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Overview

This document primarily focuses on how to use and navigate through the new ENGIE Resources
Customer Portal as a Customer, which allows you to manage your account(s), add payment
methods, view/pay bills, view usage, enroll in AutoPay and much more.

Activating Account

An email will be sent out to activate the account once the email is set up in the customer portal.

*Please Note: If you did not receive the email, please make sure to check your Spam/Junk Folder*
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Hi, Customer

Thank you for choosing ENGIE Resources. We're pleased to have you as a customer. In the
meantime, you can activate your account to set up autopay, view account details, payment
history, billing and usage.

Activate Account

Or activate by copying and pasting this this link into your browser:
https://accounts.engieresources.com/user/activate/3d8432ef-7e4c-4acc-8e81-

336b8172asea/k [N e com

Once you click “Activate Account” button, you will be taken to a page where you can finish setting
up your account. Enter contact information including First Name, Last Name, and Company Name
(the Nickname field is an optional field). Also, you can create a new password for your account here.

Finish setting up your account

Email Address

- I 2enie.com

|

| First Name Preferred or Nickname
Last Name Company Name

Create Password

Your password must be at least B characters in length.

Confirm Password

Once the user clicks “submit” they will receive a confirmation modal as well as an email to their
inbox confirming their account has been created.
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Account Confirmation

Thank you, Kara

Your account has been successfully created!
It's great to have you with us.

Your account has been created.
Customer Care

S A ENGIE Resources
°g 866-693-6443 (866-MyENGIE)

care @engieresources.com

Didn’t receive an activation email?

If you never received an activation email, please check your Spam/Junk folder first. If you are still
having trouble you can resend the activation to yourself by clicking the link labelled click here to
resend activation email.

Sign in
First time here? If you haven't activated your new account or never
received an activation email click here to resend activation email <=

Email Address

Password

Just need to make a payment? Continue without signing in

You can then enter in your email address to have the activation email resent to you.

*Note: Please make sure to enter the correct email address that was used for your original account
registration *



Resend activation email

v, Activation email sent. Be sure to check your
spam and junk mail folders.

Email Address

@engie.com

Return to sign in

Resend activation email

Email Address

Return to sign in

Guest Payment (Pay without signing in)

If you wish to make a one-time payment without signing into your account, you can do so on the
Sign in page under the Sign in button. Click the link Just need to make a payment? Click here to pay
without signing in.

Signin
First time here? If you haven't activated your account or didn't receive your

activation key via email, check your junk mail or spam folder or click here to
resend your activation key.

Email Address
Password Forgot your password?
[[JKeep me signed in

- I

Just need to make a payment? Click here to pay without signing in.

Enter either your Billing Account Number or Utility Account Number and associated Zip Code and
click Confirm.



Pay without signing in Pay without signing in

Enter Billing Account or Utility Account and Zip Code ‘ Enter Billing Account or Utility Account and Zip Code

]
o = ]
75050

m

Want to manage your account instead? Sign in
Want to manage your account instead? Sign in

If both the Account Number and Zip Code match you will be able to proceed by clicking Continue to
Payment.

Guest Payment (ACH)
A payment modal will appear for you to enter all the details. If you are making an ACH payment, click
the eCheck tab at the top of the modal.
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Fill out all the details and the button at the bottom will turn green. Click Next. You then will see your
payment information. Select which amount you would like to pay: Current Charges, Statement
Balance, or Current Balance. Select Next. You will then see the total amount being charged. Click
Authorize to submit the payment.You will see a Success confirmation modal appear with all details
including the confirmation number to reference back to.



ENGIE Resources LLC X | ENGIE Resources LLC X

Payment Information Edit Payment Information Edit
echeck) TESTER echeck) TESTER
Account Ending - SR Account Ending NI

LU | RTN

Amount Summary
Amount Summary &

dit

@ Current Charges ($47.16)
Amount $47.16

O Statement Balance ($47.16)

O Current Balance ($47.16)

Guest Payment (Credit Cards — Texas Customers Only)
A payment modal will appear for you to enter all the details. If you are making an ACH payment, click
the Card tab at the top of the modal.

Please Note: There is a service fee of 4% for credit cards. We support Mastercard, American
Express, and Discover Card.
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ENGIE Resources LLC X
Payment Information Edit

@ gt ‘

Mast Credit Card - 7109

Amount Summafy

@ Current Charges ($47.16)
O Statement Balance ($47.16)

O Current Balance ($47.16)

o202 o rorermmersoc sy © oo 8 ol
|

Fill in the Credit Card Number, Expiration Date
(2 digits for the month and 4 digits for the
year) and the Billing Information. Once all
fields are filled out correctly, the Next button
will enable and turn green. Click Next.

You then will see your payment information. Select which amount you would like to pay: Current
Charges, Statement Balance, or Current Balance. Select Next.



This is the final screen before authorizing payment. Review your credit card information and the
Account Summary section which includes the service fee amount. Click Authorize to make the
payment.

ENGIE Resources LLC X
Payment Information Edit

. Tester

~wws T@Ster Account
Mast Credit Card - 7109

Amount Summary id
it

Sub-Total: $47.16

Amount: $49.16

You will see a Success confirmation modal appear with all details including the confirmation number
to reference back to.

Success

Thank you for your payment. A confirmation message has been
sent to the account owner and any linked users who have
elected to receive payment notifications.

Account: 0000089740
Amount: $49.16
Payment Date: 5/3/21
Confirmation Number:  6CZ227




Logging In
After activating your account, you will be redirected or you can navigate to
accounts.engieresources.com to log in.

Sign in
First time here? If you haven't activated your new account or never
received an activation email click here to resend activation email

Email Address

Password

Just need to make a payment? Continue without signing in

Below is the landing page you will see when you sign in. This will allow you to view your accounts or
account history for your accounts.
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Welcome Partner

ENGIE Customer Portal is a place where everything related to your
accounts is located. You can update your profile & preferences, download
reports, and view all your accounts all from right here.

L it At

View Accounts View Account History




Profile & Preferences

Add/Edit Contact Info: Name, Company, Billing Address, Phone Number
On the top of your screen click on the person icon in the top right hand side of the blue bar. A
dropdown will appear. Select Profile & Preferences.

*Note* Make sure when you first sign in to your new account, add/update all the information in this
section so it is complete and current in our system.

This page includes: First Name, Last Name, Preferred Name-Nickname (optional), Company Name,
Address, Address Line 2 (optional), City, State, Zip Code, Phone Number. Once you update
information here, scroll down to the bottom of the page and click Save to make changes to your

profile.

_:

Welcome Partner

ENGIE Customer Portal is a place where everything related to your
accounts is located. You can update your profile & preferences, download

reports, and view all your accounts all from right here.

View Account History
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My Profile & Preferences

P Contact Info

Name
First Name

Partner

B Preferred Name (Nickname)

Billing Address

Address

City

Phone

Primary

Last Name

Test

Company Name

ENGIE

Address Line 2 (Optional)

State Zip Code




Changing Email Address

The second section on the profile & preferences page is Sign in and Security. Click on the link
labelled Change Email Address.

Sign in and Security

/

Email Address A/
partner@engie.com Change Email Address

Change Password

The current email address is shown and disabled.
Enter and confirm the new email address you
would like to change your online portal login to
and click save.

Change Email Address

partner@engie.com

partnerR@engie.com

Confirm New Email Addr

partnerR@engie.com

| Awarning message is displayed to have you

X . .
confirm that you want to change your email
associated with your online portal login. Click

' Continue.
Warning
Are you sure you want to change the user's Email Address?
Once you save, the user will need to login using the new Email
Address.
A success message is displayed. Once you click

X

dismiss, it will take you back to the profile &
o preferences page where your email is updated.

Success

The email address has been successfully changed.




Changing Password
The second section on the profile & preferences page is Sign in and Security. Click on the link
labelled Change Password.

Sign in and Security

:

partneréengie com Change Email Address

Change Password <«

Your current email address will be displayed and disabled. Enter and confirm your new password for
the account. Click Save to continue. A confirmation pop up will appear.

Change Password

partnerr@engie.com

......... =
|

Cancel “ Your password has been successfully changed.




Set up Communication Preferences/Email Notifications
The third and last section on the profile & preferences page is Communication Preferences.

Communication Preferences

partner@engie.com

Email Notifications

C] A change is made to your user profile
(0 You have shared a billing account

C] A billing account has been added or shared with you

() E-bill statement is ready
(O] Payment is received

[:] Payment is due

E-bill statement is ready

The email address
where these
notifications will be
sent to is listed. Below
are all of the
notifications sent out.
Use the checkboxes to
make a selection as to
which you would like
to receive.

By selecting to receive this email notification, the email will only notify you that a statement is ready
to view within the portal. This is not allowing you to receive a copy of the statement in the
attachment of the email. If you would like to enroll in paperless billing to receive a PDF copy of your

statement by email, please refer to the enroll in paperless billing section.

The user profile has been successfully updated.

Click the Save button
and a success message
will appear. Click Back
to Dashboard to
return to your
dashboard.



Dashboard Landing Page

Below is the landing page you will see when you sign in. This will allow you to view your accounts or
account history for your accounts.

—
eNGie

Welcome Partner

ENGIE Customer Portal is a place where everything related to your
accounts is located. You can update your profile & preferences, download

reports, and view all your accounts all from right here.

View Account History

View Account History
Click on the View Account History tile from the dashboard page.

View Account History




Account History

Account rom Date
| 6/20/2020 ®  9/18/2020 3l m Q

0000(

= PAYMENT SR D = CURRENT STATEMENT
oooo( STATUS AMOUNT TEAMIACTION DATE STATEMENT PERIOD USAGE CHARGES BALANCE
0000C.- .. -

First select the account from the dropdown you would like to see the history of. You can then select
the date range and press Search. This will then display all of your previous activity specific to the
account you selected.

0000 6/20/2020 () 9/18/2020 ) m Q
BILLING PAYMENT

. : CURRENT STATEMENT
TYP STATUS TRANSACTION DAT STATEMENT PERIOD USAG!
ACCOUNT s AMOUNT o EUON DTS I Y0 s CHARGES BALANCE

00000¢ eCheck Pending ($3.195.41) 09/04/2020
00000¢ eCheck Pending ($3.400.23) 09/03/2020
00000¢ eCheck Pending ($3.195.41) 09/03/2020
00000¢ eCheck Pending ($3.19541) 09/02/2020
00000¢ eCheck Cancelled ($2.210.57) 07/15/2020
00000¢ eCheck Cancelled ($2.21057) 07/13/2020
00000¢ eCheck Cancelled ($2.21057) 07/13/2020
00000¢ eCheck Cancelled ($2.21057) 07/10/2020
00000t eCheck Cancelled ($2.210.57) 07/10/2020
00000t eCheck Cancelled ($2.210.57) 07/10/2020
Rows perpage: (10v) M exoort to Excel

You can change the rows per page at the bottom as well as download the table in excel. (The
download will only use the data from your selected date range.)

You can filter by billing account number, type, status, and usage. Once you start typing it will
automatically narrow down the list. You don’t have to press the search icon after.

6/20/2020 () 9/18/2020 n m can Q

Cancel a Pending Payment
Note- a payment can only be cancelled if the status is ‘pending’

Click on the View Account History tile from the Dashboard page



View Account History

Locate the payment in the table. Click on the blue ‘X’ icon next so the scheduled payment

eCheck Scheduled €3  05/27/2020 (83,047.39) $0.00

et Pt . A s i#n mam A ennn

A confirmation modal appears. Click Cancel Payment to continue.
X

Cancel Scheduled Payment

Are you sure you want to cancel this payment?

Don't Cancel Cancel Payment




View Your Account(s) (3 Scenarios)

Welcome Partner

ENGIE Customer Portal is a place where everything related to your accounts
is located. You can update your profile & preferences, download reports, and

view all your accounts all from right here.

View Account History

When navigating to the “View Accounts” tile, it will direct you to the screen appropriate depending
on your accounts. There are three possible views: Account List View, Account Detail View, and
Account Summary (Summary Bill). Locate the selection below that looks like the view you have
within your portal.



View Your Account(s) - Scenario 1: Account List View
This view is when a user is associated with multiple billing accounts.
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Add/Delete a Payment Method
From your account list view, click on the three blue horizontal dots to display more options. Click on
the Add Payment Method option.
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Payment Methods © Add Payment Method

* Account Ending - 4544 (<1 |
w Account Ending - 2345 o

Account Ending - 2345 s]
o Account Ending - 2345 0
b4 Account Ending - 7654 o
‘-“-' Account Ending - 6543 o

Make a Payment

This page will display all your current payment methods for this account.



Add Payment Method (ACH)
At the top right of the page
there will be a Add Payment

Method link.
EMGIE Besourees LLC
Payrment Method . Select this to be taken to a pop

up that will have you enter in
payment information.

| crecing

) [ st

The required fields are shown to
the left including: Routing #,

| Checking/Savings dropdown,
Account Number, Re-enter
account number, Company
Name, and Postal Code.

I P o AT T

Click Save, and you will see a
confirmation message that your
payment method has been
added.

Add Payment Method (Credit Card — Texas Customers Only)
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At the top right of the page there will be a Add Payment Method link.

Select this to be taken to a pop up that will have you enter in payment information.



EMGIE Resources LLE =

Click the tab Card.

Please Note: There is a service fee of 4% for credit cards. We support Mastercard, American
Express, and Discover Card.

Fill in the Credit Card Number, Expiration Date (2 digits for the month and 4 digits for the year), and

Billing Information. Once all the fields are filled in properly, the save button will enable and turn
green. Click Save.

EMGEE Badaiircid LLE X

Click Save, and you will see a confirmation message that your payment method has been added.
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Delete Payment Method /

Account Ending - 4544

If you no longer need a payment

P method, you can remove it from the

Delete Pay Method list. Click on the trash can icon to the
right of the payment method to

Are you sure you want to delete Account Ending - 4544? delete it. A pop up will appear asking

you to confirm you want to delete the
payment method. Click Remove

‘_ e Method to continue. The payment

method will then be removed from

the list.
Account Ending - 4544 This payment method is enrolled
in AutoPay and cannot be
deleted
’ * Account Ending - 2345 0 6

Please note that a payment cannot be deleted if it is the payment method that is enrolled in
AutoPay. AutoPay is always tied to the default payment method. If you do want to delete a payment
method that is associated with AutoPay, change the default payment method and it will tie AutoPay
with that payment method.

Default Payment Method
To change the default payment method, click on the star next to the account you would like to
change it to.

Set Default Pay Method

Are you sure you want to set Account Ending - 2345 as the
default Pay Method?

F | El
Account Ending - 2345




A pop up will appear, asking you to confirm you want to set it as the default pay method. Select
Submit to continue. A blue star icon will now appear next to the new default pay method.

___lp* Account Ending - 2345

Make a Payment (ACH and Credit Cards)
From your account list view, on the right side, click on the Pay button.
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The button will be disabled if there is no balance on the account. If the button is enabled you can
click it to make a payment. It will direct you to the Payment screen.

$3,195.41

)

View Bill

Please Note: This is the final step to submit your payment. Be sure to double check that all of your information is correct!

¢ scheduled up to and including your due date. Please select

en today and your next due date

Submit Payment




The top section will show your total amount due and if it is enrolled
in AutoPay, a message will appear here to indicate that. You can still
roceed even though you are enrolled in AutoPay if you want to
$3,195.41 P ' thoughy yify
P make a one-time payment.

View Bill

You can also view your bill you are paying on here. This will open up a
PDF of the statement.

Payment Amount

When clicking on the caret (down arrow),
you will see the total amount due and the
y remaining balance.

Total Amount Due $3,195.41

9 Remaining Balance $2,210.57

Payment Date

The payment date will automatically default
o to the current day. Payments can be
9/18/2020 B scheduled up to and including your due date.

SEP 2020 ~

‘gy account on your
jppear on your bank

Payment Method
When clicking on the caret (down arrow), you will see

all of your payment methods that have been added.



Please note: credit card payments are only for Texas customers at this time.

Click on the payment method you would like to use, then click the submit payment button. You will
receive a confirmation message saying that your payment has been made.

When selecting a credit card payment method, please note there is a credit card service amount
that will automatically calculate and populate.

Click Submit Payment. A confirmation will pop up with an authorization number.

Update Billing Address

From your account list view, click on the additional options icon on the right side of the account you

would like to update.

pe
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07/17/2020 2 8 ¢

Select Update Billing Address from the dropdown.
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This will take you to Update Billing Address screen where you can update information here and click

save.



Update Billing Address

Apply a single billing address to multiple accounts

Address Line 1

Address Line 2

City State
Postal Code

Billing Email Address

View Account History

From your account list view, click on the three blue horizontal dots to display more options.
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Click on the View History option.
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The account will default to the account you are on. You can then select the date range and press
Search. This will then display all of your previous activity specific to the account you selected.
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You can change the rows per page at the bottom as well as download the table in excel. (The
download will only use the data from your selected date range.)

You can filter by billing account number, type, status, and usage. Once you start typing it will
automatically narrow down the list. You don’t have to press the search icon after.
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Cancel a Pending Payment

Note- a payment can only be cancelled if the status is ‘pending’

Locate the payment in the table. Click on the blue ‘X’ icon next so the scheduled payment
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A confirmation modal appears. Click Cancel Payment to continue.
x |
Cancel Scheduled Payment

Are you sure you want to cancel this payment?

Don't Cancel Cancel Payment ‘

Share Account(s)

User this feature if you would like to share an account to another email/user and also have it on your
account list view to access.

From the account list view, click on the three blue horizontal dots on the right of the account to
display additional options.

-
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Select Share Account from the menu options.

View History
Generate Report
Share Account ¢—F+—
Transfer Account
Release Account
Enroll in AutoPay

Add Payment Method




Share Accounts
Enter the email address of the person you would like to share the

accounts with. This will allow the user to access the same account with
limited permissions.

The Share Accounts screen will appear

where you can enter one or more email
address in which you want to share the
specified account with.

Under the Role dropdown, select either
Customer or Partner.

test@engie.com,test2@engie.com

Customer

Customer

Partner

There are three different Access Types
associated with both Customer/Partner
Roles. Select the access type you would like

Customer

Sharee

Power Sharee

Read Only

Partner

Sharee

Power Sharee

Read Only

Your accounts have been successfully shared.

the email to have permissions for.
e Sharee

With Sharee access, a user can view all
information pertinent to the account, edit their
user profile, pay bills, edit payment information,
enroll in autopay & paperless billing, view
account history, and generate reports.

e Power Sharee

With Power Sharee access, a user can perform
all actions a Sharee can, but also can Share,
Transfer, and Release Accounts.

e Read Only

With Read Only access, a user can view all
information pertinent to the account, however,
they are only able to edit their user profile.

After selecting the Role and Access Type, Click Share. A message is displayed that the account(s)
have been shared.



Transfer Account(s)
User this feature if you would like to transfer an account to another email/user and no longer have it
on your account list view.

From the account list view, click on the three blue horizontal dots on the right of the account to
display additional options.
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View History

Generate Report

Share Account

Transfer Account ¢——F——
Release Account

Enroll in AutoPay

Add Payment Method

Enter in the email(s) of the users you would like to

Transfer Accounts
transfer the account to.

Under the Role dropdown, select customer. Under the
Access Type dropdown there are 4 options to choose
from.

° Owner

With Owner access, the user will have access to
everything you had as the owner.

e Sharee

With Sharee access, a user can view all information

pertinent to the account, edit their user profile, pay bills,
edit payment information, enroll in autopay & paperless
billing, view account history, and generate reports.

Customer

i e Power Sharee

Sharee .
With Power Sharee access, a user can perform all

Power Sharee

actions a Sharee can, but also can Share, Transfer, and
Release Accounts.

Read Only




e Read Only
With Read Only access, a user can view all information pertinent to the account, however,
they are only able to edit their user profile.

Once you have selected an Access Type, click Transfer. You will receive a success message.

Release Account(s)
User this feature if you no longer need to be the owner of an account, and the account(s) will be
released from your account list.

From the account list view, click on the three blue horizontal dots on the right of the account to
display additional options.
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View History

Generate Report

Share Account

Transfer Account

Release Account ¢——F——
Enroll in AutoPay

Add Payment Method

Click on Release Account. A new page will appear that shows the account(s) you would like to
release. Click Release to continue. If the account has a status=dropped as well as zero balance your
request will be successful and the account will be removed from your account list view.

Release Accounts

Roview the scCoounts you no longer need 10 De the owner of and they

will be released from your account hist




Generate Report
From the account list view, click on the three blue horizontal dots to display additional options.
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Click on the Generate Report option.
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Generate Report

Create a custom report by selecting a date range and selecting specific billing/metering information.

Select Billed Dates
Choose from date

9/11/2020 B

-hoose to date

9/18/2020

The Generate Report page displays a date range for the report. The page will default to the To billed

date and the From billed date.

Select Report Data Fields

Billing Information

O000000000000000

Select All

Statement Id
Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Billing Address

Service Address
Transaction Type

From Date

To Date

kWh Usage

Previous Balance

Meter Information

0000000000000 0oo

Select All

Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Client Id

Meter Number

Meter Multiplier
Beginning Meter Read
Start Date

End Date

Quantity

Measurement Unit

The page will display fields under
two columns/sections: Billing and
Meter information.

Select the checkboxes next to the
items you wish to have in the
report.



. Save Preferences

At the bottom of the page there is a toggle that you can turn on to save your preferences if you'd
like to run the same report the next time you come into this page for the account.

Click Generate Report and an Excel download will appear at the bottom of your browser.

682 CP_Report_2020_.xsx A

The excel file will have 2 tabs, one for Billing Info and one for Meter Info.

Silling Information ]

.
CNGIC

o " L

co 1 NO

co 1 NO

co u NO

co w NO

co u NO
Billing  Meter

Billing | Meter |




Enroll in AutoPay
When you are on your account list view, click on the three horizontal blue dots at the right of the

account you wish to enroll in AutoPay. If an account is enrolled in AutoPay, there will be a blue icon

stating it is enrolled.
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Click the option Enroll in AutoPay. This will take you to the AutoPay & Paperless Billing page for

that specific account.
AutoPay & Paperless Billing

Account number: 00000

AutoPay

Status

inactive

Click on the toggle to turn on. This will display a confirmation to authorize AutoPay for the account
selected. Select the checkbox next to | Accept. Then the Agree button will be enabled to select.



Enable AutoPay

| hereby authorize my financial institution to charge the
above account in the amount of my monthly ENGIE
Resources bill and send that amount to ENGIE Resources.
| agree that each charge to my account shall be the
same as if | had signed a check to pay my bill. This
authority will remain in effect until | notify ENGIE
Resources otherwise. If | change the account or financial
institution specified, | will provide written authorization for
the new financial institution to ENGIE Resources. |
understand both the financial institution and ENGIE

(J 1Accept

Cancel

The toggle is now on and active with the default payment method used.

AutoPay & Paperless Billing

Payment method
Account Ending - 2345

Change payment method

Un-Enroll in AutoPay
When you are on your account list view, click on the three horizonal blue dots at the right of the

o

account. If an account is enrolled in AutoPay, there will be a blue icon stating it is enrolled.

Click Un-Enroll in AutoPay.

12020 () W I B e
View History

Generate Report

/2020 Unenroll in AutoPay

Add Payment Method




A confirmation pop up will display. Click Stop AutoPay.

©

Disable AutoPay

You are changing payment settings for this account. Are you

sure you would like to stop Auto-pay for this account?

The toggle is now off and the AutoPay is off.

AutoPay
Status

Inactive

Bulk Actions

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more

checkboxes and a dropdown named Actions will appear.

1] At
Bulk Actions

BILLING

ACCOUNT

00000

UTiunmy

ACCOUNT

STATUS

¥

You can select from multiple options:

Add a Payment Method for Multiple Accounts (ACH)

i Payrrird Method

Upsdaie Biling Conact

Doawriioad Stalaments

Downicad Supparting Documents
Gereraie Report

Shart Accounts

Traralar Azoounls

Roligis SAbcounts

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Apply Payment Method.



Add Payment Method <
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Transfer Accounts

This will take you to the Add Payment Method screen. On the left you will see the selected accounts
you will be applying the change to. Please note that if you do not have permissions to apply payment
methods to certain accounts, it will not display on the left.

Next, select Checking or Savings Account and fill out all of the payment information. If you would
like to set this payment method as the default payment method for the selected accounts, select the
checkbox at the bottom.

Also, If you would like to turn on AutoPay for those selected accounts, select the second box Turn on
AutoPay for all accounts. Select Save to make changes and a success message will appear.

Add Payment Method

Apply & single payment method 10 multiple acoouts

00000
Q0000

Wy Save a0 ADM Sotit Uhoch Teuture &N youx
Siness Checking scoourd, Jleese Pwiruct por e
o francisl AN 1 elNoTre AD Compary ©
SL1300034 20 1D 9 aft your Cheoong actowmt Thes
Corputy © Ml be aAhorled Dy yag fnendcis
rattuton o you aeyTert may el or be ietutee

Clm-wn.mww O?me&"'c\l. scoogrts




Add a Payment Method for Multiple Accounts (Credit Cards — Texas Customers Only)
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Apply Payment Method.

This will take you to the Add Payment Method screen. On the left you will see the selected accounts
you will be applying the change to. Please note that if you do not have permissions to apply payment
methods to certain accounts, it will not display on the left. There will be a service fee of 4% when
paying by credit card. We support Mastercard, American Express, and Discover Card.

Next, select Credit Card and fill out all of the payment information. If you would like to set this
payment method as the default payment method for the selected accounts, select the checkbox at
the bottom.

Also, If you would like to turn on AutoPay for those selected accounts, select the second box Turn on
AutoPay for all accounts. Select Save to make changes and a success message will appear.

Bulk Update Billing Address — Update Billing Address for Multiple Accounts
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes of the accounts you would like to update.

¥ QA Testers Inc. - 14 Account(s)
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A dropdown named Actions will appear. Click Update Billing Address.



Actions v

Add Payment Method
SE
S1

Update Billing Address
2 Download Statements u
_ Download Supporting Documents
Generate Report
08
Share Accounts

Transfer Accounts 05

Release Accounts
01

This will take you to the Update Billing Address page. Enter the information you would like updated,
and press save. Once you go back to your account list view, the changes will be updated.

Update Billing Address

Bulk Generate Report — Generate a Report for Multiple Accounts
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click Generate Report.




Bulk Actions v

Generate Report
Download Statements

Download Supporting Documents

Generate Report

Create a custom report by selecting a date range and selecting specific billing/metering information.

Select Billed Dates

Choose from date hoose 10

9/11/2020 M 9/18/2020

The Generate Report page displays a date range for the report. The page will default to the To billed

date and the From billed date.

Select Report Data Fields

Billing Information Meter Information
[ Select Al () Selectan
E] Statement Id E] Statement Date
[) statement Date () contract Name
(O] cContract Name (OJ Customer Name
[O) Customer Name () Supplier Account Name
[) supplier Account Name (O] Billing Account Number
E] Billing Account Number E] Utility Account Number
[0 utility Account Number (0 Clientid
() Billing Address (] Meter Number
[ service Address (0 Meter Multiplier
[} Transaction Type () Beginning Meter Read
[C) From Date () start Date
() ToDate () EndDate
() kwh Usage (O Quantity
[C) Previous Balance [J) Measurement Unit
. Save Preferences

Cancel ‘ Generate Report

The page will display fields under
two columns/sections: Billing and
Meter information.

Select the checkboxes next to the
items you wish to have in the
report.

At the bottom of the page there is a toggle that you can turn on to save your preferences if you'd
like to run the same report the next time you come into this page for the account.

Click Generate Report and an Excel download will appear at the bottom of your browser.



The excel file will have 2 tabs, one for Billing Info and one for Meter Info.

Vg irtormation |
CNGIC

Bulk Download Statements — Download Statements (bills) for Multiple Accounts

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click Download Statements. At the bottom
of the browser the PDF’s will appear.

Bulk Download Supporting Documents — Download Supporting Documents for Multiple
Accounts

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click Download Supporting Documents. At
the bottom of the browser the excel files will appear.



Bulk Share Accounts — Share Multiple Accounts at Once
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On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Share Accounts.
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This will take you to the Share
Share Accounts Accounts screen. On the left
Enter the emadl addresses of the people you would She 10 share the you will see the selected
scoounts with. This will sliow the User 10 JCCoas the Same SCCOUnts with 3 )
he selecied role and acoess fype accounts you will be appIylng

the change to. Please note that
if you do not have permissions
to share certain accounts, it will
not display on the left.

Fill out the email addresses in
which you would like to share
the selected accounts with.
Make sure you separate the

“ email addresses with a comma.

Helo Conte Next, select the Role for the
accounts: either Customer or
Partner.




Select the access type you want them to receive.

Customer

° Sharee

With Sharee access, a user can view all
information pertinent to the account, edit their
user profile, pay bills, edit payment information,
enroll in autopay & paperless billing, view account
Read Only | history, and generate reports.

Sharee

Power Sharee

e Power Sharee

With Power Sharee access, a user can perform
all actions a Sharee can, but also can Share,
Transfer, and Release Accounts.

Partner

Sharee

Power Sharee e Read Only

Read Only ‘ With Read Only access, a user can view all
information pertinent to the account, however,
they are only able to edit their user profile.

After selecting the Role and Access Type, Click Share. A message is displayed that the account(s)
have been shared.

Bulk Transfer Accounts — Transfer Multiple Accounts at Once
This feature is if you would like to transfer the account from your view to another user.

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Transfer Accounts.
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Generate Report

Download Statements

Download Supporting Documents 1
Apply Payment Method

Share Accounts

Transfer Accounts

In the dropdown menu, select Transfer Accounts. This will take you to the Transfer Accounts page.

Transfer Accounts

Erter the el adcdheaaes of the pecple you would

SCOoUMEs 1o Thin will Slow e Users 1o SC0ess The Same act

e s e 100 and ACCRAS TpDe

0000

On the left you will see a list of the
selected accounts you will be applying
the change to. Please note that if you
do not have permissions to transfer
certain accounts, it will not display on
the left.

Fill out the email addresses in which
you would like to transfer the selected
accounts to. Make sure you separate
the email addresses with a comma.

Next, select the role and access type
you would like to transfer the account
permissions as.

Bulk Release Accounts — Remove Multiple Accounts at Once
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Release Accounts.
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Actions

Add Payment Method

Download Statements

2 Download Supporting Documents

Generate Report

Share Accounts

Transfer Accounts

Release Accounts

This will take you to the Release Accounts screen where the accounts you selected will display.
Please note: if you do not have permissions to release an account, it will not display here. Once you
click Release, those accounts will be removed from your user profile. Also, If you are the account
owner and the account is an active account with a balance, you will not be able to release the
account.

Release Accounts

Revew the accounts you no longer need and they wil be released from

yOour account kst

00000
000QC

View Your Account(s) - Scenario 2: Account Detail View

This view is when a user is associated with one account or when they click into an account on their
account list view.
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Clicking on the Account from the list view will take you to the Account Detail Page.
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Account Information
When you navigate to the Account Detail page, you will see the following tiles in the first section:

e Total Amount Due
e Account Info

e Contact

e Account Settings

Total Amount Due
Total Amount Due will have the following components:

Total Amount Due

Your most recent payment of
$3,195.41 on September 4, 2020 is
pending.

Balance  $2,210.57
arges  $1,039.45
Balance  $3,250.02

$3,195.41

Make a Payment

e Message displays if a payment is pending, scheduled, rejected, or processed
e Remaining Balance
o Thisis the Previous Statement Balance less any payments made since the previous
statement. If no payments have been made since the previous statement, Balance
Remaining is equal to the Previous Balance.
e Current Charges
e Statement Balance
o Total Amount Due of the Statement period
e Total Amount Due
o Thisis the real-time Account Balance so Total Amount Due will always reflect what is
currently due if any payments (or partial payments) over the phone, portal or IVR
have been made since the statement period posted.
View Bill/Statement
By clicking on the View Bill button it will open and display in a new tab the PDF of the bill/statement
for the current period.



e Make a Payment (See section below for more detail how to make a payment)
o Please note: The button will be disabled if there is no balance on the account.

Account Info Tile
Account Info tile will display the following information:

Account Info Account Info
oocoé

25 NO

NIMO NFY'SEG

This account is recening

© @ )

paper bils

e Ellipses menu (menu shown expanded on right image)
o View History- History of the account
o Generate Report
o Enroll/Un-Enroll in AutoPay
o Add Payment Method
e Billing Account Number
e  Utility Account Number
o  Utility
e Account Owner(s)
o First initial of the owner’s first and last name display in icon
e Auto pay
o Ifaccount is enrolled in auto pay, an icon will display
e Paperless billing or Paper Bills (variation shown in #1 & #2 images
o Ifanaccountin enrolled in paperless billing, an icon will display

Contact Tile
Contact tile has the following information:

e Service Address
e Billing Address
e Contact
o Contact Type which will always display “Billing”



e Billing Email Address
o Account owner’s email address

Account Settings Tile
Account Settings tile has the following information:

Account Settings
Jan 1‘, 2016 |

Accéunt Aécepted
éepalafé Bills

Not Tax Exempt

e Service Start Date
e Account Status

e Billing Type

e Tax Status

Costs & Usage
This section displays the cost and usage information for the selected billing account and utility
account.

Bill Cycle Tab - Cost
Please note that each line item charges are for the selected utility account number.



Costs & Usage BILL CYCLE YEAR
April 14, 2020 - May 12, 2020 —_—

v Retail Adder Charge $30.02 Billing Days
30320 KWH @ 0.000990 / KWH for 29 days $30.02 2 9
2> Energy Imbalance Charge $528.27 Aversge Daily Charges
Subtotal Supplier Charges $558.29
> Unforced Capacity Charge $152.60 ‘
> Ancillary Services Charge $260.56
Subtotal Settlement Charges $413.16
> Sales Tax - State $38.86
> Sales Tax - County $29.14
Subtotal Taxes $68.00
Remaining Balance $2,210.57
Current Charges $1,039.45
Statement Balance $3,250.02
*Total Amount Due $3,195.41
*Total Amount Due of the billing account

The following are possible line item charge will be part of a line item charge category. I.E. Energy
Charge and Fixed Price Energy Charge are going to display under the Supplier Charges subcategory.
The system will display subtotal for each category.

At the end of the line item charges, the system will display:

e Subtotal Taxes

e Remaining Balance
e  Current Charges

e Statement Balance
e Total Amount Due

For summary bill accounts the Total Amount Due is for the billing account not just the UAN that user
has selected. A foot note is there for your information.

Bill Cycle Tab - Usage
Expand the carrot to view details of the line item charge



Costs & Usage
April 14, 2020 - May 12, 2020

v Retail Adder Charge $30.02
T 30320 KWH @ 0.000990 / KWH for 29 days $30.02

Year Tab - Usage
This tab within the section shows the usage for the year on the utility account selected

e Click on Previous Year or Next Year hyperlinks to view account usage data for the previous or
next year.
e Click on the Export to Excel to export data to Microsoft Excel

Costs & Usage BILLCYCLE [ YEAR
varch 12, 2020 - April 10, 2020

January 1, 2020 - December 31, 2020

BILL PERIOD FROM BILL PERIOD TO METER NUMBER TOTAL kWh TOTAL kW
03/12/2020 04/10/2020 17360 0
02/11/2020 03/12/2020 20480 0




Add/Delete a Payment Method: Scenario 1

When you are on your account detail page, locate the Account Info tile and click on the icon with
three blue horizontal dots. Click Add Payment Method.

Additional Options
LA Al

View History

Generate Report

Enroll in Autopay

N Add Payment Method

This page will display all your current payment methods for this account.

Payment Methods © Add Payment Method

* Account Ending - 4544 I |

o

Account Ending - 2345

Account Ending - 2345 0

Account Ending - 2345

Account Ending - 7654 0

Account Ending - 6543

Make a Payment




Add Payment Method (ACH)
At the top right of the page
there will be a Add Payment

Method link.
ENGIE Basources LLE
Payrment Method . Select this to be taken to a pop

up that will have you enter in
payment information.

The required fields are shown to
the left including: Routing #,

[ e ] Checking/Savings dropdown,
Account Number, Re-enter
account number, Company
Name, and Postal Code.

Bilirg i prmmatinn s L i T T

Click Save, and you will see a
confirmation message that your
payment method has been
added.

Add Payment Method (Credit Card — Texas Customers Only)
Select this to be taken to a pop up that will have you enter in payment information.

ENGIE Resources LLE >

Py Ty bt el -

Buflng Informatsn U=ted Sorim of Aok =

* riedinnbs (58 i Adete Pl il Sbd bl

Click the tab Card.

Please Note: There is a service fee of 4% for credit cards. We support Mastercard, American
Express, and Discover Card.



Fill in the Credit Card Number, Expiration Date (2 digits for the month and 4 digits for the year), and
Billing Information. Once all the fields are filled in properly, the save button will enable and turn
green. Click Save.

EMGEE Badaiird LLC

Click Save, and you will see a confirmation message that your payment method has been added.



Delete Payment Method /

Account Ending - 4544

If you no longer need a payment

P method, you can remove it from the

Delete Pay Method list. Click on the trash can icon to the
right of the payment method to

Are you sure you want to delete Account Ending - 4544? delete it. A pop up will appear asking

you to confirm you want to delete the
payment method. Click Remove

‘_ e Method to continue. The payment

method will then be removed from

the list.
Account Ending - 4544 This payment method is enrolled
in AutoPay and cannot be
deleted
’ * Account Ending - 2345 0 6

Please note that a payment cannot be deleted if it is the payment method that is enrolled in
AutoPay. AutoPay is always tied to the default payment method. If you do want to delete a payment
method that is associated with AutoPay, change the default payment method and it will tie AutoPay
with that payment method.

Default Payment Method
To change the default payment method, click on the star next to the account you would like to
change it to.

Set Default Pay Method

Are you sure you want to set Account Ending - 2345 as the
default Pay Method?

F | El
Account Ending - 2345




A pop up will appear, asking you to confirm you want to set it as the default pay method. Select
Submit to continue. A blue star icon will now appear next to the new default pay method.

o x

Account Ending - 2345

Add/Delete a Payment Method: Scenario 2

—
_

<

L}

Close

Dashboard

Account List

Account Summary

Account History

Payment Methods

AutoPay & Paperless Billing

Reporting

When you are on your account detail page, locate the menu on the left side
of the screen. Click on Payment Methods.
This page will display all your current payment methods for this account.

Payment Methods © Add Payment Method
* Account Ending - 4544 (VI |
Account Ending - 2345 0
Account Ending - 2345 s}

(= ]

Account Ending - 2345

Account Ending - 7654 0

Account Ending - 6543 0

Make a Payment




Add Payment Method (ACH)
At the top right of the page
there will be a Add Payment

Method link.
ENGIE Basources LLE
Payrment Method . Select this to be taken to a pop

up that will have you enter in
payment information.

The required fields are shown to
the left including: Routing #,

[ e ] Checking/Savings dropdown,
Account Number, Re-enter
account number, Company
Name, and Postal Code.

Bilirg i prmmatinn s L i T T

Click Save, and you will see a
confirmation message that your
payment method has been
added.

Add Payment Method (Credit Card — Texas Customers Only)
At the top right of the page there will be a Add Payment Method link. Select this to be taken to a
pop up that will have you enter in payment information.

EMGIE Resowrees LLC

Py T ke mad

Click the tab Card.



Please Note: There is a service fee of 4% for credit cards. We support Mastercard, American
Express, and Discover Card.

Fill in the Credit Card Number, Expiration Date (2 digits for the month and 4 digits for the year), and
Billing Information. Once all the fields are filled in properly, the save button will enable and turn
green. Click Save.

EPGEE Badauir e LLC

Click Save, and you will see a confirmation message that your payment method has been added.



Delete Payment Method /

Account Ending - 4544

If you no longer need a payment

P method, you can remove it from the

Delete Pay Method list. Click on the trash can icon to the
right of the payment method to

Are you sure you want to delete Account Ending - 4544? delete it. A pop up will appear asking

you to confirm you want to delete the
payment method. Click Remove

‘_ e Method to continue. The payment

method will then be removed from

the list.
Account Ending - 4544 This payment method is enrolled
in AutoPay and cannot be
deleted
’ * Account Ending - 2345 0 6

Please note that a payment cannot be deleted if it is the payment method that is enrolled in
AutoPay. AutoPay is always tied to the default payment method. If you do want to delete a payment
method that is associated with AutoPay, change the default payment method and it will tie AutoPay
with that payment method.

Default Payment Method
To change the default payment method, click on the star next to the account you would like to
change it to.

Set Default Pay Method

Are you sure you want to set Account Ending - 2345 as the
default Pay Method?

F | El
Account Ending - 2345




A pop up will appear, asking you to confirm you want to set it as the default pay method. Select
Submit to continue. A blue star icon will now appear next to the new default pay method.

___p* Account Ending - 2345 |

Make a Payment (ACH and Credit Cards)
On the account detail page in the left tile, click on the Make a Payment button.

Total Amount Due

Your most recent payment of

$3,195.41 on September 4, 2020 is

pending.
$2,210.57
$1,039.45
$3,250.02 ‘

$3,195.41

The button will be disabled if there is no balance on the account. If the button is enabled you can
click it to make a payment. It will direct you to the Payment screen.



$3,195.41

)

View Bill

Please Note: This is the final step to submit your payment. Be sure to double check that all of your information is correct!

>ayment Dat

9/18/2020 ()

2 scheduled up to and including your due date. Please select

toda
jay

and

your next due date

Submit Payment

$3,195.41

o

Payment Amount

The top section will show your total amount due and if it is enrolled
in AutoPay, a message will appear here to indicate that. You can still
proceed even though you are enrolled in AutoPay if you want to
make a one-time payment.

View Bill

You can also view your bill you are paying on here. This will open up a
PDF of the statement.

When clicking on the caret (down arrow),
you will see the total amount due and the
- remaining balance.

Total Amount Due $3,195.41

9 Remaining Balance $2,210.57




Payment Date
The payment date will automatically default
to the current day. Payments can be
9/18/2020 - scheduled up to and including your due date.

SEP 2020 ~

gy account on your
appear on your bank

Payment Method
When clicking on the caret (down arrow), you
will see all of your payment methods that have
o been added. Click on the payment method you
would like to use, then click the submit
Account Ending - 4544 payment button. You will receive a
confirmation message saying that your
payment has been made.

Account Ending - 2345
Account Ending - 2345

N Account Ending - 2345
Vi e

Account Ending - 7654

Jsan' Account Ending - 6543

Please note: credit card payments are only for Texas customers at this time.

Click on the payment method you would like to use, then click the submit payment button. You will
receive a confirmation message saying that your payment has been made.

When selecting a credit card payment method, please note there is a credit card service amount
that will automatically calculate and populate.
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Click Submit Payment. A confirmation will pop up with an authorization number.



Update Billing Address
From the account detail view, click on the three blue horizontal dots to display more options. Select
Update Billing Address.
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This will take you to a page where you can update the information and press save.

Update Billing Address

Selecte? Mooty ASEwss Lrwe !

AdOwssLrw )




View Account History
From the account detail view, click on the three blue horizontal dots to display more options.

Click on the View History option.

The account will default to the account you are on. You can then select the date range and press
Search. This will then display all of your previous activity specific to the account you selected.
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You can change the rows per page at the bottom as well as download the table in excel. (The
download will only use the data from your selected date range.)

You can filter by billing account number, type, status, and usage. Once you start typing it will
automatically narrow down the list. You don’t have to press the search icon after.
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Cancel a Pending Payment
Note- a payment can only be cancelled if the status is ‘pending’

Locate the payment in the table. Click on the blue ‘X’ icon next so the scheduled payment

oo “Omcr somiiet & TIRE 2047 s

————— v -~ - as et wm— -y - PR

A confirmation modal appears. Click Cancel Payment to continue.
X

Cancel Scheduled Payment

Are you sure you want to cancel this payment?

Don't Cancel Cancel Payment




Enroll in AutoPay

When you are on your account detail view, click on the three horizontal blue dots at the top of
Account Info tile.

e

View History

Generate Report
Bi
(0]

Enroll in Autopay
Ut

N Add Payment Method

Click the option Enroll in AutoPay. This will take you to the AutoPay & Paperless Billing page for
that specific account.

AutoPay & Paperless Billing

Account number: 00000

AutoPay
Status

Inactive

Click on the toggle to turn on. This will display a confirmation to authorize AutoPay for the account
selected. Select the checkbox next to | Accept. Then the Agree button will be enabled to select.

Enable AutoPay

| hereby authorize my financial institution to charge the
above account in the amount of my monthly ENGIE
Resources bill and send that amount to ENGIE Resources.
| agree that each charge to my account shall be the
same as if | had signed a check to pay my bill. This
authority will remain in effect until | notify ENGIE
Resources otherwise. If | change the account or financial
institution specified, | will provide written authorization for
the new financial institution to ENGIE Resources. |
understand both the financial institution and ENGIE

() 1Accept




The toggle is now on and active with the default payment method used.

AutoPay & Paperless Billing

Account number: 0000C

AutoPay .

Status
Active

Payment method
Account Ending - 2345

Un-Enroll in AutoPay

When you are on your account detail view, click on the three horizonal blue dots at the top of the
Account Info tile. Click Un-Enroll in AutoPay.

Additional Options]

View History

Generate Report
Bil

o(

Un-Enroll in Autopay

Ut
NI Add Payment Method

A confirmation pop up will display. Click Stop AutoPay.

o

Disable AutoPay

You are changing payment settings for this account. Are you
sure you would like to stop Auto-pay for this account?

The toggle is now off and the AutoPay is off.



AutoPay
Status

Inactive

Enroll in Paperless Billing (Sign up to get emailed bill copies)

When you are on your account detail view, locate the Account Info tile and select the icon with the 3
blue horizontal dots.
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Click on Enroll in Paperless Billing. This will take you to the AutoPay & Paperless Billing page.

AutoPay & Paperless Billing

Account number:

AutoPay
Status

Inactive

Paperless billing

View your bill details anytime. We'll send you notices
when your bill is ready.

E-Bill Delivery Address

email address




Under the Paperless Billing section, click the toggle to turn on and a pop up will appear.

| "

o

' Enable Paperless

Wioig @fd changing setlings Tof this soCount, ArE you $08 you
would Ik to starl Paperiess bilkng for this acoount?

- m

Click Start Paperless to continue and now the toggle is on and you are enrolled.

Paperless billing %

View your bill details anytime. We'll send you notices
when your bill is ready.

Un-Enroll in Paperless Billing
When you are on your account detail view, locate the Account Info tile and select the icon with the 3
blue horizontal dots.

Total Amount Due
1 3]} |

enining Baance $1,510,68
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Click on Un-Enroll in Paperless Billing. This will take you to the AutoPay & Paperless Billing page.

Under the Paperless Billing section, click the toggle to turn off and a pop up will appear.



Disable Paperless

You are changing settings for this account. Are you sure you
would like to stop Paperless billing for this account?

Cancel ‘ Stop Paperless
]

Click Stop Paperless to continue and now the toggle is off and you will start receiving paper bills with
the next billing cycle.

Paperless billing

View your bill details anytime. We'll send you notices
when your bill is ready.

Share Account(s)

User this feature if you would like to share an account to another email/user and also have it on your
account list view to access.

From the account detail view, click on the three blue horizontal dots on the right of the Account Info
tile to display additional options. Select Share Account.

e
View History
Total Amount Due
Generate Report
Remaining Balance $80.36 —
Share Account &——
Current Charges $126.28
Transfer Account
Statement Balance $206.64 mssnts
tal Amount Due $206.64 Release Account
s Enroll in Autopay
View Bill =
: Add Payment Method
Un-Enroll in Paperless Billing

The Share Accounts screen will appear where you can enter one or more email address in which you
want to share the specified account with.



Under the Role dropdown, select either Customer or Partner.
test@engie.com,test2@engie.com

Customer

Customer

Partner

There are three different Access Types associated with both Customer/Partner Roles. Select the
access type you would like the email to have permissions for.

e Sharee

Customer

With Sharee access, a user can view all
information pertinent to the account, edit their
user profile, pay bills, edit payment information,
enroll in autopay & paperless billing, view

Power Sharee account history, and generate reports.

Sharee

Read Onl

d e Power Sharee

With Power Sharee access, a user can perform
all actions a Sharee can, but also can Share,
Transfer, and Release Accounts.

Partner

Sharee

Power Sharee e Read Only

Read Only With Read Only access, a user can view all
information pertinent to the account, however,
they are only able to edit their user profile.

After selecting the Role and Access Type, Click Share. A message is displayed that the account(s)

have been shared.

Your accounts have been successfully shared.

Transfer Account(s)
User this feature if you would like to transfer an account to another email/user and no longer have it
on your account list view.

From the account detail view, click on the three blue horizontal dots on the right of the Account Info
tile to display additional options. Select Transfer Account.



View History
Total Amount Due

Generate Report

$80.36

Share Account

$126.28

Transfer Account

$206.64

$206.64 Release Account

Add Payment Mett

Un-Enroll in Paperless Billing

Transfer Accounts

Customer

Owner

Sharee

Power Sharee

Read Only

Enter in the email(s) of the users you would like to
transfer the account to.

Under the Role dropdown, select customer. Under
the Access Type dropdown there are 4 options to
choose from.

o Owner

With Owner access, the user will have access to
everything you had as the owner.

. Sharee

With Sharee access, a user can view all information
pertinent to the account, edit their user profile, pay
bills, edit payment information, enroll in autopay &
paperless billing, view account history, and
generate reports.

Power Sharee

With Power Sharee access, a user can perform all
actions a Sharee can, but also can Share, Transfer, and
Release Accounts.

Read Only

With Read Only access, a user can view all information
pertinent to the account, however, they are only able to
edit their user profile.

Once you have selected an Access Type, click Transfer. You will receive a success message.



Release Account(s)
Use this feature if you no longer need to be the owner of an account, and the account(s) will be
released from your account list.

From the account detail view, click on the three blue horizontal dots on the right of the Account Info
tile to display additional options. Select Release Account.

Total Amount Due
$0.00
$0.00

$0.00
$0.00 RelesseAccout ¢— 1

4  This account is receiving
paper bills.

Click on Release Account. A new page will appear that shows the account(s) you would like to
release. Click Release to continue. If the account has a status=dropped as well as zero balance your
request will be successful and the account will be removed from your account list view.

Release Accounts

Review the accounts you no longer need to be the owner of and they
will be released from your account list

‘ m
) g

Help Center




Generating a Report

' CO0. - 00000
A Dewvenew
St hon Total Amount Due Account |
: SLIR o D & BUPS oo
s -
n Acooure Matory SLoM.48
wwao
(SF 5
5 eyt Nt
$yman
()
i [ oo
e ™ e
g s oo o
Generate Report

Create a custom report by selecting a date range and selecting specific billing/metering information.

Select Billed Dates
Choose from date

9/11/2020 a)

Choose to date

9/18/2020

When you are on an account, in the
navigation bar on the left, click on the
Reporting list item.

The Generate Report page displays a date range for the report. The page will default to the To billed
date and the From billed date.

Select Report Data Fields

Billing Information

O000000000000000

Select All

Statement Id
Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Billing Address

Service Address
Transaction Type

From Date

To Date

kWh Usage

Previous Balance

Meter Information

000000000000 ooo

Select All

Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Client Id

Meter Number

Meter Multiplier
Beginning Meter Read
Start Date

End Date

Quantity

Measurement Unit

The page will display fields under
two columns/sections: Billing and
Meter information.

Select the checkboxes next to the
items you wish to have in the
report.



. Save Preferences

At the bottom of the page there is a toggle that you can turn on to save your preferences if you'd
like to run the same report the next time you come into this page for the account.

Click Generate Report and an Excel download will appear at the bottom of your browser.

68 CP_Report_2020_.xsx A

The excel file will have 2 tabs, one for Billing Info and one for Meter Info.

siting Information |
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View Your Account(s) - Scenario 3: Account Summary/Summary Bill
This view is when a user has summary bill accounts.

¥ ENGIE Resources - 11 Acoount(s)
17 D Accounts | 112 Unilty Accounts
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The list view is shown in a parent/child relationship. All of your Bill Accounts will be displayed with
info pertaining to the Bill Account level. If you select the caret (right arrow) it will expand to show
the Utility Account(s) associated with it.

Add/Delete a Payment Method: Scenario 1
From your account list view, click on the three blue horizontal dots to display more options. Click on
the Add Payment Method option.

- -

View History
Generate Report

Unenroll in AutoPay /

Add Payment Method

lg 8




Payment Methods © Add Payment Method
* Account Ending - 4544 LI |
b Account Ending - 2345 o
= Account Ending - 2345 o
" Account Ending - 2345 o
b Account Ending - 7654 o
* Account Ending - 6543 o
Make a Payment

This page will display all your current payment methods for this account.

Add Payment Method (ACH)

At the top right of the page
there will be a Add Payment

Method link.

ERNGIE Besources LLC

Payrment Method Select this to be taken to a pop

up that will have you enter in
payment information.

| Chaching =

| e

i Shrer of STeras T

The required fields are shown to
the left including: Routing #,

| Checking/Savings dropdown,
Account Number, Re-enter
account number, Company
Name, and Postal Code.

Click Save, and you will see a
confirmation message that your
payment method has been
added.




Add Payment Method (Credit Card — Texas Customers Only)

Payment hMethods
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At the top right of the page there will be a Add Payment Method link.

Select this to be taken to a pop up that will have you enter in payment information.

ENGIE Resources LLE x
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Umtpd Sonm of dmerie

Click the tab Card.

Please Note: There is a service fee of 4% for credit cards. We support Mastercard, American
Express, and Discover Card.

Fill in the Credit Card Number, Expiration Date (2 digits for the month and 4 digits for the year), and

Billing Information. Once all the fields are filled in properly, the save button will enable and turn
green. Click Save.
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Click Save, and you will see a confirmation message that your payment method has been added.



Delete Payment Method /

Account Ending - 4544

If you no longer need a payment

P method, you can remove it from the

Delete Pay Method list. Click on the trash can icon to the
right of the payment method to

Are you sure you want to delete Account Ending - 4544? delete it. A pop up will appear asking

you to confirm you want to delete the
payment method. Click Remove

‘_ e Method to continue. The payment

method will then be removed from

the list.
Account Ending - 4544 This payment method is enrolled
in AutoPay and cannot be
deleted
’ * Account Ending - 2345 0 6

Please note that a payment cannot be deleted if it is the payment method that is enrolled in
AutoPay. AutoPay is always tied to the default payment method. If you do want to delete a payment
method that is associated with AutoPay, change the default payment method and it will tie AutoPay
with that payment method.

Default Payment Method
To change the default payment method, click on the star next to the account you would like to
change it to.

Set Default Pay Method

Are you sure you want to set Account Ending - 2345 as the
default Pay Method?

F | El
Account Ending - 2345




A pop up will appear, asking you to confirm you want to set it as the default pay method. Select
Submit to continue. A blue star icon will now appear next to the new default pay method.

I Account Ending - 2345



Add/Delete a Payment Method: Scenario 2

m When you are on your account detail page, locate the menu on the left side
of the screen. Click on Payment Methods.
Y . This page will display all your current payment methods for this account.
I3
e Payment Methods © Add Payment Method
E Account List
* Account Ending - 4544 (/I |
= Account Summary
(9 Account History * Account Ending - 2345 o
% Payment Methods
: w Account Ending - 2345 o
[¥] AutoPay & Paperless Billing
w Account Ending - 2345 o
Reporting
w Account Ending - 7654 o}
4 Account Ending - 6543 s}
Make a Payment

Add Payment Method (ACH)
At the top right of the page
there will be a Add Payment

Method link.
ENGIE Basources LLE
Payrrent Method . Select this to be taken to a pop

up that will have you enter in
payment information.

| Crecking

S

The required fields are shown to
the left including: Routing #,

[ e ] Checking/Savings dropdown,
Account Number, Re-enter
account number, Company
Name, and Postal Code.

Bilirg i prmmatinn s L i T T

Click Save, and you will see a
confirmation message that your
payment method has been
added.




Add Payment Method (Credit Card — Texas Customers Only)

Payment hMethods

Bl | lerm) 20T

deringrd Lralws) o 6105

Fpoa Fare o Se 0 defed hin'h b re pros ey e Lrey socmed. e i pos b o S ol vl e b oo res

P ey MU T A T P L et e e s e ® PP | oSty B Sl e o ol By i Pl e e £ e
iyt S P b ptrm e

At the top right of the page there will be a Add Payment Method link.

Select this to be taken to a pop up that will have you enter in payment information.

Click the tab Card.

Please Note: There is a service fee of 4% for credit cards. We support Mastercard, American
Express, and Discover Card.

Fill in the Credit Card Number, Expiration Date (2 digits for the month and 4 digits for the year), and

Billing Information. Once all the fields are filled in properly, the save button will enable and turn
green. Click Save.
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Click Save, and you will see a confirmation message that your payment method has been added.



Delete Payment Method /

Account Ending - 4544

If you no longer need a payment

P method, you can remove it from the

Delete Pay Method list. Click on the trash can icon to the
right of the payment method to

Are you sure you want to delete Account Ending - 4544? delete it. A pop up will appear asking

you to confirm you want to delete the
payment method. Click Remove

‘_ e Method to continue. The payment

method will then be removed from

the list.
Account Ending - 4544 This payment method is enrolled
in AutoPay and cannot be
deleted
’ * Account Ending - 2345 0 6

Please note that a payment cannot be deleted if it is the payment method that is enrolled in
AutoPay. AutoPay is always tied to the default payment method. If you do want to delete a payment
method that is associated with AutoPay, change the default payment method and it will tie AutoPay
with that payment method.

Default Payment Method
To change the default payment method, click on the star next to the account you would like to
change it to.

Set Default Pay Method

Are you sure you want to set Account Ending - 2345 as the
default Pay Method?

F | El
Account Ending - 2345




A pop up will appear, asking you to confirm you want to set it as the default pay method. Select
Submit to continue. A blue star icon will now appear next to the new default pay method.

I Account Ending - 2345



Make a Payment (ACH and Credit Cards)
From your account list view, on the right side, click on the Pay button.
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The button will be disabled if there is no balance on the account. If the button is enabled you can
click it to make a payment. It will direct you to the Payment screen.

$3,195.41

]

View Bill

Please Note: This is the final step to submit your payment. Be sure 1o double check that all of your information is correct!

9/18/2020 o]

Payments can be scheduled up to and including your due date. Please select

a date between today and your next due date

The top section will show your total amount due and if it is enrolled
in AutoPay, a message will appear here to indicate that. You can still

$3.195.41 proceed even though you are enrolled in AutoPay if you want to
P S make a one-time payment.
i View Bill

You can also view your bill you are paying on here. This will open up a
PDF of the statement.




Payment Amount

Total Amount Due $3,195.41

9 Remaining Balance $2,210.57

When clicking on the caret (down arrow),
you will see the total amount due and the
remaining balance.

Payment Date

9/18/2020 o)

SEP 2020 ~

gy account on your
3ppear on your bank

Payment Method

Account Ending - 4544
Account Ending - 2345
Account Ending - 2345
By ¢ Account Ending - 2345 3

Account Ending - 7654

san' Account Ending - 6543

The payment date will automatically default
to the current day. Payments can be
scheduled up to and including your due date.

When clicking on the caret (down arrow), you
will see all of your payment methods that have
been added. Click on the payment method you
would like to use, then click the submit
payment button. You will receive a
confirmation message saying that your
payment has been made.

Please note: credit card payments are only for Texas customers at this time.

Click on the payment method you would like to use, then click the submit payment button. You will
receive a confirmation message saying that your payment has been made.



When selecting a credit card payment method, please note there is a credit card service amount
that will automatically calculate and populate.

dumes Cipchi Card - DN .-

Click Submit Payment. A confirmation will pop up with an authorization number.

Update Billing Address for one or Multiple Accounts
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes of the accounts you would like to update.

4 Inc. - 14 Account(s)
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A dropdown named Actions will appear. Click Update Billing Address.



Actions v

Add Payment Method
SE

Update Billing Address

S

“  Download Statements
Download Supporting Documents
Generate Report
Share Accounts
Transfer Accounts 05

Release Accounts
01

This will take you to the Update Billing Address page. Enter the information you would like updated,
and press save. Once you go back to your account list view, the changes will be updated.

Update Billing Address




View Account History
From your account list view, click on the three blue horizontal dots to display more options.
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Click on the View History option.

Generate Report
Unenroll in AutoPay
Add Payment Method

@E!oc

The account will default to the account you are on. You can then select the date range and press
Search. This will then display all of your previous activity specific to the account you selected.
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You can change the rows per page at the bottom as well as download the table in excel. (The
download will only use the data from your selected date range.)

You can filter by billing account number, type, status, and usage. Once you start typing it will
automatically narrow down the list. You don’t have to press the search icon after.



Cancel a Pending Payment
Note- a payment can only be cancelled if the status is ‘pending’

Locate the payment in the table. Click on the blue ‘X’ icon next so the scheduled payment

00 *Chech shatins &) 0TI 22047 % 0w

A confirmation modal appears. Click Cancel Payment to continue.
X

Cancel Scheduled Payment

Are you sure you want to cancel this payment?

Don't Cancel Cancel Payment

Share Account(s)

User this feature if you would like to share an account to another email/user and also have it on your
account list view to access.

From the account list view, click on the three blue horizontal dots on the right of the account to
display additional options.

-
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Select Share Account from the menu options.

View History
Generate Report
Share Account ¢———
Transfer Account
Release Account
Enroll in AutoPay

Add Payment Method

The Share Accounts screen will appear where you can enter one or more email address in which you
want to share the specified account with.



Under the Role dropdown, select either Customer or Partner.
test@engie.com,test2@engie.com

Customer

Customer

Partner

There are three different Access Types associated with both Customer/Partner Roles. Select the
access type you would like the email to have permissions for.

e Sharee
Customer
With Sharee access, a user can view all
information pertinent to the account, edit their
user profile, pay bills, edit payment information,
e enroll in autopay & paperless billing, view
Power Sharee account history, and generate reports.
Read Only
e Power Sharee
i With Power Sharee access, a user can perform
artner
all actions a Sharee can, but also can Share,
Transfer, and Release Accounts.
Sharee
Power Sharee ° Read On|y
Read Only With Read Only access, a user can view all

information pertinent to the account, however,
they are only able to edit their user profile.

After selecting the Role and Access Type, Click Share. A message is displayed that the account(s)

have been shared.

Your accounts have been successfully shared.

Transfer Account(s)
User this feature if you would like to transfer an account to another email/user and no longer have it
on your account list view.



From the account list view, click on the three blue horizontal dots on the right of the account to

display additional options.

View History

Generate Report

Share Account

Transfer Account E¢———
Release Account

Enroll in AutoPay

Add Payment Method

Transfer Accounts
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Customer

Owner

Sharee

Power Sharee

Read Only

Enter in the email(s) of the users you would like to
transfer the account to.

Under the Role dropdown, select customer.
Under the Access Type dropdown there are 4
options to choose from.

° Owner

With Owner access, the user will have access to
everything you had as the owner.

° Sharee

With Sharee access, a user can view all
information pertinent to the account, edit their
user profile, pay bills, edit payment information,
enroll in autopay & paperless billing, view account
history, and generate reports.

e Power Sharee

With Power Sharee access, a user can perform
all actions a Sharee can, but also can Share,
Transfer, and Release Accounts.

e Read Only

With Read Only access, a user can view all
information pertinent to the account, however,
they are only able to edit their user profile.

Once you have selected an Access Type, click Transfer. You will receive a success message.



Release Account(s)
User this feature if you no longer need to be the owner of an account, and the account(s) will be
released from your account list.

From the account list view, click on the three blue horizontal dots on the right of the account to
display additional options.

View History
Generate Report
Share Account
Transfer Account
Release Account €¢—F——
Enroll in AutoPay

Add Payment Method

Click on Release Account. A new page will appear that shows the account(s) you would like to
release. Click Release to continue. If the account has a status=dropped as well as zero balance your
request will be successful and the account will be removed from your account list view.

Release Accounts

Review the accounts you no longer need to be the owner of and they
will be released from your account kst

Help Center




Generate Report
From your account list view, click on the three blue horizontal dots to display more options.
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Click on the Generate Report option.
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Generate Report

Create a custom report by selecting a date range and selecting specific billing/metering information.

Select Billed Dates
Choose from date

9/11/2020 B

Choose to date

The Generate Report page displays a date range for the report. The page will default to the To billed

date and the From billed date.

Select Report Data Fields

Billing Information

O00000000000000O0

Select All

Statement Id
Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Billing Address

Service Address
Transaction Type

From Date

To Date

kWh Usage

Previous Balance

Meter Information

0000000000000 o0oo

Select All

Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Client Id

Meter Number

Meter Multiplier
Beginning Meter Read
Start Date

End Date

Quantity

Measurement Unit

The page will display fields under
two columns/sections: Billing and

Meter information.

Select the checkboxes next to the
items you wish to have in the

report.



Save Preferences

At the bottom of the page there is a toggle that you can turn on to save your preferences if you'd
like to run the same report the next time you come into this page for the account.

Click Generate Report and an Excel download will appear at the bottom of your browser.

B CP_Report_2020_.xisx A

The excel file will have 2 tabs, one for Billing Info and one for Meter Info.
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Billing | Meter

Enroll in AutoPay
When you are on your account list view, click on the three horizontal blue dots at the right of the
account you wish to enroll in AutoPay. If an account is enrolled in AutoPay, there will be a blue icon

stating it is enrolled.

2]
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Click the option Enroll in AutoPay. This will take you to the AutoPay & Paperless Billing page for
that specific account.

AutoPay & Paperless Billing

Account number: 00C

AutoPay
Status

Inactive

Click on the toggle to turn on. This will display a confirmation to authorize AutoPay for the account
selected. Select the checkbox next to | Accept. Then the Agree button will be enabled to select.

Enable AutoPay

| hereby authorize my financial institution to charge the
above account in the amount of my monthly ENGIE
Resources bill and send that amount to ENGIE Resources.
| agree that each charge to my account shall be the
same as if | had signed a check to pay my bill. This
authority will remain in effect until | notify ENGIE
Resources otherwise. If | change the account or financial
institution specified, | will provide written authorization for
the new financial institution to ENGIE Resources. |
understand both the financial institution and ENGIE

() 1Accept

The toggle is now on and active with the default payment method used.



AutoPay & Paperless Billing

Account number: 00000

AutoPay ®
Status

Active

Payment method
Account Ending - 2345

hange payment ethod

Un-Enroll in AutoPay
When you are on your account list view, click on the three horizonal blue dots at the right of the

)
account. If an account is enrolled in AutoPay, there will be a blue icon stating it is enrolled.

Click Un-Enroll in AutoPay.

12020 F I B eee
View History

Generate Report
/2020 Unenroll in AutoPay

Add Payment Method

A confirmation pop up will display. Click Stop AutoPay.

o

Disable AutoPay

You are changing payment settings for this account. Are you
sure you would like to stop Auto-pay for this account?

Cancel \ Stop AutoPay

The toggle is now off and the AutoPay is off.



AutoPay
Status

Inactive

Bulk Actions
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear.
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Bulk Actions

Add Payment Method
Download Statements
[“ Download Supporting Documents L
Generate Report
Share Accounts

Transfer Accounts

You can select from multiple options:

Add a Payment Method for Multiple Accounts (ACH)
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Apply Payment Method.
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Bulk Actions

Add Payment Method —
Download Statements

¥ Download Supporting Documents L
Generate Report

Share Accounts

Transfer Accounts

This will take you to the Apply Payment Method screen. On the left you will see the selected
accounts you will be applying the change to. Please note that if you do not have permissions to apply
payment methods to certain accounts, it will not display on the left.

Next, fill out all of the payment information. If you would like to set this payment method as the
default payment method for the selected accounts, select the checkbox at the bottom.

Also, If you would like to turn on AutoPay for those selected accounts, select the second box Turn on
AutoPay for all accounts.

Apply Payment Method

A3 a wrgle paymect method 1o mudtiple accounts

i i




Add a Payment Method for Multiple Accounts (Credit Cards — Texas Customers Only)
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Apply Payment Method.

This will take you to the Add Payment Method screen. On the left you will see the selected accounts
you will be applying the change to. Please note that if you do not have permissions to apply payment
methods to certain accounts, it will not display on the left. There will be a service fee of 4% when
paying by credit card. We support Mastercard, American Express, and Discover Card.

Next, select Credit Card and fill out all of the payment information. If you would like to set this
payment method as the default payment method for the selected accounts, select the checkbox at
the bottom.

Also, If you would like to turn on AutoPay for those selected accounts, select the second box Turn on
AutoPay for all accounts. Select Save to make changes and a success message will appear.

Bulk Generate Report — Generate a Report for Multiple Accounts
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click Generate Report.
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Add Payment Method

Download Statements

Download Supporting Documents

Generate Report €¢———

Share Accounts

Transfer Accounts




Generate Report

Create a custom report by selecting a date range and selecting specific billing/metering information.

Select Billed Dates

sose from date hoose 10 date

9/18/2020

9/11/2020 o]

The Generate Report page displays a date range for the report. The page will default to the To billed

date and the From billed date.

Select Report Data Fields

Billing Information

Select All

Statement Id
Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Billing Address

Service Address
Transaction Type

From Date

To Date

kWh Usage

Previous Balance

0000000000000 00

Meter Information

0000000000000 00

Select All

Statement Date
Contract Name
Customer Name
Supplier Account Name
Billing Account Number
Utility Account Number
Client Id

Meter Number

Meter Multiplier
Beginning Meter Read
Start Date

End Date

Quantity

Measurement Unit

. Save Preferences

The page will display fields under
two columns/sections: Billing and
Meter information.

Select the checkboxes next to the
items you wish to have in the
report.

At the bottom of the page there is a toggle that you can turn on to save your preferences if you'd
like to run the same report the next time you come into this page for the account.

Click Generate Report and an Excel download will appear at the bottom of your browser.

B8) CP_Report_2020._...xIsx A

The excel file will have 2 tabs, one for Billing Info and one for Meter Info.
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Bulk Download Statements — Download Statements (bills) for Multiple Accounts

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click Download Statements. At the bottom
of the browser the PDF’s will appear.

s Actiom
L AU ety PR A0 3 STATTMVERGT R Y . Uwsan»
AL AN Y
] e L St - L dad
[T pep——— Q s 8
™ s e o s wam @ o -
o5 AR TR W O ot R ° o . a 2
Bulk Actions v
Add Payment Method

Download Statements

[ Download Supporting Documents
Generate Report
Share Accounts

U
‘ Transfer Accounts




Bulk Download Supporting Documents — Download Supporting Documents for Multiple

Accounts
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more

checkboxes and a dropdown named Actions will appear. Click Download Supporting Documents. At
the bottom of the browser the excel files will appear.
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Generate Report

Downdoad Statements

Download Supporting Documents
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Bulk Share Accounts — Share Multiple Accounts at Once
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Add Payment Method

Download Statements

Download Supporting Documents
Generate Report

Share Accounts @

Transfer Accounts

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Share Accounts.

Customer

Sharee share the
ccounts with

‘ Power Sharee

‘ Read Only

Help Center

This will take you to the Share Accounts screen.
On the left you will see the selected accounts you

will be applying the change to.
Please note that if you do not
have permissions to share
certain accounts, it will not
display on the left.

Fill out the email addresses in
which you would like to share
the selected accounts with.
Make sure you separate the
email addresses with a comma.

Next, select the Role for the
accounts: either Customer or
Partner.

Select the access type you want
them to receive.



e Sharee

With Sharee access, a user can view all information pertinent to the account, edit their user profile,
pay bills, edit payment information, enroll in autopay & paperless billing, view account history, and
generate reports.

e Power Sharee

With Power Sharee access, a user can perform all actions a Sharee can, but also can Share, Transfer,
and Release Accounts.

Partner

. Read Only
With Read Only access, a user can view all

Sharee information pertinent to the account, however,
Power Sharee they are only able to edit their user profile.
s After selecting the Role and Access Type, Click

Share. A message is displayed that the account(s)
have been shared.

Bulk Transfer Accounts — Transfer Multiple Accounts at Once
This feature is if you would like to transfer the account from your view to another user.

On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Transfer Accounts.
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Generate Report

Download Statements

Download Supporting Documents 1
Apply Payment Method

Share Accounts

Transfer Accounts




Transfer Accounts
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In the dropdown menu, select Transfer
Accounts. This will take you to the Transfer
Accounts page.

On the left you will see a list of the selected
accounts you will be applying the change
to. Please note that if you do not have
permissions to transfer certain accounts, it
will not display on the left.

Fill out the email addresses in which you
would like to transfer the selected accounts
to. Make sure you separate the email
addresses with a comma.

Next, select the role and access type you would like to transfer the account permissions as.

Bulk Release Accounts — Remove Multiple Accounts at Once
On the account list view, to the left of your accounts you will see a checkbox. Click on one or more
checkboxes and a dropdown named Actions will appear. Click on Release Accounts.
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Add Payment Method

Download Statements

Download Supporting Documents

Generate Report

Share Accounts

Transfer Accounts

Release Accounts
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This will take you to the Release Accounts screen where the accounts you selected will display.
Please note: if you do not have permissions to release an account, it will not display here. Once you
click Release, those accounts will be removed from your user profile. Also, If you are the account
owner and the account is an active account with a balance, you will not be able to release the

account.



Release Accounts

Review the acCounts you no I0nger meed and they will be released from
your account list.

EERL

l -
! you reed 23dIbona psistance vist oo

Metp Convtar for ascitoned nformation on
Bow 13 gl in tooth with us




