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EBill Users Guide — Payment by eCheck

EBill makes it easy to pay your account and provides flexible payment
options. This guide will walk you through the process of making a payment.

Login to eBill

To access eBill, navigate to https://ebill.berkeley.edu. From there, select
the button labeled Login to eBill.

UC Berkeley | Office of the Vice Chancellor of Finance

Berkeley esBill

Home UsingeBill PayingbyeCheck  Payment Information  Questions

Welcome to eBill

Use e8ill ta:

 Make an online eCheck payment
* view allinvoice details
# View Invoice backup, if available
* View payment history

To sign on to eBill, enter your User ID (the contact email address provided
at the time you requested access) and password. Then, click the Sign On
button.

Your user ID is the original email address used to

Berkele}gamw

UNIVERSITY OF

Berkeley Financial System (BFS)

Customer Signon
{User ID/password are case sensitive)
User ID: oskibear@berkeley.edu

Password: : Password Rules
w Change Password

On the eBill home page, there are two methods to pay your account: Quick
Pay and Make a Payment. Use Quick Pay to pay all your invoices using a

Berkeley

UNIVERSITY OF CALIFORNIA

single electronic check. Use Make a Payment to select the amount, or
invoice(s), that you wish to pay today.

Quick Pay

¥ eBill Payment

Account Summary Make a Payment

@ ° (0]

199.00 USD 2 Invoices

Payment Cart Pending Payments Payment History

=

1 Invoices in the cart

Invoices Contact Us Account Settings

& < o

We've designed Quick Pay with simplicity in mind: to pay all your invoices
with a single eCheck.

Select the Quick Pay tile. This takes you to a page with the Electronic
Check Terms and Conditions. If you agree to these terms, use your mouse
and click the I Agree toggle switch. This moves the switch from No to Yes
and confirms your acceptance of the terms.

Then, select the green Submit Payment button.
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A pop-up box asks you to confirm that you wish to submit this payment.
Select OK to continue.

Are you sure you want to submit this payment?

OK Cancel

Now complete the billing information and payment details page. The
billing information is pre-populated with your billing details. Please update
any missing or incorrect information. Fields marked with an asterisk are
required.

In the Payment details section, enter your routing number, bank account
number, and check number. From the Account Type pull-down menu,
please indicate if the bank account is a checking, corporate checking, or

savings account.

Once the page is complete, click the green Pay button.

Berkeley

UNIVERSITY OF CALIFORNIA

Billing Information

First Name * Oski >
Last Name * Bear >
Company Name

Address * 252527 Piedmont Ave >

city* BERKELEY >
Country * United States of America v
State/Province * Calfornia v

ZipiPostal Code * 94720 >

Phone Number * 510-555-1212

Email* obear@berkeleyedu >

Payment Details o

Routing Number * 121000000
Account Number * 9876543210
Check Number * 1212

Account Type * Checking N

By cliing Pay. | agree o the Elsctionic Chack Terms & Conditions

EBill confirms if your payment was successful. Click the Ok button to close

the window.

Result

Payment processed successfully.
Transaction id: 5432108876543210987654

Thank you for your payment.
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Make a Payment

Quick Pay

o

199.00 USD

¥ eBill Payment

Account Summary

S

2 Invoices

Make 2 Payment

Payment Cart

1 Invoices in the cart

Pending Payments

i

Payment History

Invoices

&

Contact Us

<

Account Settings

oy

We designed Make a Payment with flexibility in mind: allowing users to
select the invoice(s) and the amount they wish to pay today.

Users are offered a variety of payment choices.
e Pay Total Balance - Pay all the invoices on your account.
e Pay Past Due — Pay just the invoices in arrears.
e Select Invoices - Pick the specific invoice(s) that you wish to pay

today.

e Pay Last Statement - Currently not applicable

Berkeley

UNIVERSITY OF CALIFORNIA

< eBill Payment Make a Payment a

Pay by Balance

Amount Currency Invoice Count

<+ Pay Total Balance. 199.00 USD [ 2 >
@ Pay Past Due 168.00 USD [ 1 >
Pay by Invoice
& Select Invoice(s)
Pay by Statement
(] Pay Last Statement
— _/_’ —/—' —/_7
. . . —

Pay Total Balance
Note: Instead of using Pay Total Balance, consider using Quick Pay instead.
It accomplishes the same action in fewer steps.

Select the green Pay Total Balance button. This takes you to the Payment
Cart page. Select the Next button.

L —
x Exit Payment Cart H
Invoices to Pay Review and Submit
Step 1 of 2: Invoices to Pay
“Payment Method Electronic Check |v Payment Amount  200.00 USD
2 rows
Clear Cart
Error  Invoice / Line & Due Date * Balance © Payment Amount & Currency & Payment Date * Delete
2700000053 04/15/2019 168.00 16800 USD 06/11/2019 © [}
2200000076 05/15/2019 3200 3200 USD 06/11/2019 © [}
- - - —

Carefully read the Electronic Check Terms and Conditions. If you agree to
these terms, click the | Agree toggle switch with your mouse. This changes
the toggle from No to Yes.

Then, select the Submit button.
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Payment Cart

@— O

Invoices to Pay Review and Submit

= (E=m

Step 2 of 2: Review and Submit
Payment Method Electronic Check

~ Payment Totals

Payment Amount & Currency & Payment Date <

200.00 USD 06/12/2019 >

v Electronic Check Terms and Conditions

By selecting “Yes, | agree” below you are indicating that you understand the terms of this transaction. When you pay your bill by electronic check, you authorize us to make a
one-time electronic fund transfer debit from your checking account. Payments must be in US Dollars and drawn on a bank located in the US. If your check is returned due to
insufficient funds, you understand that you may be assessed a fee up to the maximum allowed by your state law.

Date 06/12/2019 10:39AM

7/ 77/' ,,ﬁ/h

A pop-up box asks you to confirm this payment. Select OK to continue.

Are you sure you want to submit this payment?

OK Cancel

Now complete the billing information and payment details page. The
billing information section should already be pre-populated with your
billing details. Please update any missing or incorrect information. Fields
marked with an asterisk are required.

In the Payment details section, enter your routing number, bank account
number, and check number. From the Account Type pull-down menu,
please indicate if the bank account is a checking, corporate checking, or
savings account.

Once the page is complete, click the green Pay button.

Berkeley

UNIVERSITY OF CALIFORNIA

Billing Information

First Name *

Oski

Last Name * Bear >
Company Name

Address * 252527 Piedmont Ave >
city BERKELEY A

Country * United States of America v
State/Province * Calforna v

ZipiPostal Code * 94720 >

Phone Number * 510555-1212

Email* obear@oerkeleyedu >

Payment Details o

Routing Number * 121000000

‘Account Number * 9876543210

Check Number = 1212

Account Type * Checking )

By clicting Pay. | sgree o the Elsctionic Ches Terms & Conditions

EBill confirms if your payment was successful. Click the Ok button to close

the window.

Result

Payment processed successfully.
Transaction id: 5432108876543210987654

Thank you for your payment
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Pay Past Due

If you wish to pay just the invoice(s) in arrears, select the Pay Past Due
button.

< eBill Payment Make a Payment a

Pay by Balance

Amount Currency Invoice Count
i Pay Total Balanc: 199.00 USD [ 2 >
@ Pay Past Due 168.00 USD () 1 >

Pay by Invoice

@ Select Invoice(s)

Pay by Statement

[2] Pay Last Statement

This brings up a payment cart with the invoice(s) that are past due. To pay

all these invoices, click Next.
N

® Bt Payment Cart

Invoices to Pay Review and Submit
Step 1 of 2: Invoices to Pay
“Payment Method | Electronic Check v Payment Amount 168.00 USD
1row

Clear Cart

Invoice / Line & Due Date & Balance & Payment Amount < Currency < Payment Date < Delete

2200000053 04/1512019 168.00 168.00 USD 06/12/2019 © @

- . . S

Carefully read the Electronic Check Terms and Conditions. If you agree to
these terms, click the | Agree toggle switch with your mouse. This changes
the toggle from No to Yes.

Select the Submit button.

Berkeley

UNIVERSITY OF CALIFORNIA

Payment Cart . m 3
&—O —

Invoices to Pay Review and Submit

Step 2 of 2: Review and Submit
Payment Method Electronic Check

~ Payment Totals

Payment Amount < Currency & Payment Date <
168.00 USD 06/12/2019 >
 Electronic Check Terms and Conditions
By selecting “Yes, | agree” below you are indicating that you understand the terms of this transaction. When you pay your bill by electronic check, you authorize us to make a

one-time electronic fund transfer debit from your checking account. Payments must be in US Dollars and drawn on a bank located in the US. If your check is returned due to
insufficient funds, you understand that you may be assessed a fee up to the maximum allowed by your state law.

I Agree ) Date 06/12/2019 10:39AM

A pop-up box asks you to confirm this payment. Select OK to continue.

Are you sure you want to submit this payment?

OK Cancel

Now complete the billing information and payment details page. The
billing information section should already be pre-populated with your
billing details. Please update any missing or incorrect information. Fields
marked with an asterisk are required.

In the Payment details section, enter your routing number, bank account
number, and check number. From the Account Type pull-down menu,
please indicate if the bank account is a checking, corporate checking, or
savings account.

Once the page is complete, click the green Pay button.
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Billing Information

First Name * Oski

LastName Bear -

Company Name

Address * 252527 Piedmont Ave >
city BERKELEY A

Country * United States of America v
State/Province * Calforna v

ZipiPostal Code * 94720 f

Phone Number * 510555-1212

Email* obear@oerkeleyedu >

Payment Details o

Routing Number * 121000000
‘Account Number * 9876543210

Check Number = 1212

Account Type * Checking )

By clicting Pay. | sgree o the Elsctionic Chec Terms & Conditions

EBill confirms if your payment was successful. Click the Ok button to close
the window.

Result

Payment processed successfuly.
Transaction id: 5432108876643210987654

Thank you for your payment

Berkeley

UNIVERSITY OF CALIFORNIA

Select Invoice(s)

EBill gives you the option to pay just the invoice(s) you select. Click the
button labeled Select Invoice(s).

< eBill Payment

Make a Payment A

Pay by Balance

Amount Currency Invoice Count

<+ Pay Total Balance 20000 USD [} 2 >
© Pay Past Due 199.00 USD () 1 >

Pay by Inygi

Pay by Statement

(1] Pay Last Statement

_/_ __/ _/

This page lists your invoices. Notice the Action menu in the second column.

Select the drop-down arrow for additional options:

e Invoice Details — More detailed information about the invoice, such as
a description, quantity, unit price, and tax amount.

e Message Center — Send a message to a member of the eBill team.

e Invoice Activity — View a history of the transaction.

e Invoice Attachment — View supporting documents relating to the
transaction.

e Invoice Image — View a copy of the invoice.

e Email Invoice — Request that we send a copy of the invoice to specific
recipients.

< Invoice Balances.

Invoice Balances

Actions  x

Invoice Details

Total Balance 200.00 USD Message Center

Totals Selected 0USD <~ Invoice Activity
2 rows
E Invoice Attachment
O Invoice / Line < Invoice Image Due Date © Invoice Amount & Balance < Currency & In Cart
[ Zz00000076 @, Email Invoice 05/15/2019 3200 3200 USD >
O 2200000053 Actions @ 03/152019 041152019 16800 16800 USD >
. o . e
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Mark the invoice(s) that you wish to pay with a checkbox. Then click the
Pay button.

< Invoice Balances Invoice Balances A

Total Balance 200,00 USD

~
Totals Selected 0USD "~

-
C™Voice / Line & Invoice Date & Due Date & Invoice Amount < Balance < Currency < In Cart

00000076 Actions & 04/1522019 05/15/2019 3200 3200 UsD >

O ZZ00000053 Actions 03152019 04/152019 168.00 16800 USD >

- _/ _/ _/ —

From the Payment Cart, select the Next button.

< Invoice Balances Invoice Balances A

Total Balance 200.00 USD

~
Totals Selected 0USD "~

-
C™Voice / Line & Invoice Date & Due Date & Invoice Amount < Balance < Currency < In Cart

00000076 Actions & 04/1522019 05/15/2019 3200 3200 USD >

[ 2200000053 Actions @ 031152019 04/152019 168.00 168.00 USD >

Carefully read the Electronic Check Terms and Conditions. If you agree to
these terms, click the | Agree toggle switch with your mouse. This changes
the toggle from No to Yes.

Select the Submit button.

Berkeley

UNIVERSITY OF CALIFORNIA

N
Invoices to Pay Review and Submit
Step 2 of 2: Review and Submit
Payment Method Electronic Check
~ Payment Totals
1row
Payment Amount & Currency & Payment Date <
16800 USD 06/12/2019 >

v Electronic Check Terms and Conditions

By selecting “Yes, | agree” below you are indicating that you understand the terms of this transaction. When you pay your bill by electronic check, you authorize us to make a
one-time electronic fund transfer debit from your checking account. Payments must be in US Dollars and drawn on a bank located in the US. If your check is returned due to
insufficient funds, you understand that you may be assessed a fee up to the maximum allowed by your state law.

| Agree

Date 06/13/2019 10:26AM

A pop-up box asks you to confirm this payment. Select OK to continue.

Are you sure you want to submit this payment?

OK Cancel

Now complete the billing information and payment details page. The
billing information is pre-populated with your billing details. Please update
any missing or incorrect information. Fields marked with an asterisk are
required.

In the Payment details section, enter your routing number, bank account
number, and check number. From the Account Type pull-down menu,
please indicate if the bank account is a standard checking, corporate
checking, or savings account.

Once the page is complete, click the green Pay button.
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Billing Information

First Name * Oski >

Last Name * Bear >

Company Name

Address * 252527 Piedmont Ave >
city* BERKELEY 2=

Country * United States of America v
State/Province * Calforna v

ZipiPostal Code * 94720 >

Phone Number * 510555-1212

Email* obear@oerkeleyedu >

Payment Details -

Routing Number * 121000000
Account Number * 9878543210

Check Number* 1212

Account Type * Checkng v

By clicting Pay. | sgree

s Checs Terms & Conditions

EBill confirms if your payment was successful. Click the Ok button to close
the window.

Result

Payment processed successfuly.
Transaction id: 5432108876643210987654

Thank you for your payment
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