DiCarlo

ONLINE BILL PAY QUICK REFERENCE GUIDE

Thank you for enrolling in the DiCarlo Food Service On-line Payment Program. By enrolling
in this service, you will have the ability to:

« Bullet Receive an email notification when your bill is ready
e Securely view your summary bill online
« Make one time, future dated or recurring payments

o Pay multiple accounts within one enrollment

Enrollment Process

1. Go to http://www.dicarlofood.com/
e Click on the ONLINE PAYMENT link

DiCarlo

vices Order Online Online PGYmem onlact

2. Press the Enrollment button to begin

By using this service you can: Welcome!
« View a summary of your
Bil
What would you like to do?
» Make a quick pay now
payment Enroll Pay Now
+ View the status of T set up an enline account, enroll now. your account, login here To make a ooe-time payment, pay now,
electronic payments
Accaunt Numbsar Mgt

+ Receive email receipts for
all payments hars thig? Eorgstiogia JU7

Additionally by enrolling in
this service you can:

o View bill detai information Enpgeesed Halg?

« Manage your payments Enrod | m m

ofne =
« View payment history
+ Sat up recurning payments

+ Receive email receipts for
all payments

To enroll, you will need:
e Your account number
e Your insert billing zip code
*  Both numbers are located on your bill
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3. Validate your account number

By using this service you can: Welcome!

+ View a summary of your

Bill =

What would you like to do?

+ Make a quick pay now
payment

Enroll Login Pay Now
+ View the status of To set up an online account, enroll now. To access your account, login here. To make a one-time payment, pay now.
electronic payments
Account Number Login ID Accoun t Number
« Receive email receipts for 1100006 | | L
all payments What's this? Forgot Login 107 What's this?
Additionally by enrolling in Billing Zip Code Password Billing Zip Code
this service you can: 58855 | | I
+ View bill detail information Password Help?

+ Manage your payments
onling

+ View payment history
+ Set up recurring payments

+ Receive email receipts for
all payments

You can obtain your account number and zip code from your DiCarlo Food Service bill
1. Enter your account number
e Your account number must include all characters (i.e., hyphens)
2. Enter the billing zip code

3. Press Validate Account

4. Now you begin the enrollment process, it’s just 4 easy steps:
e Contact information
e Account creation
e Payment information
e Activation

Step 1: Contact Information

Validste Your Account

* Eilling Zip Cote:

FEE | -
Validate Account

Based on the information above. we will populats the iformation we fnow from Your racords below. Pleass fil in the remaining flelds o
nscaszary

Your Name and Billing Address

2. Enter name if it differs from your bill
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3. Contact information
e Telephone number
e Email address (entered twice to ensure accuracy)
¢ Two additional email addresses can be entered, these recipients will
receive copies of all email notifications sent

4. Continue to Step 2 — Create your account

Step 2: Create account

Yaur Login 1D

When setting your security
guestions and answers
please keep the following
in mind:

Login ID |

Password |

Re-Enter ‘
Passwerd -

Your Security

e * Choose questions that can
image for? .
be easily answered

* Make sure that the correct
guestion is chosen when
providing an answer

1] My Selected Image ©

My Image Label: | (at least & characters)

* Answers must be typed
in when they appear after
setup as they do when
answering them during the
enrollment process

2] Security Questions & Answers *

« Try not to use punctuations

|What is your grandmether's maiden name on your father's side?

|

is your grandmother's maiden name on your mother's side?

e Try not to abbreviate
the answers

[Hewr many brotners and sisters did your mother have?

[What city was your firset job in?

= = = ==

iWhat was your boss’s first name at your first job?

* Keep a copy of the
guestions and answers
in a safe place
if you need to refer
back to them

1. Create login credentials
e Telephone number
e Password

» Entered twice to ensure accuracy
2. Choose and label security image
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e Image and label will appear in all email correspondence

3. Choose and answer security questions

e These questions will be asked sporadically when changing
information added at enroliment, such as password and
payment instruments

4. Review and agree to the Terms and Conditions

5. Click on Continue to Step 3

Step 3. Payment account setup

6. Review Choose bank account or credit card
7. Enter a description of the account being stored

8. Press Continue to Step 3B

Adding a bank account

1

Tell Us About
Yourself

3a. Select Payment Method and Description

Select Account:

3b. Payment Account

Please complete all of the bank account fields
Account Type: @ checking O Savings * indicated here. Be sure to double check your
entries to ensure they are correct.

Name on Account: |Tenant #1 = Note : Use your banking account number, not your
ATM /Debit Card Account number
NL23ILEE7A ODL23LSE7B90 D23
Bank Routing NumaerJ Bank Account Numuerj

@ personal Account O Business Account *

3c. Your Agreement

By dlicking the "I Agree” box below, you authorize the information you've provided on the above account to be used for
creation of a charge to the account listed above. You also affirm that the information you provided is correct, that you are a
signer on the account above and there are available funds to cover the amount of any transactions that you authorize.

Oragree =

Print This Authorization

Back to Step 3A Continue to Step 4

1. Enter banking information
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e Name on account
e Bank routing number
e Bank account number
» Entered twice for accuracy

2. Read and agree the information contained in box 3c.

3. Press Continue to Step

Adding a credit card

Ja. Select Payment Method and Lescripbion

Select Account: Enter Account Description:

3b. Payment Account

ol ows o B ol

Expiration Date: w = v - credit
Full Name on Cacd: |Tenant #1
ss: 5700 Cleveland Street, Ste-
¢ complete your Billing Ad
for pour cradit card,
City: [Babylan - State: | MY

Tip Cade: (11702

Conbinue 10 Step 4

Choose card type

Enter card number

Enter expiration date

Enter the billing address, if different from the bill to address

Read and agree the information contained in box 3c.

© © N o g k&

Press Continue to Step 4
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Step 4: Validate Email Address

1 2 3
Tell Us About | Create Your Eayment
VALIDATE EMAIL ADDRESS

1. Click the "SEND ACTIVATION EMAIL" button at the bottom of the screen to
send an account activation email to the following email addresses:

& mail Address 1 [mehssa paulus@captalone.com

address 2 [

Fernad Acddress 3 |

Niote : If you wish to change any of these, please po back to step 1

m

. Log into the inbox for the folowing email account{s)above:

w

. Open the activabon email from YourCompany and Chck Activate,

~

. When you see the confirmation screen pop up, your account will be
activated and ready to use!

| Dack 1o step 36 | SEND ACTIVATION EMAIL

Main Meoy Termsof Secvice  Erwacy Policy Helo Logout

An email will be sent to up to three recipients to activate the online payment account
e Verify your email address
e Press the Send Activation Email button

¢ An email will be immediately sent to the recipients to activate your
account

Activation email

Al Bateennd .:m! My Inape Lk My Aseeunt Numbr

Please click on the button below 1o activate vour YourCompany Account

Plaase DO NOT raply 1o shis small. This small messags was sent fram s notifleasion address that evnass aeeep ineaming smail.

To contast us, elick here and revien the Comtues Us seetion an our web ste.

Click on activate and you will be brought to the activation page

Step 5: Activate Your Account

Your YourCompany account has been activated!

To log in to your account, click here CIIC_k here to
| : : : log in
n order to make @ payment of SelUp recunming payments (i1 availacie), please

click on the Continue butten below to login using your newly selected User
Name and Pazsword.

[Submitted from 204.83.55.232)

Plaase DO NOT rzply to this 2mail. This email messzaze was s2nt from a notification address that cannot
accept incoming email,
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Step 6: First time log in

¥

Hy using this cervica you can: Welcome!
» View a summary of your

o What would you like to do?

« Make a quick pay now
payment

« View the status of
electronic payments

« Recewve

wapts for

all payments.
Additionally by enrclling in Billing Zip Code illing Zip Cad
this service you can:
« View bill detail information Bpsseped Melp?
+ Manage your payments m m m
anline

« View payment history
= SOt U recETing payments

» Receive email receipts for
all payments

Log in to Business Name’s Electronic Bill Presentment and Payment site using
the credentials created at enroliment

Main Menu

Select Task

Bills and Payments
s Pay My Eills
+ Manage Billing Accounts

Recurring Payments
* Add or Delete a Recurring Payment

Reports
+ Payment Status

My Account

s+ Change My User Profile
Manage Payment Accounts
Change My Password

My Preferences

un-Enraoll

This is the main menu. From here you can access the following functionalities:
e Bills and Payments
* View a summary of your rent bill
* Make a payment
e Add multiple accounts to one enrollment
» Pay invoices for multiple accounts through one enrollment
e Recurring Payments
* Set up and delete recurring payments
e My Account

« Maintain information used at enrollment
(i.e. password, account number)
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Make a Payment

Step 1. Create payment

=7 Search
Recent Bills
[] picde il & ltem(s)
Accoun aiNID Amount short Pay Short Pay Previous
Humbe . Due Reason Descriptian Payments
O 10000 250
O 100008 28
O o000 250
O 100006
1 100008
100006 00 0.00 Miew 50.00
-
< »
Bill Actions Payment Actions
Totak: Account: Pay an:
demo demo client *===*3234 ¥ o2r24/2014 | M

. e |

Payments conflrmed before Monday, February 24, 2014 06:00 PM ET will be posted on Monday, February 24, 2014. Payments confirmed after Monday, February
24, 2014 06:00 PM ET will be posted on Tuesday, February 25, 2014,

Click view to see a summary of your rent bill
Choose the bills you'd like to pay

Choose or enter your bank account

Choose the effective date

Press continue to proceed to next step

a s~ w D PE

Step 2: Verify Payment

Werify Payment

Tenant 21 Payment Account Number: **=*3334

5700 Cleveland Street, Ste 101
Babylon, NY 11702 Phone: 866-555-1212

Amount to be paid: § Payment date:

Frint Terms and Cendite

= Clay Creckang this box and clicking the “Pay” Butten you agree to the Terms and Condimans stated above.

- - |

Review information on screen
1. Check box to agree to the Terms and Conditions
2. Press Pay to continue with payment or Back to make changes
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Step 3: Payment Processing

Processsng Payment

Your Fayment is Proc essing

This screen shows that the payment is processing, please do not cancel or press the
back button

Step 4. Payment Confirmation

Payment Confirmation

Tenant #1 Payment Account Number
S700 Cleveland Strast, Ste 101 EEEIII

Babylan, NY 11702

Phane
866-555-1112

Payment Amount
$250.00
Total Amount
$250.00
| Account Numbar BILID  Payment Date  Payment Ameont Short Pay Reason Confirmation Number |
[ 100008 1001 022472014 250.00 363292 |

i Brint this Canfirmation

“You have been pravided a confirmatsan number. Please save this page for your recards.

Payrrante canfirrmad before Manday, Fabruary 34, 2014 06:00 PM ET will be posted an Honday, Fabruary 34, 3014, Payments confirrad alter
Manday, February 24, 2014 06:00 FM ET will be posted on Tuesday, February 25, 2014,

If you have any further questicns about payments ta YourCompany, please contact our office at 856-555-8555 Client Services

e This page can be printed as a confirmation of payment

¢ A payment receipt will be emailed sent to the enrolled email
addresses
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Account Management

Manage Billing Accounts

Billing Accounts

Tenant # (ex: 999-##%) Status

254-014 Tenant Name Collapse Remave
Other Linked Customers

Name Email Status

There are no other customers linked to this billing account.

Pending Invitations

Email

There are no pending invitations for this billing account.

Add enrolled Invite additional
account \ P E—

payer to enroll
| Add Account

© 2004-2013 Transa: ctis Inc. All Rights Reserved. Main Menu Terms o f Service Privacy Polic

§

This site provides the ability to link multiple accounts that are enrolled in our
electronic payment system as well as link multiple users to one account
(in the case of roommate split payments)

e To add multiple accounts to one enroliment
* Enroll each account within eLockbox
¢ From the main enrollment link the accounts

Add Billing Account e Enter account number
necount Number . e Enter authentication
Siling zip Code: - field from enrollment
[ Check te confirm linking this billing account e Check the confirm box
e Press Add

e The linked account enrollment will receive an email to approve or
decline the account linkage request by signing into the account and
pressing the approved or declined button

e For multiple user access, an email can be sent out from this site’s
lead user to all others to enroll in the system
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Recurring Payments

Recurring Payments will begin following the first billing
e set up the Recurring Payment (which could be up to 60 days).
| you receive an email notifying you the Recurring

Recurring Payment Name:

Start On: 02/25/2014
7 Upar Rezzipt
Pay this Bil: N -

Pay this mzunt:

Pay from this Sezzunt:

Py uti: ade :
ear:[Select. M| [2014 @
Email rotification: Serme s rminger| 0] cays befors the bil s cus to e paid | NOTICE: Email rotificstions for Fared Date Resuming Paymeris Orly

mPP

e Recurring payments can be set up using the Recurring Payment
option from the main menu

e If multiple accounts are linked to one enrollment, one set of
instructions must be created for each account



