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Online Payment Portal Quick Guide

e You can set up your online profile at www.glatfelters.com/epay ; this link
takes you to the GIG Home Page, from there click the link in the box on the
right hand side of the page.

Please click the button below to set up
your electronic payment account. The
website listed is set up to fully support
self-enroliment, password resets and
provide online help. Should you require
additional assistance, please contact
Kimberly Martino, Accounts Receivable

Supervisor, at kmartino@glatfelters.com.

e Select the Enroll option.
e The account set up will ask for information off of your invoice to identify you.

<<<<<<<<<<<<<

e To enroll you will enter you broker number and your zip code.

e |f your broker number is less than five digits, you will need to add zero’s to
the front of your broker number. Broker numbers need to be 5 digits to
enroll. Example: If you broker number is 1234 for the portal you would
type 01234.

e Brokers need to set up their online portal using their broker number not
the client number. The system will acknowledge a client number, but it will
not show any invoices under the profile. Agency billed accounts use the PB
number to set up accounts and Direct Billed brokers use the Customer
number. This information is on the top of the invoice.

Remit Payment To: Customer#: 86801 PB# 17502
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e While completing enrollment you will be required to set up security
guestions and notifications for past due invoices and payment dates
approaching is optional.

Email Notifications.

NOTIFY ME WHEN ABILL IS DUE

Do Not Notify Me.

Gancel Auvly Changes

e Once in the portal, the system is very user friendly!!

The first page is the Account overview Page:

From here you can click the quick link to view your open invoices or click the tab
at the top of the page. This is also where you would navigate to set up automatic

payments.
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e At the bottom of this page there are drop downs where you can review
previous payments made and what invoices they cleared, the bank
accounts you have saved for processing payments and as a broker you can
link multiple broker accounts to one log in.

»  PREVIOUS PAYMENTS
»  PAYMENT ACCOUNTS
»  LINKED ACCOUNTS

> AUTOMATIC PAYMENTS



Pay my Bills Page:

-On the pay my bills page you can check off the invoices you are paying and
complete the payment process on the right side of the screen.

***IMPORTANT please keep in mind that invoices are listed by due date, the most current invoices
due will be at the top on the pay my bills screen.
If you select the wrong invoices they will be the invoices payment is applied to.*****
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Also, you can apply credits on account from this screen. There is a quick link to
the right of the top of the screen where credits can be applied.
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Setting up Automatic Payments:
-Click one of the links available to start the set up.

Glu'fel's'g Home Pay My Bills Auto Pay &¥ POTTERVILLE FIRE DEPARTME

“Required Fields

% MESSAGES [ven ]
Thank You for your payment. If you have any
“Payment Amount questions please contact us at 800-123-4567.
3 Bills s 4,869.00
Customer Number Hie ot “Payment Method omi ¥

s Crcing TN BANK A 1552 ]
I “

Amount Due “PayDate
$4,869-00 ‘ 11/14/2024 ‘ 8



-Select Create New Auto Pay

Glatfelter Home  PayMyBills  Auto Pay

POTTER
Auto Pay

Auto Pay Message

Auto Pay wil begin following the first billing cycle after you have set up the Recurring Payment (which
could be up to 30 days). Continue to pay as usual until you receive an emait notifying you the Recurring
Payments are being processed.

-Name your payment template and select customer/broker number.
e If your agency has more than one PB # connected to the account, you need
to select that account from the drop down. If there is only one account,
then it prefills to that account. Click continue.

Auto Pay Setup

PAYMENT INFO SCHEDULE PAYMENT METHOD AUTHORIZATIONS REVIEW

“Payment Name
| Demo AutoPay] |

“Select Customer Number Auto Pay for Customer Numher-
_

J Auto Paywil begin following the fistbiling cy
(which could be up to 30 days). Continue
the Recurring Payments are being proce

 you have set up the Recurring Payment
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-The next screen is the schedule screen. There are multiple options to choose
from.

When would you like to make your payment?

‘ On Due Date Upon Bill Receipt Day of t

The payment will be processed on the date identified in the bill s the Due Date.

Payment Amount

Amount Due Fixed Amount

The payment will be processed for the amount due shown on the bill.

Keep Making This Payment Until

| Stop The Payment Number of Payments Specific

Pay All

Yes Ne

Pay AL outstanding invoices at the time of your payment.

([ send me a reminder El days before payment is to be processed.

***If you are paying multiple policies on the same due date, you must select
pay all or the system will only grab the first invoice due and only pay that
one, ¥¥**¥



-Continue through the set up by clicking continue at the bottom right of the
screens.

 PAYMENT INFO SCHEDULE PAYMENT METHOD. AUTHORIZATIONS REVIEW

‘When would you like to make your payment?
On Due Date ‘ Upon Bill Receipt Dayoft

R e AR i B BN S 6 D \
Payment Amount \

The payment will be processed for the amount due shown on the bill

Keep Making This Payment Until

1 Stop The Payment Number of Payments Specific

PayAll

[ Yes No

Pay ALL" outstanding invoices at the time of your payment.

(O sendmeareminder| 3 | days before payment is to be processed.

-On the top left-hand side of the home and bill screen there is a message center
with your Accounting Reps. contact information if you have a question about an
invoice.

Pay My Bills
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Updates & Reminders as of 11.11.24:

» Currently Brokers on Statement terms do not have access to the portal.
However, we are accommodating brokers on statement terms with an
alternative ACH Process. Please contact AccountingAR@glatfelters.com
and we will give you the documents to process your payments
electronically through our accounting department.

When this option is available an Eblast will go out to all brokers on
statement terms.

> If you have set up automatic payments for your future installments, please
keep in mind any endorsement adds to your policies will need to be paid as
they are received.

They will not automatically get included in your automatic payments.

> Payments through the online portal are ACH only there are no fees
associated with this process.

> Invoices and Payments must be applied/paid in full. The online payment
system does not allow partial credit applications or payments of invoices.

» The portal is set up to allow clients/brokers to enroll if they are the entity
that the invoice is addressed to. If paying on behalf of someone you must
use the guest option.




