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WREGIS Payment Portal

Introduction

WREGIS has implemented a new payment portal system, using HighRadius software. Using this
payment portal, customers can—

e Make payments against outstanding invoices;
e Download copies of invoices; and

e Review account payment history and outstanding balances.

This guide will walk WREGIS customers through these processes and answer the most common
questions. If you have questions that are not addressed in this document or encounter any issues, reach

out to wregisar@wecc.org for additional assistance.

Accessing the Payment Portal

Registering as a User

WREGIS will send an invitation to register with the payment portal to all account managers and
accounts payable contacts listed for each WREGIS Organization. Users may send additional invitations

to others involved in the billing process, if needed. The email will be sent from wregisar@wecc.org and

will appear as follows:
Dear Customer,

You are invited to register with the HighRadius portal to make WREGIS and WECC payments, view

invoices and statements, and check outstanding account balances.
The register, click on the following link: <hyperlink>

Contact wregisar@wecc.org for WREGIS questions and assessments@uwecc.org for all other inquiries.

Regards,
WECC and WREGIS Accounts Receivable

First Name Last Name

To complete your registration:

Test Account

1. Select the hyperlink included in the email, which will | &=
take you to a registration form. —

2. Confirm that the pre-populated information is i
correct, edit as needed, and fill-out any remaining Confirm Passtord
tields, including a password.

3. Check the I accept the Terms & Conditions box and | “ ™

click Register.

Terms & Conditions
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4. Click Ok on the Success screen after Snceess x
submitting the form, which will take you to

You have successfully registered. Please login using your email address and password

the login screen where you can log in as o]

normal.

Logging In

You can access the WREGIS payment portal here. If you have already registered with the portal asa
user (see above section), enter the email and password you used during the registration process and

click Login.

A\ X4 ORadiusOne @ e -

By clicking on Log In you agree to our Privacy Policy

If you need to reset your password, click Forgot Password? and follow the instructions.

Using the Payment Portal

The Workboard Tab
The Workboard tab is your landing page within the payment portal. By default, you will see:

* Your organization’s name and address;
e Amounts due by aging bucket, including the amount due for payment;
e Previous payment information; and

¢ Quick links for making a payment or contacting WREGIS Accounts Receivable.

W¥ wecc

elnvoicing Exports
Workboard Open Bills Cloged Bills Faymaent History Disputes adrministration Monage Poyrment Methods
Customer Details Quick Links

Customer Name

Customer Address

Manage Payments Contact Supplier
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Viewing an Invoice

Users can view, download, or email invoices directly from the payment portal. If an invoice is unpaid,
you can find it on the Open Bills tab. If an invoice has been paid, you can find it on the Closed Bills
tab.

W¥ wecc

elnvoicing Exports

To view an invoice:

workboard Payment History

Closed Bills

1. Navigate to the appropriate tab, depending on whether the invoice is paid (Closed Bills) or
unpaid (Open Bills).

2. Check the box in the left-hand column for the desired invoice(s). You can select all the displayed
invoices by checking the box at the top of the column

W¥ wecc

workboard Open Bills Closed Eills Payment History Disputes

Total Open Ameount : 2.00  UsD -

Select filter to search.. -

id] |- &, View Details B Invoices | = = Pay Salscted Bills | =

Customer Customer Invoice # Currency Invoica

Amaount
usD 1.00
usD 1.00

3. Use the Invoices dropdown to email or view the selected invoices(s). If you would like to

download a copy, use the view option to create a PDF document and save it.

B, wiew Datails e Invoices

View Invoice
Customer

=]
]

mail Invaice
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Making a Payment

Users can make payments against open invoices with the WREGIS payment portal by either ACH or
credit card. Credit card transactions have a $250 limit. To make a payment, follow these steps:

1. Navigate to the Open Bills tab.
2. Check the box in the left-hand column for the desired invoice(s). You can select all the displayed

invoices by checking the box at the top of the column.
W¥ wecc

workboard Open Bills Closed Eills Payment History Disputes

Total Open Amount : 200  USD -

Salect filter to search.. -

= | B, View Details B Invoices | = M= Pay Salscted Bills | =

Customer i Invoice
# Customer Invoice # Currency Amount

UsD 100

UsD 1.00

3. Use the Pay Selected Bills dropdown to choose your payment method for the selected

invoices(s), launching a separate window.

B Pay Sslected Bills | w

&1 Pay by ACH icq
11141
= Pay by Credit Card
1.0

4. Enter or edit the payment details as necessary.

Pay Selected Bills x

Invoices SelectBank Receipt

£t Choose the Bank Pt o send receipt

theinuoices Account for Payment via e
it the Payable Amount Is updatad, plecse click on the Re-Galoulats’ bUTan to view the Updatad amMounts

Customer Name: Customer  Invoice Payable payable  Partial partial Payment

Number  Number Amount Amount  Payment.. Payment. Atachments
o I 050 05 = upload)viow
Page of1 c Total Net Payable Amount: 0.50 USD open ills1 - Tof1

Cancel Re-Coleulate |
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NOTE: If you are making a partial payment: partial partial Payment

adjust the payment amount, select NA from the | Fayment.. Payment... Attachments

Reason dropdown, and add a comment. - Upload/\

5. If desired, upload a Payment Attachment.

6. Click Proceed to Pay in the bottom right corner of the screen.

7. Fill out the relevant details for your selected payment type. ACH payments can be scheduled
for a future date, while credit card payments will be processed within one to five business days.

Pay Bills

Invoices

Preview or Edit
the Invoicas

(® Pay Nov O pay Later ]
PAYE 3
CHOOSE A BANK ACCOUNT

(® saved Bank Account Select a Bank Account. ¥

(O Mew Bank Account

8. Click Proceed.
9. Check the I accept the Terms of Agreement box and click Pay.

Authorization Page - Please read and accept the below terms. x

unenforceable, that change is severable and does not affect the validity and enforceability of any other changes or the remainder of these Terms and
Conditions. We reserve the right to subcontract any of our rights or obligations undier these Terms and Conditions. YOUR CONTINUED USE OF YOUR
AUTHORIZED Credit Cardt AS A PAYMENT METHOD AFTER WE CHANGE THESE TERMS AND CONDITIONS CONSTITUTES YOUR ACCEPTANCE OF THESE CHANGES.

7.LIMITATIONS OF LIABILITY AND EXCLUSIONS OF WARRANTIES

TO THE EXTENT PERMITTED BY APPLICABLE LAW, YOU AGREE THAT THE PAYMENT SERVICES ARE FURNISHED TO YOU ON AN "AS IS" AND "AS AVAILABLE' BASIS
WITHOUT ANY IMPLIED OR EXPRESSED WARRANTY OF ANY KIND (INCLUDING WITHOUT LIMITATION, THE IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS FOR A -
PARTICULAR PURPOSE, SUITABILITY, SECURITY, CORRECTNESS AND NON-INFRINGEMENT). NONE OF BSG, ITS SUBSIDIARIES, AFFILIATES, NOR ANY OF THEIR

RESPECTIVE OFFICERS, DIRECTORS, EMPLOYEES, CONTRACTORS, AGENTS, AND SUPPLIERS (COLLECTIVELY THE "BSG PARTIES) MAKE ANY REPRESENTATION OR

WARRANTY REGARDING THE PAYMENT SERVICES, AND YOU ACCORDINGLY AGREE THAT THE BSG PARTIES ARE NOT RESPONSIBLE FOR, AND DISCLAIM ALL LABILITY

FOR, THE CONTINUED AVAILABILITY, RELIABILITY, ACCURACY, RESULTS OR PERFORMANCE OF THE PAYMENT SERVICES, THE PERFORMANCE OF THE INTERNET, THE
DOWNLOADING COMPATIBILITY OF ANY MATERIALS OR SOFTWARE WITH YOUR COMPUTER SYSTEM, THE EXISTENCE OF ANY VIRUS, WORM, MALICIOUS CODE OR

OTHER DISABLING DEVICE FROM ANY SOURCE, THE UNAUTHORIZED ACCESS TO OR USE OF YOUR INFORMATION BY A PARTY OTHER THAN SENTRY, ANY TECHNICAL

FAILURES (INCLUDING HARDWARE OR SOFTWARE FAILURES), INCOMPLETE, SCRAMBLED, OR DELAYED COMPUTER TRANSMISSIONS, AND/OR TECHNICAL

INACCURACIES, OR LOSS OR USE OF DATA, AS WELL AS UNAUTHORIZED ACCESS OF USER TRANSMISSIONS BY THIRD PARTIES ARISING OUT OF OR RELATED TO THESE

TERMS. NO ONE IS AUTHORIZED TO MAKE ANY WARRANTY ON OUR BEHALF, AND YOU CANNOT RELY ON ANY OTHER STATEMENT OF WARRANTY. YOU ASSUME
RESPONSIBILITY FOR THE ACCURACY, APPROPRIATENESS, AND LEGALITY OF ANY INFORMATION YOU SUPPLY TO US.

YOU AGREE THAT THE BSG PARTIES ARE NOT LIABLE FOR ANY CONSEQUENTIAL, SPECIAL, INDIRECT, EXEMPLARY, OR PUNITIVE DAMAGES. IN NO EVENT SHALL THE BSG
PARTIES' TOTAL LIABILITY TO YOU FOR ANY DAMAGES, LOSSES, FEES AND EXPENSES (INCLUDING ATTORNEYS' FEES), WHETHER IN CONTRACT, TORT, TRESPASS OR
OTHERWISE EXCEED THE AMOUNT (IF ANY) PAID BY YOU TO US TO PURCHASE THE PARTICULAR PRODUCTS OR SERVICES WHICH FORM THE BASIS OF YOUR CLAIM,
THE AMOUNTS PAID BY YOU TO US TO PURCHASE PRODUCTS OR SERVICES IN THE THREE (3) MONTHS PRECEDING ANY CLAIM WHERE YOUR CLAIM DOES NOT
RELATE TO PRODUCTS OR SERVICES PURCHASED, OR $100 IF YOU HAVE NOT PAID ANY AMOUNTS TO SENTRY. IF YOU LIVE IN A STATE THAT DOES NOT ALLOW THE
WAIVER OF CERTAIN WARRANTIES, OR LIMITATIONS OR DAMAGES WAIVERS DESCRIBED IN THIS SECTION, SOME OF THESE WAIVERS AND LIMITATIONS MAY NOT
APPLY TO YOU. YOU AGREE TO PROMPTLY NOTIFY US IN WRITING IF YOU BELIEVE YOU HAVE ANY CLAIM AGAINST THE BSG PARTIES, AND, IN ANY EVENT, YOU AGREE
THAT ANY CLAIM NOT BROUGHT WITHIN ONE YEAR OF YOUR DISCOVERY SHALL BE DEEMED WAIVED AND RELEASED,

1 Accept Terms of Agreement
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Frequently Asked Questions

Why do credit card transactions have a $250 limit?

WECC incurs fees when customers use a credit card to pay invoices. By limiting credit card payments
to small outstanding balances, WECC is offering flexibility while limiting fee exposure that increases

our cost of doing business.

Can | pay WECC and WREGIS invoices in the payment portal?

Yes. If you have outstanding invoices from WECC and WREGIS, you may use the payment portal to
pay both.

Is there a minimum payment threshold?

Because WREGIS now accepts credit cards for small balances owed effective in August 2022, we will no
longer defer due dates until a minimum balance has been reached. Payment for all invoices will be due
by their listed due dates.

Do | need a WREGIS login to access the payment portal?

No, access to the payment portal is controlled by a different login and password. Your accounts
payable employees will not need WREGIS logins to access the payment portal.

Will I still receive invoices and statements by email?

Yes. You will continue to receive your statements and invoices by email in addition to being able to

access them on demand in the payment portal.

What if | don’t want to use the payment portal to make a payment?

Using the payment portal to make payments to WREGIS is currently optional. While we encourage its
use because we believe it has many benefits to our customers, you may continue making payments as

you have been for the time being. Customers will receive ample warning if there is an update to this
policy.

I currently make payments for multiple WREGIS organizations. Can | make payments for
them all using one login in the payment portal?

Yes, you can do this if you are part of a parent corporation that is paying on behalf of an affiliate
(child). You will need to inform WECC of the relationship so that appropriate permissions can be

granted to allow you to pay for your affiliates using a single registration.
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Can | make a partial payment?

Yes, partial payments will be accepted in the payment portal and applied as specified in your payment

transaction. See Step 4 in the Making a Payment section of this document for details. Note that invoices

are still required to be paid in full by their due dates. Partial payment will not extend or fulfill that
obligation.

Can | pay multiple invoices in a single transaction?

Yes. You can select multiple invoices when making a payment. See Step 2 in the Making a Payment

section of this document for details.

What if I still have questions?

If you have questions that are not addressed in this document or encounter any issues, send an email to

wregisar@wecc.org for additional assistance.
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