayed. You can either submit a payment or select an invoice to view or print.
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Make a Payment

After clicking the Make Payment button, the Make Payment Screen is displayed:

Forrest Lake Townhouse Association, Inc

Welcome Invoices & Payment: Make Payment My Account Contact Us Help Logout

to use this service.

Date Item Due By Total Balance Due

08/23/2016 Invoice #07262016-256 08/23/2016 $1.00 $1.00

Total Amount to Pay
e

_—
POWERED BY Bl'll&l’ab‘) Use Bill & Pay for your business and get paid faster.

Make Payment

Enter the amount to pay toward each invoice. You may pay any amount up to the total balance due. There is no fee

Amount To Pay

1.00
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Payment Account Information

The Payment Account Information screen is displayed to allow you to enter your payment account

information:

e A checking or savings account
e The account routing number and account number
e  Whether to save this information for future payments

Forrest Lake Townhouse Association, Inc

Welcome Invoices & Payments Make Payment My Account Contact Us Help Logout
Make Payment

Amount to Pay: $1.00
Click here to change the total amount you are paying.

Please enter the information for the payment account you want to pay
with.

Schedule Payment Date: | 08/23/2016 |

Account Type: € Checking © Savings

If this is a commerdal or busness account,
please check the box below.

" Commerdal or Business Account
Name On Account:
Routing Number:
Account Number:

Verify Account Number:

JOIm DOt s 014
eyt ad
Use the sample i (|
check to the right e
as 3 way to locate Four Berk WA %
the routing number g Do not
and account number #(23355108 (29567 n— e
on your checks. no.'n-g v Au'aum . | —hr

¥ Remember this account for me

After clicking the Continue button, the Payment Confirmation Screen is displayed.
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Payment Confirmation Screen

Forrest Lake Townhouse Association, Inc

Welcome Invoices & Payments Make Payment My Account Contact Us Help Logout

Make Payment

By clicking the Confirm button below I understand that
$1.00 wil be withdrawn from my payment account to
pay my bil.

Pay $1.00 from Checking (Forrest Lake Townhouse
Association), account number ******8577 toward the
following invoices?

Pay $1.00 on Invoice #07262016-256 from 08/23/2016.

ae—
POWERED BY Bill&l'av) Use Bill & Pay for your business and get paid faster.

Once you click the Continue button, you will receive a Payment Confirmation email message.
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Payment Confirmation Email Message

Your payment is processed immediately and you will receive an email message confirming your
payment. The physical payment will be made based upon the date that you entered previously.

Forrest Lake Townhouse Association, Inc

Forrest Lake Townhome Test Account,
Thank you for your payment.

Payment Amount: $1.00
Confirmation #741473-6223-19602542

Your payment was applied to the following invoices:

® Paid $1.00 on Invoice #07262016-256 from 08/23/2016.

Click here to login to your account to see your invoice and payment
history.

If you have any questions, please contact us.

Forrest Lake Townhouse Association, Inc
jmackenna@ralphcpa.com
713-681-3591
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Invoice Screen

Another method of making your payment is to obtain an Invitation Letter from the Forrest lake
Townhouse Association. One of two different screens will be displayed. You can either begin the
payment process by clicking the Continue button or click the hyperlink to create an account or login
depending upon the screen displayed. Creating an account stores your information so that you do not
need to re-enter information each month.

Forrest Lake Townhouse Association, Inc

Create An Account Make Payment Contact Us Help

Make Payment

You can make your payment without creating an account. Click here if you would ke to read about the benefits of
creating an account.

Enter the amount to pay toward each invoice. You may pay any amount up to the total balance due. There is no fee
to use this service.

Date Item Due By Total Balance Due Amount To Pay

08/23/2016 Invoice #07262016-256 08/23/2016 $1.00 $1.00 1.00

Total Amount to Pay $1.00 ‘
=

- )
rowereo sy BillsPAY ) use Bill & Pay for your business and get paid faster.
Bill & Pay ror y get p:
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Forrest Lake Townhouse Association, Inc

Make Payment Contact Us Help

Make Payment

Login now or continue making this payment without logging in.

Enter the amount to pay toward each invoice. You may pay any amount up to the total balance due. There is no fee
to use this service.

Date Item Due By Total Balance Due Amount To Pay

08/23/2016 Invoice #07262016-259 08/23/2016 $1.00 $1.00 ‘ 1.00 ‘

Total Amount to Pay
Continue

P
POWERED BY Blll&l'av) Use Bill & Pay for your business and get paid faster.
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Payment Account Information Screen

The same Payment Account Information Screen is displayed to enter your banking/savings account
information. The Payment Confirmation Screen is displayed. A screen is displayed to enter your email
address for the payment confirmation message to be sent to you.

Forrest Lake Townhouse Association, Inc

Make Payment Contact Us Help

Make Payment

Enter your emal address below if you would like to
receive a payment confirmation emai.

Emai:

By clicking the Confirm button below I understand that
$1.00 wil be withdrawn from my payment account to
pay my bil.

Pay $1.00 from Checking (Forrest Lake Townhouse

Association), account number ******8577 toward the
folowing invoices?

Pay $1.00 on Invoice #07262016-259 from 08/23/2016.

Confirm W

S
POWERED BY nl"&"ay) Use Bill & Pay for your business and get paid faster.

Payment with Invoice Number

If you received an email message with the invoice number, you may click on the hyperlink and the
processing will continue as described previously.
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Make a Payment Without Email Message

If Forrest Lake Townhouse Association did not have an email address on file for you, then you can still
access the Bill and Pay web site and enter the required information including an invoice number. You
can obtain the current month’s invoice number by contacting the Association office. You will need to
enter the Invoice Number, Amount, and payment Due Date.

Forrest Lake Townhouse Association, Inc

Enter the number, total dolar amount, and due date of the invoice
you want to make a payment on then click the ‘Continue’ button.

Invoice Number:

Total Amount:

Due Date:
| Continue

I have an account I want to use to login.

-_—
POWERED BY Bw) Use Bill & Pay for your business and get paid faster.

After entering the Invoice Number, the Amount, and the Due Date the previously discussed screen are
displayed for the processing of your payment.
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Functions Available at BillandPay

e Welcome — Main Page

e Invoicing & Payments — Viewing and printing invoices and payments, also can make payments
e Make Payment

e My Account

e Contact Us

e Help

e Logout

Invoicing & Payments
You can view up to the past 18 months of invoice and payment history by clicking on the Invoices &
Payments link at the top of the page.

Make a Payment
The screens as previously discussed are presented to you to make your payment.

My Account
Clicking on the My Account link at the top of the page you can change your email address and your
password.

No Email Address on File

If the Forrest Lake Townhouse Association does not have your email address on file you may still make
your payment online via the URL: www.gobillandpay.com/forrestlake.

You will however need to know your invoice number. You may contact us to obtain the invoice number
for that month.

We recommend that you create an account that includes providing your email address for future email
messages.
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Forrest Lake Townhouse Association Bill & Pay

Forrest Lake Townhouse Association Web Site

You can also find the links to perform the same functions from the Forrest Lake Townhouse Association
web site at www.forrestlake.com and click on the Owners Corner hyperlink at the top of the page. In
addition, the links to the training presentation and to this handout can also be found on this page

j Forrest Lake Townhomes
5805 Lumberdale Road, Houston, Texas 77092

il 713.681.3591 Office@ForrestLake.com
Hours: Mon- Fri 8:00 AM - 5:00 PM

ABOUT Us COMMUNITY OWNERS CORNER AVAILABLE HOMES DOCUMENTS CONTACT Us

F’w’ ,ﬂ‘

Logon to your Account to View and Pay your bill online

Enroll to view and pay your bill online

Pay your bill online using the Invoice number

Bill & Pay Training Slideshow
Bill & Pay Handout
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