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Welcome

Corpay takes pride in the simplicity of AP Gateway, our business-to-business payment solution.
AP Gateway is a Corpay product that allows users to process payments in a variety of
configurations and using Enterprise Resource Planning (ERP) integrations such as NetSuite.
AP Gateway’s integration with NetSuite transforms how companies manage Accounts Payable
by simplifying the workflow into a single step. With NetSuite, companies save time and money
by streamlining their Accounts Payable process, securing payments, and increasing visibility. In
this guide, you will learn how to navigate and use the features and functions in AP Gateway’s
NetSuite integration for international companies.

AP Gateway Navigation

In this section, you will learn how to access and navigate AP Gateway.

Accessing AP Gateway
To access AP Gateway:

1. Open AP Gateway.

2. On the AP Gateway login screen, enter an Email address and Password in the Email
and Password fields.

3. Click the Login button.

Corpay” | APGatewa
p y | y WEICome o AR Cateway,
powered by Corpay, a comprehensive portal
for managing you & Process

Here, you can effos yments

and Bpprovals, ger port CREE your

L
remittances and payment history, manage M‘
|

wenders, and more

We hope you enjey your day, and follow us for r L3

m news, updates, and events. *
Forgot Pass L}
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https://apgateway.nvoicepay.com/

AP Gateway Banner

A
CO rpay | Ap Gateway Get Help NVoicePay - NVioicePay ¥ DR Doc Reviewer £

Nvaicepay®

The following table describes the menu items in the AP Gateway banner:

MENU DESCRIPTION

Get Help Click the Get Help menu to open the Customer Support Center page that
contains contact information for Customer Support as well as links to helpful
resources.

Company The Company Selector drop-down contains the name of the company you are

Selector working under in AP Gateway. If your organization has multiple companies and

you have access to those companies, click the Company Selector drop-down to
select a different company to work under. In the example screenshot below, the
name of the company is Demo - NVoicePay.

Corpayh AP Gateway Get Help | DEMO - NVoicePay ¥ DR Doc Reviewer 1

Nvoicepay®

Banner Avatar | 3 user has a display name listed in their user account, the Banner Avatar ~©or

contains the initials of their display name. If a user does not have a display name,
the Banner Avatar contains the first letter of their email address.

Username Click the username or gear icon to access the Accounts page, Roles &
Permissions page, and to log off AP Gateway.
Corpay" | AP Gateway CotHalp  OEMO-Nvokcebey v (B8
il DEMO Rebes & Dermision
£ OF
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Privacy Policy

Click the Privacy Policy link at the bottom of any page in AP Gateway to access the Fleetcor
U.S. Privacy Policy which applies to FleetCor Technologies, Inc. and its U.S. subsidiaries,
divisions, affiliates, and operations that link to or otherwise provide notice of this Privacy Policy,
including, but not limited to, Cambridge Mercantile Corp. (U.S.A), Cambridge Mercantile Corp.
(Nevada), Comdata Inc., Comdata Network, Inc. of California, Comdata TN, Inc., Corpay One,
Inc., and Nvoicepay, Inc. (collectively, “FleetCor,” “we,” “our,” or “us”).

B2 Doclwiewer 8

A
Corpay" | abSateway S R —
Nvoicepay |International
@

Monthly Payments By Payment Type Payment Count Mix Payment Dollar Mix

Monthoto-date  Yeartadat [

Payments at a Glance Estimated Rebates & e e | Ongoing Supplier Enablement
Savings

...........
Babaies
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AP Gateway Features

Collapse/Expand

The collapse/expand icon in the left-side navigation pane only displays the icons for each page
or the full menu when selected.

Collapse/Expand

&d &g High Contrast

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by

a company as well as company configuration. As a result, the pages in your left-side navigation pane may be different
from the pages in the image above.
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High Contrast

The High Contrast link in the left-side navigation pane enables or disables high contrast mode
on each page in AP Gateway. High contrast mode is an accessibility feature that uses a limited
color palette with contrasting colors to make a user interface easier to use.

&g High Contrast

Select the High Contrast link to enable high contrast mode. Enabling high contrast mode
changes the default color palette to the high contrast color palette which is blue and yellow.

Users Roles MNotifications Reports

+ Add User

Email / User ID

com

com

&g High Contrast i
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Select the High Contrast link again to disable high contrast mode. Disabling high contrast
mode changes the high contrast color palette back to the default color palette. High Contrast
changes are saved between logins.

Users Roles Naotifications Reports

+ Add User

Email / User ID b

Sorting, Filtering, and Grouping

Many of the tables in AP Gateway can be sorted and filtered to quickly organize data and only
display information that is needed. Multiple columns can be filtered at once and individual
columns can be sorted while filters are enabled. Filter icons are raspberry when enabled and
black when disabled. Users can also group similar information together in the History table
using the grouping feature making the information in the table easier to consume. The sorting
and filtering features are disabled when the grouping feature is used, and grouping is only
available on the History page.

To sort a table by the information in a column:

1. Click a column header once to sort the table in ascending order based on the column
information. In the example image, the table on the Payments page is sorted in
ascending order based on the File Name column. The File Name column header

contains an T icon.

Y  wveez B v oseez [ shew compiete

I File Name + it I Date ™ File Status » Processing Datails Raturn File
o) S print Check Test File.txt 0i0S2022  Approved Download
o InvoicelD (Mo Address).txd ooT/2022 Error m
o Inveicel Dt oaf2022 Approved Download Mark as Processed
4 n Page |1 ofl & > 20 ¥ Rows per page 1-3of 3 items
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2. Click a column header twice to sort the table in descending order based on the column
information. In the example image, the table on the Payments page is sorted in
descending order based on the File Name column. The File Name column header

contains an * icon.

T o Bl ot ameoz 3 show Complete m m

File Name | ~| Date ~ File Status ¥ Processing Details Return File Processed

ol InvoicelD (No )t 10/07/2022 Error m
oL Erint Check Test File.txt 1005/2022 Approved m Mark as Processed
4 n Page |1 ol K 20 ¥ Rows par page 1-3of3 iems

3. Click the column header untilthe T or * no longer displays to remove sorting from
the table.

To filter a table by the information in a column:

1. In a column header, click the Filter ~ icon.

2. Select the checkbox(s) for the item you would like to filter the table by, in the Filter
dialog.

3. Click the Filter button.

Y ooz FH v wosveoz 3 show Complete -_-) m

File Name ¥ Date ™ File Status ¥ Processing Details Return File Processed

oL InvoicelD (Mo Addrass).ba W02 Error o, [search B

o Imvicel D WHOE/2022 Approved Mark as Processed
Select All

ol Print Check Test File.ta 10/0s/2022 Approved Error
Approved

“ a n Page | 1 ol W 20 ¥  Rows per page 1-3 of 3 items
1iterns selected
BT

NOTE: Since filter options vary based on the type of data being displayed in a table, the
checkboxes and search filtering options may not be available for all tables in AP Gateway.
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To remove the filter from the table:
1. In the column header that contains the filter, click the Filter icon.
2. Click the Clear button.

T onzez B v omeos (5 show complate ()- Search

Select All

Error
Approved
1items selected

To group the History table by a column header:
1. On the History page, locate the column header to group the History table by.

2. Drag and drop the column header in the Drag a column header and drop it here to
group by that column field.

10/6/2022 450 usD 450 usb 4.50 uso
10/6/2022 350 usb 350 uso 350 uso
10/6/2022 250 usD 250 usD 250 uso
10/6/2022 150 usb 150 usp 150 uso
10/6/2022 150 usD 150 usb 150 usp
9/27/2022 50150 usb 501.50 uspb 501.50 uspb
9/24/2022 455771 usD 455.71 uso 45571 uso
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3. The information in the table is now grouped by the column header.

t Vendor Name EE
Paid by Customer Invoiced by Supplier Paid to Supplier
Vendor V¥ Vendor v 2 FY SRR £

Date V¥ Name # Amount ~ Currency ¥ Amount ~ Currency ~ Amount ~ Currency ¥ Remittance
4 Vendor Name: Total: $455.71 Count:1

9/24/2022 455.7 usD 455.7 uspD 4557 usD
4 Vendor Name: Total: $72.38 Count:1

9f23/2022 72.38 uso 7238 uso 7238 uso
4 Vendor Name: Total: $3,029.03 Count: 14

10/6/2022 4,50 usD 4,50 usp 4.50 usD

10/6/2022 350 usbD 350 usp 350 usb

4. Click the E3 in the column header to remove it from the Drag a column header and drop
it here to group by that column field and return the table to its original settings.

NOTE: The History table cannot be grouped by the Remittance column.

Pagination

The Payments, Approvals (if applicable), History, Reports, and Vendors pages use pagination to

divide information into separate pages to avoid overloading users with information on one page
as well as to provide a convenient and easy way to browse and return to specific information.

« 4 “ Page |1 |ofl »

20 ¥  Rows per page

0
50
100
500

Corpay" Company Confidential
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AP Gateway Accounts

In this section, you will learn about the payment methods offered by Corpay, along with the
Accounts, Roles & Permissions, My Profile, and Modify Locations pages in AP Gateway.

NOTE: The visibility of all information in AP Gateway is based on roles and permissions
assigned to users by a company as well as company configuration. As a result, some
information may not be visible to you or may only be available in a view only format.

Payment Methods

Corpay offers multiple payment methods to vendors such as Mastercard, CorpayCard, ACH,
Print Check, IWIRE, IDIRECT, and IACH. During the onboarding process, Corpay confirms the
customer’s vendors’ payment acceptances, then determines the default payment method for
each vendor by matching their payment acceptances to the customer’s most preferred payment
method. The most common order of preferred payment methods is listed in the table below.

ORDER OF PAYMENT DESCRIPTION
PREFERENCE METHOD
1 CorpayCard o Corpay’s private-label Accounts Payable card

that is ideal for vendors who:
o want to pay lower card processing fees.

o do not have a master merchant account
with Mastercard.

o Vendors receive secure payment remittances
via email, one banking day after payments are
approved in AP Gateway.

o Payments are deposited into vendor bank
accounts within 2-3 banking days after
payment remittance emails are sent to
vendors.

e Cash rebates are available to customers.

e Daily reports match the payment instructions
received by Corpay from the customer.

o Customers can view the payment remittances
sent to vendors in AP Gateway.

2 Mastercard o Vendors receive secure payment remittances
via email, one banking day after payments are
approved in AP Gateway.

e The secure payment remittances contain

Page 15 of 129
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ORDER OF PAYMENT
PREFERENCE METHOD
[ ]
[ ]
[ ]
[ ]
[ ]
3 ACH (Direct Deposit) e
[ )
[ ]
[ ]
4 Print Check o

Corpay" Company Confidential

DESCRIPTION

virtual card numbers for single-swipe (single-
use) or multi-swipe (multi-use) virtual cards
that are preloaded with the approved payment
amounts.

Vendors who receive single-swipe virtual cards
can only process the virtual card once in their
merchant card processor to deposit the
preloaded payment amount in their account.

Whereas vendors who receive multi-swipe
virtual cards can process the virtual card
multiple times in their merchant card processor
until the full amount of the preloaded payment
is deposited in their account.

Cash rebates are available to customers.

Daily reports match the payment instructions
received by Corpay from the customer.

Corpay oversees card reconciliation.

Vendors receive payment remittances via
email, one banking day after payments are
approved in AP Gateway.

Payments are issued to vendors from Corpay
within 1-5 business days after they are
approved in AP Gateway, and it typically takes
an additional 1-2 business days for bank
processing.

Daily reports match the payment instructions
received by Corpay from the customer.

Customers can view the payment remittances
sent to vendors in AP Gateway.

All print checks are mailed to vendors
with positive payee service using USPS
First Class mail.

Vendors receive print checks in the mail
according to the USPS First Class mail
delivery schedule in their area. Delivery
times are longer for print checks sent
internationally.

Customers can view images of printed and
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ORDER OF PAYMENT
PREFERENCE METHOD

5 IWIRE, IDIRECT,
IACH

Payment Method Flows

CorpayCard

Banking Day 1:
Customer's account is debited

according to payment
disbursement instructions
submitted to Corpay.

DESCRIPTION

cashed checks in AP Gateway.

e Payments are sent to vendors across
international borders using IWIRE, IDIRECT,
and IACH.

e Daily reports match the payment instructions
received by Corpay from the customer.

o Customers can view the payment remittances
sent to vendors.

Banking Day 1: Banking Day 2-3:
Corpay transfers funds from Vendor receives the net
the customer to the vendor. amount of the payment via

direct deposit into the account
provided during enrollment.

Mastercard

Banking Day 1:
Customer's account is debited
according to payment
disbursement instructions
submitted to Corpay.

Banking Day 1:

Vendor receives single-use or
multi-use virtual card information,
via email, to process using their
card terminal.

ACH

Banking Day 1:
Customer’s account is debited

according to payment
disbursement instructions
submitted to Corpay.

Banking Day 1-5: Bank Processing Complete:
Corpay transfers funds from Vendor receives the gross
the customer to the vendor. amount of the payment via

direct deposit into the account
provided during enroliment.

Corpay" Company Confidential
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Print Check

Customer requests to add their Banking Day 2-3:
bank account information to print The check for the
check payments instead of processed payment is
Corpay’s bank account printed with the customer’s

information. Therefore, funds are bank account information Banking day is

not debited from the customer's and mailed to the vendor dependent on the USPS
account for print check payments. Banking Day 1: via USPS First Class mail.

First Class mail delivery
Customer submits Banking Day 2-3: schedule:
payment disbursement Customer’s account is debited The printed check is
instructions to Corpay. As a according to payment received by the vendor.
result, funds are debited disbursement instructions
from the customer’s submitted to Corpay and a
account for print check check is printed with Corpay’s

payments. bank account information.

A print check payment is
processed in AP Gateway

IWIRE, IDIRECT, and IACH

Banking Day 1: Banking Day 1: Banking Day 3-5:
Customer’s account is debited Corpay sends foreign currency Vendor receives the gross

according to payment purchase instructions to amount of the payment via
disbursement instructions Cambridge. direct deposit into the account
submitted to Corpay. provided during enrollment.

Accounts Page

The Accounts page contains information about the customer’s bank and credit card accounts
along with the priority order of their payment methods.

To access the Accounts page, click the username or gear icon in the AP Gateway banner then
select the Accounts menu item.

Nvoicepay International - NVoicePay ¥ DR Doc Reviewer £t

/

Accounts

Roles & Permissions

Log Off

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your menu may be different from the pages in
the image above.
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Bank Accounts

The Bank Accounts tile contains the current bank account attached to a customer’s account in
AP Gateway. If a customer uses CorpayCard, ACH, or Print Check as a payment method,
Corpay debits funds from a specified account in the Bank Accounts list to pay vendor payments

on their behalf.

Nvoicepay International
Bank Accounts

Account Name
Business
Bank

Business 2

4 4 1 R Page | 1 of1

Credit Card Accounts

The Credit Card Accounts tile contains a list of Mastercard transactions. If a customer uses
Mastercard as a payment method, Corpay debits funds from the bank account listed on the

Bank Accounts tile to pay vendor payments on their behalf.

Credit Card Accounts

Card Name Vv Account Number

M r VCHN Credi KHAK-

4 4 1 ~

Page | 1 | of1

Vv  Expiration et

12/2020

2 »

Corpay" Company Confidential
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Click the Card Name in the Credit Card Accounts list to see additional information about the
transaction. Click the Back button to return to the Accounts page.

Nvoicepay International

Credit Card Name Mastercard VCN Credit
Credit Card Type CreditCardMC
Card Number xxdx-
Expiration Date 12/2020

Cardholder Company MNVoicePay
Cardholder Name
Card Statement Address 8205 SW Nimbus Ave Ste 240
Address Line 2
City Beaverton

state OR  Zip 97008

NOTE: Bank and Credit Card Account information is provided separately on the Accounts page
for reporting purposes only. All vendor payments are debited from the bank account attached to
a customer’s account in AP Gateway.

Payment Priority

The Payment Priority tile contains a list of payment methods and accounts for a customer. The
payment methods and accounts are listed in the order they are to be used for vendor payments.

Payment Priority

Priority Order Method Account
1 MasterCard

2 ACH

3 PrintCheck

Roles & Permissions Page

In AP Gateway, users with the Manage Users permission can use the Roles & Permissions
page to manage user accounts, roles, permissions, notifications, and reports for an
organization. The visibility of all information in AP Gateway is based on roles and permissions
assigned to users by a company as well as company configuration. As a result, some
information on the Roles & Permissions page may not be visible to you or may only be available
in a view only format if you do not have the Manage Users permission.
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To access the Roles & Permissions page, click the username or gear 2 icon in the
AP Gateway banner then select the Roles & Permissions menu item.

Nvoicepay International - NVoicePay ¥ DR Doc Reviewer £t

Accounts

Roles & Permissions

Log Off

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your menu may be different from the pages in
the image above.

The Roles & Permissions page contains the following tabs:
e Users: Use to create or manage individual user accounts for an organization.
o Roles: Use to create or manage roles that can be applied to individual user accounts.

o Notifications: Use to create or manage user email addresses to receive automated
email notifications from AP Gateway.

o Reports: Use to create Notifications, Permissions, Roles, Locations (if applicable),
Admins, and ValidateApprovals (if applicable), AllPermissions, and
ConditionalApprovalRules (if applicable) reports for an organization. Available report
types are based on company configuration. As a result, the type of reports that are
available on your Reports tab may be different from the reports listed above.

Nvoicepay International

Users Roles Notifications Reports
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Users

Users within an organization are assigned roles or permissions based on the AP Gateway
functions they use. These roles and permissions can be updated by users with the Manage
Users permission on the Users tab. The Users tab contains a table of information and actions to
manage user accounts in an organization. Users can rearrange the columns in the Users table
as well as sort and filter all columns except the Actions column.

Nveicepay, Inc.

Users  Roles

+ Add User Display Locations  Seaseh, Q,

Email {User ID ¥ Display Name ¥ Role ¥ Creasted ~ Modified ™ Last Login ~ Active “ Locked ¥ Actions

Tast Rolos O7/24/2023 020430 D023 OO0 | i Mo Q# ﬁ ﬁ

Admin W232022004089 1292022002083 | OV 0D SR, No Q&M
Y AM h -

Admin OM2B021023%4 | 0RZEXR 0TI | L CUORNAI0 No @& ﬁ ﬁ

A AM

Users Table

The following table contains descriptions of the column headers and actions in the Users table:

NAME DESCRIPTION

Email/User ID The Email/User ID column contains the email or user ID used by a user to log
in to AP Gateway.

Display Name The Display Name column contains the name that displays in the AP
Gateway banner for a user account if the user has a display name
configured.

Role The Role column contains the role assigned to a user account. See the Using

Roles in AP Gateway section for more information about roles.

Locations The Locations column contains locations a user can access within
organizations that have multiple locations with location-specific information.
The Display Locations checkbox is also selected when locations are

available.
+ Add User Display Locations Y | Search. Qo

Email / v Dpisplay v organiz.. Vv Last v

User ID Name Role v Name Locations Created v Modified ¥ Legin Active ~ Locked ¥ Actions
waw e QURD
SR mma e eZam

Created The Created column contains the date and time a user account was created,
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NAME DESCRIPTION

as well as which user created the user account.

Modified The Modified column contains the date and time a user account was last
modified, as well as which user modified the account.

Last Login The Last Login column contains the date and time of a user's last login.

Active The Active column contains yes or no to indicate if a user account is active

(in use). The Users table is filtered to only display active users by default. In
the Active column header, click the Filter icon then click the Clear button to
display active and inactive users in the Users table.

Locked The Locked column contains yes or no to indicate if a user account is locked
due to multiple failed login attempts.

View The View @ action is used to see the details, role, and permissions for the
selected user account. See the Viewing User Account Details section for
instructions.

Edit

The Edit @ action is used to modify the selected user account. This action
is only available for users with the Manage Users permission. See the
Editing User Accounts section for instructions.

Reset Password ﬁ o
The Reset Password action is used to send a reset password request to

the selected user’s email. This action is only available for users with the
Manage Users permission. See the Sending Reset Password Requests
section for instructions.

Disable/Enable ﬁ
The Disable/Enable action is used to disable or enable the selected

user account. User accounts cannot be deleted due to audit requirements.
This action is only available for users with the Manage Users permission.
See the Disabling and Enabling User Accounts section for instructions.

Search The Search box is used to quickly find specific user accounts.

Adding User Accounts
Users with the Manage Users permission can add new user accounts to an organization.
1. On the Users tab, click the + Add User button.

Users Roles Motifications Reports

+ Add User

Email / User ID ™ Display Name w
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2. Complete each field in the Create User dialog.
3. Click the Save button.

Create User X

Organization
g et Bateh Approver ©

| MivoicePay bl |
S Payrnent Approeer 8
Drisglay Mams

| | View Organization Reports 8

Job Titks View Standard Remittance Artifacts @

| | View Sensithve Remittance Artifacts @

Email Address

Confirm Ermail

Wiirw Oirily B

Mo Approvals B

| ] Disabile Payments B

Phong Nuhbet Crsable Approvats @

| I Disable History &

Usar Rl
Driable Bepors B

| Select Role v |

Disable Vendors &
Disabile Ivwoices O
Vioid Checks 8
Perrnissions Authorized [Set ol that apply)
Manag Users B
Manage Payment Accounts @

Manage Vendon B

Manage File Uploads @

4. A message displays confirming the user account was created successfully.

NOTE: When a new user account is added to an organization, an email is sent to the user from
AP Gateway inviting them to complete their account setup.

Create User Dialog

The following table contains descriptions of the fields in the Create User dialog:

NAME DESCRIPTION

Organization The Organization field is pre-populated with the organization of the
logged in user. Users with the Admin role can edit the Organization
field. See Using Roles in AP Gateway for more information about roles.
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NAME DESCRIPTION

Display Name If a Display Name is entered in the Display Name field, it will appear
next to the gear ¥ icon in the AP Gateway banner instead of the
email address the user uses to log in. A display name is not required.

Job Title The Job Title field is optional and used for reference only. It does not
impact the new user’s role or permissions.

Email Address The Email Address field is required, because it is the email the new
user will use to log in to AP Gateway. It cannot be changed after the
user account is created.

Confirm Email The Email Address must be re-entered in the Confirm Email field to
prevent typos.

Phone Number A phone number can be entered in the Phone Number field for
reference, but it will not be used in AP Gateway.

User Role In the User Role drop-down, a default or custom role (if applicable)

can be selected and assigned to a user account or the None option
can be selected. The None option allows permissions not designated
by a specific role to be assigned to a user. If a default or custom role is
selected, the permissions assigned to that role will be checked in the
Permissions Authorized (From Role) section. If None is selected,
choose the permission(s) to assign to the user in the Permissions
Authorized (Set all that apply) section. See the Using Roles in AP
Gateway section for more information about roles.

Permissions Authorized  The Permissions Authorized section changes automatically depending
on which role is selected in the User Role drop-down. Permissions in
this section can only be modified when None is selected in the User
Role drop-down. See the Using Permissions in AP Gateway section
for more information about permissions.

Using Permissions in AP Gateway

Permissions dictate what a user can and cannot do in AP Gateway. The following table
describes the permissions that can be assigned to a user account:

PERMISSION DESCRIPTION

Manage Users Allows users to add new user accounts, edit existing user permissions,
request user password resets, enable or disable user accounts, and
add, delete, or modify custom roles.

Manage Payment Allows users to request changes to customer bank accounts.
Accounts
Manage Vendors Allows users to upload vendor lists and show or hide vendors on the

Vendors page.
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PERMISSION DESCRIPTION

Manage File Uploads Allows users to upload payment batch files and exclude payments with
error file statuses. Users with this permission cannot view the details
of a payment after it has been uploaded.

Batch Approver Allows users to view, approve, and void payment batches (if
applicable for their organization) as well as place payment batches on
hold. This permission does not allow individual payment approval.

Payment Approver Allows users to view, approve, exclude, and void individual payments
as well as place individual payments on hold.

View Organization Allows users to view the reports created within their organization as

Reports well as to create and delete reports.

View Standard Allows users to view remittances without sensitive bank information if

Remittance Artifacts the customer is configured for artifacts.

View Sensitive Allows users to view all remittances, including those with bank

Remittances Artifacts information if the customer is configured for artifacts.

No Approvals Does not allow the Approver permission to be assigned to a user. This

permission should be used if approvals are not required for payments
submitted in AP Gateway.

View Only Allows users to view payment history and reports only. This
permission disables buttons and actions in AP Gateway and does not
allow other permissions to be assigned to a user.

Disable Payments Allows users to suspend the payment processing functionality and
remove the Payments page from the left-side navigation pane.

Disable Approvals Allows users to suspend the approval process and remove the
Approvals page from the left-side navigation pane.

Disable History Allows users to suspend the tracking of user actions in AP Gateway
and removes the History page from the left-side navigation pane.

Disable Reports Allows users to deactivate report generation and access as well as
remove the Reports page from the left-side navigation pane.

Disable Vendors Allows users to deactivate vendor related functionalities and remove
the Vendors page from the left-side navigation pane.

Disable Invoices Allows users to deactivate the creation, processing, and management
of invoices.

Disable Credit Model Allows users to suspend the functionality of the credit assessment tool

and remove the Credit Summary page from the left-side navigation
pane if the company is configured to use the Credit Model feature.

Void Checks Allows users to void and reissue or refund a print check payment after
it has been processed in AP Gateway and sent to a vendor. However,
if the vendor has processed the print check payment, it cannot be
voided and reissued or refunded.

Approve FX Rate Allows users to approve and lock a transaction rate for an international
payment. This permission is only available to organizations that are
configured to make international payments.
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PERMISSION DESCRIPTION

View FX Rate Allows users to view international payments that require a transaction
rate approval and lock. This permission is only available to
organizations that are configured to make international payments.

Using Roles in AP Gateway

Permissions can be assigned to a user account individually or by assigning roles. There are five
default roles available in AP Gateway: A/P, Approver, Admin, Super Admin, and View Only.
Each role has a specific set of permissions. Default roles cannot be modified or deleted and
only one role can be assigned to a user at a time. If the default roles in AP Gateway do not fit an
organization, users with the Manage Users permission can create custom roles with the
appropriate permissions. Custom roles can be modified or deleted. See Adding Custom Roles
or Editing Custom Roles for instructions.

The following table describes the default roles that can be assigned to a user account:

ROLE PERMISSIONS

A/P Manage Vendors
Manage File Uploads
View Organization Reports
View Standard Remittance Artifacts
Void Checks
View FX Rate (international only)

Approver Batch Approver
Payment Approver
View Organization Reports
View Standard Remittance Artifacts
View Sensitive Remittance Artifacts
Void Checks
Approve FX Rate (international only)
View FX Rate (international only)

Admin Manage Users
Manage Payment Accounts
Manage Vendors
Manage File Uploads
View Organization Reports
View Standard Remittance Artifacts
View Sensitive Remittance Artifacts
Void Checks
Approve FX Rate (international only)
View FX Rate (international only)

Corpay" Company Confidential
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ROLE PERMISSIONS

Super Admin All Admin permissions, plus the Batch Approver and Payment
Approver permissions
View Only View Only

Viewing User Account Details

All users can view user account details in an organization.

1. In the Users table, click the View @ action for the user account to view.
2. Review the information in the User Details dialog.
3. Click the Close button.

User Details X

Organization

Batch Approver 8

| Partnership Integrations |

Display Mame Payment Approver a

view Organization Reports @

Jaob Title
| P | View Standard Remittance Artifacts &

Email Address View Sensitive Remittance Artifacts &

Envoicepay.co

View Only @

Phone Number
| | No Approvals @

User Role Disable Payments &

Disable Approvals i}
Disable History &

o ) Disable Reports £
Permissions Authorized (From Role)

Manage Users & Disable Vendors @
Manage Payment Accounts B Disable invoices @
Manage vendors 8 vioid Checks @

Manage File Uploads &

-

Editing User Accounts

Users with the Manage Users permission can edit individual user accounts or multiple user
accounts at once.
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To edit a single user account:

1. In the Users table, click the Edit Eﬁ action for the user account to edit.

2. Inthe Edit User dialog, make the desired updates. If None is selected in the User Role
drop-down, individual permissions can be selected in the Permissions Authorized (From
Role) section.

NOTE: The Email Address and Locations (if applicable) fields in the Edit User dialog
cannot be modified.

3. Click the Save button.

Edit User X

Organization

g Batch Approver @
| Partnership Integrations - |

Payment Approver @

Display Name
| QA Automation | View Organization Reports L ]
Job Title View Standard Remittance Artifacts @
| Corpay |

view Sensitive Remittance Artifacts &

Email Address i
View Only 8

| BEnvoicepay.com |

No Approvals &
Phone Mumber

| | Disable Payments @

User Role Disable Approvals @

| Super Admin - |

Disable History &
Disable Reports @

Disable vendors 8

Permissions Authorized (From Role)

Manage Users @

Disable Invoices @&

Void Checks @

Manage Payment Accounts &
Manage Vendors 8

Manage File Uploads &

ﬂ

4. A message displays confirming the user account was updated successfully.
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To edit multiple user accounts at once:

1. In the Users table, select the checkboxes for the user accounts to edit.
2. Click the Edit Selected button at the bottom of the page.

Users
+ Acid Usar
Email / User ID ¥ Display Name v~ Role ~ Created ¥ Modified

o /202 “ 26/202

Admin OWZV202 031325
PM

1210:38 03/09/202
P AM

T  Sewxh A

v Last Login A I o I
Jpe—— : Q¥ &M
[.:, 2021 011728 T Mo @ Df a ﬁ
022 04632 e No @Dfﬁ ﬁ

1- 200095 Rems

3. Inthe Edit Users (Batch) dialog, edit the Job Title and/or the User Role fields. If None
is selected in the User Role drop-down, individual permissions can be selected in the

Permissions Authorized section.

NOTE: Only the Job Title field and User Role drop-down can be modified. The selected
user accounts are listed in the Users To Edit field.

Edit Users (Batch)

Organization

Users To Edit

Job Title

User Role

| Select Role.. v |

Permissions Authorized (Select a Role)

Manage Users &

Manage Payment Accounts @
Manage Vendors @

Manage File Uploads @

Batch Approver &

Payment Approver &

iew Organization Reports &

View Standard Remittance Artifacts

View Sensitive Remittance Artifacts @
No Approvals @&

View Only @

Disable Payments @

Disable Approvals @

Disable History &

Disable Reports &

Disable Vendors @

Disable Invoices @

oid Checks &

o=
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4. Click the Save button.
5. A message displays confirming the user accounts were updated successfully.

NOTE: An inactive user account can be modified; however, the changes made will not
reactivate the account.

Sending Reset Password Requests

Users with the Manage Users permission can send reset password requests to users that will
allow them to change the password they use to log in to AP Gateway.

To reset a user’s password:
1. In the Users table, click the Reset Password ﬁ action for the user account to send
the reset password request to.
2. On the Password Reset form, verify the email address is correct.

3. Click the Continue button.

Corpay“ ’ AP Gateway

Nvoicepay®™

Password Reset

Use the form below to request a password reset

@nvoicepay.com

4. A message displays confirming the password reset was requested. The user will
receive an email with a secure link to change their AP Gateway password.

AP Gateway

Nvoicepay®

Corpay”

Password Reset
Requested

Please Check Your Email and Click the Secure Link.

If you are having trouble finding our email, check your spam

folder or
k her
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Disabling and Enabling User Accounts
Users with the Manage Users permission can disable and enable user accounts.

To disable an active user account:
PR

1. In the Users table, click the Disable/Enable lm action for the active user account to
disable.

2. Inthe Are you sure that you want to Disable [Email Address/User ID] dialog, click the
OK button.

Are you sure that you want to Disable

To enable an inactive user account:

—_
1. In the Users table, click the Disable/Enable m action for the inactive user account to
enable.
2. Inthe Are you sure that you want to Enable [Email Address/User ID] dialog, click the
OK button.

Are you sure that you want to Enable

3. A message displays confirming the user account was enabled.
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Roles

Permissions can be assigned to a user account individually or by assigning roles. There are five
default roles available in AP Gateway: A/P, Approver, Admin, Super Admin, and View Only. On
the Roles tab, users with the Manage Users permission can assign default roles to user
accounts or create custom roles if the default roles do not fit the needs of the organization. See
Using Roles in AP Gateway to learn more about default roles and Adding Custom Roles for
instructions on how to create custom roles. The Roles tab contains a table of information and
actions to manage user roles in an organization. Users can rearrange the columns in the Roles
table as well as sort and filter all columns except the Actions column.

Nvoicepay
Users Roles Notifications Reports
+ Add Role Hide default roles | Search_ LY,
Active ot
Role ~ Organization Name ¥ Created ¥  Modified v Users Actions
- R systern 06/21/2021 11:50:17
AP Mone o o @
" . systern 06/21/2021 N:50:17 P
Admin Mone A 19 @ ’ ﬁ
systemn 06/21/2021 11:50:17
A ver Nomne ]
pprove one At @
& FE i systemn 06/21/2021 11:5017 o D ﬁ
uper min one
£ AM Q
system 06/21/2021 11:507 s
View Only Mone AM 3 @ a

The following table contains descriptions of the column headers and actions in the Roles table:

NAME DESCRIPTION

Role The Role column contains the name of each role.

Organization Name All roles within an organization are listed in the Roles table. If an
organization has multiple companies and custom roles, the Organization
Name column will contain the name of the companies associated with the
custom roles. For default roles, None is listed as the Organization Name.

Created The Created column contains the date and time a role was created, as well
as which user created the role.

Modified The Modified column contains the date and time a role was last modified, as
well as which user modified the role.
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NAME DESCRIPTION

Active Users The Active Users column contains the number of active users a role is
assigned to.
View The View | Q! action is used to see the details of a role, including the

permissions and which users the role is assigned to. See the Viewing Role
Details section for instructions.

Edit The Edit Df action is used to modify a custom role. Default roles cannot be
modified. See the Editing Custom Roles section for instructions.

Move The Move & action is used to move users from one role to another role.

Only users within the organization of the logged in user can be moved to a
different role. This action is usually done before deleting a role. See the
Moving Users to Another Role section for instructions.

Delete M action i
The Delete [I] action is used to delete a custom role. A role can only be

deleted after moving all active users assigned to the role to another role.
Default roles cannot be deleted. See the Deleting Roles section for
instructions.

Hide default roles The Hide default roles checkbox is used to display or hide default roles in
the Roles table. See Using Roles in AP Gateway to learn more about default
and custom roles.

Search The Search box is used to quickly find specific roles in the Roles table.

Adding Custom Roles

Users with the Manage Users permission can create custom roles for an organization if the
default roles do not contain the permissions needed for a user account.

1. On the Roles tab, click the + Add Role button.

Users Roles MNotifications Reports

Role “ Organization Name Vv

2. Complete each field in the Create Custom Role dialog.
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3. Click the Save button.

Create Custom Role X
Organization
| Partnership Integrations v |
Role Name
| |
Permissions Authorized
Manage Users @ Mo Approvals &
Manage Payment Accounts @ Disable Payments &
Manage Vendors & Disable Approvals &
Manage Filz Uplnaasa DisableHistoryﬂ
Batch Approver 8 Disable Reports &
Payment Approver & Disable Vendors @
View Organization Reports @ Disable Invoices &
View Standard Remittance Artifacts @ Void Checks &
View Sensitive Remittance Artifacts @
View Only @
=

4. A message displays confirming the role was added successfully.

Create Custom Role Dialog

The following table contains descriptions of the fields in the Create Custom Role dialog:

NAME DESCRIPTION

Organization The Organization field is pre-populated with the organization of the
logged in user.

Role Name The Role Name field contains the name of the new custom role. The
Role Name must be unique to the organization and cannot be the same
as a default role or any other custom role. The Role Name should be
descriptive and reflect the unique set of permissions it will contain.

Permissions Authorized The Permissions Authorized section contains permissions that dictate
what users with this role can do in AP Gateway. See the Using
Permissions in AP Gateway section to learn more about permissions.
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Viewing Role Details

All users can view role details in an organization.

1. In the Roles table, click the View @ action for the role to view.
2. Review the information in the Role Details dialog.
3. Click the Close button.

Role Details X

Organization Users in Role [Changes made here are not saved)
None |
Role Name

Permissions Authorized [From Role)

Manage Users B Mo Approvals @

Manage Payment Accounts & Disable Payments @
Manage Vendors & Disable Approvals &
Manage File Uploads L] Disable History a

Batch Approver @ Disable Reports &

Payment Approver @ Disable Vendors @
View Organization Reports @ Disable Invoices @
View Standard Remittance Artifacts @ Vioid Checks &

View Sensitive Remittance Artifacts &

View Only @

-

Editing Custom Roles

Users with the Manage Users permission can edit custom roles on the Roles tab. Default roles
cannot be modified. Changes made to a custom role’s permissions are automatically applied to
all user accounts with the custom role assigned.

1. In the Roles table, click the Edit Df action for the role to edit.
2. Inthe Edit Custom Role dialog, make the desired updates.
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3. Click the Save button.

Edit Custom Role X
Organization
| Partnership Integrations v |
Role Name
| AutoRate_Lock_Test_Role_01 |
Permissions Authorized
Manage Users @ Mo Approvals 8
Manage Payment Accounts & Disable Payments &
Manage Vendors a8 Disable Approvals L ]
Manage File Uploads @ Disable History @
Batch Approver & Disable Reports &
Payment Approver & Disable Vendors 8
View Organization Reports a Disable Invoices &
View Standard Remittance Artifacts © Void Checks ©
View Sensitive Remittance Artifacts @
View Only 8
- D

4. A message displays confirming the role was updated successfully.

Moving Users to Another Role

Users with the Manage Users permission can change the role assigned to user accounts by
moving users from one role to another.

1. Inthe Roles table, click the Move ﬁ action for the role from which to move users.
2. In the Move Users from Role dialog:

a. Select the users to move in the Users to Move field.

b. Select the role to move the users to in the To Role drop-down.

c. If None is selected in the To Role drop-down, choose the permission(s) to assign
to the users in the Permissions Authorized (Set all that apply) section. If a role is
selected in the To Role drop-down, the permissions assigned to that role will be
selected in the Permissions Authorized (From Role) section automatically. These
permissions cannot be edited.
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3. Click the Move Users button.

Move Users from Role

Users To Move To Role

Bcorpay.comX | AP b

From Role

Permissions Authorized (From Role)

Manage Users @ No Approvals @

Manage Payment Accounts 8 Disable Payments 8
Manage Vendors L] Disable Approvals @
Manage File Uploads @ Disable History 8

Batch Approver 8 Disable Reports @

Payment Approver & Disable Vendors &
View Organization Reports L: ] Disable invoices ©
View Standard Remittance Artifacts Void Checks @

]
View Sensitive Remittance Artifacts &

View Only &

—— o

4. A message displays confirming that all users were moved to the new role successfully.

Deleting Roles

Users with the Manage Users permission can delete custom roles on the Roles tab. Default

roles cannot be deleted.

1. In the Roles table, click the Delete lm action for the role to delete.

2. Inthe Are you sure you want to delete [Name of role] dialog, click the OK button.

Corpay" Company Confidential

e,

Are you sure you want to delete test 27
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Notifications

The Notifications tab contains a table of information and actions to manage email notifications
for an organization. Users with the Manage Users permission can view, create, and modify user
email addresses to receive three types of automated notifications from AP Gateway: File
Processing Error, Return File Ready, and File Awaiting Approval. Users can rearrange the
columns in the Notifications table as well as sort and filter all columns except the Actions
column.

Users Roles MNotifications Reports

+ Add Email Search.. o]
Email Address ™~ File Processing Error ~ Return File Ready ~  File Awaiting Approval ~  Actions
e
doc_reviewen@nvoicepay.com D/ m]

Notifications Table

The following table contains descriptions of the column headers and actions in the Notifications
table:

NAME DESCRIPTION

Email Address The Email Address column contains the email addresses that
receive notification emails from AP Gateway.

File Processing Error The File Processing Error column contains checkboxes that
determine if the email address in the Email Address field
receives File Processing Error email notifications when an
error occurs during the processing of their payment batch file.
If the checkbox is selected, the email address receives File
Processing Error email notifications. If the checkbox is not
selected, the email address does not receive File Processing
Error email notifications.

Error examples:

e An unexpected file format is used
e Required data is missing
e Duplicate invoices are in the payment batch file

Return File Ready The Return File Ready column contains checkboxes that
determine if the email address in the Email Address field
receives Return File Ready email notifications when a
payment return file is ready for download or consumption by
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NAME DESCRIPTION

the organization’s Enterprise Resource Planning (ERP)
system. If the checkbox is selected, the email address
receives Return File Ready email notifications. If the checkbox
is not selected, the email address does not receive Return File
Ready email notifications. This notification email type is only
available for organizations that use return files.

File Awaiting Approval The File Awaiting Approval column contains checkboxes that
determine if the email address in the Email Address field
receives File Awaiting Approval email notifications when a
payment batch file is processed and ready to be approved. If
the checkbox is selected, the email address receives File
Awaiting Approval email notifications. If the checkbox is not
selected, the email address does not receive File Awaiting
Approval email notifications. This notification email type is only
available for organizations that perform approvals in AP

Gateway.

el The Edit @ action is used to modify the selected email
address. See the Editing Notification Emails section for
instructions.

Delete ﬁ
The Delete action is used to delete the selected email
address. See the Deleting Notification Emails section for
instructions.

Search The Search box is used to quickly find specific email
addresses.

Adding Notification Emails

Users with the Manage Users permission can add new user email addresses to the Notifications
table that will receive notification emails from AP Gateway.

1. On the Notifications tab, click the + Add Email button.

Users Roles Notifications Reports

+ Add Email

Email Address 4 ' File Processing Error S
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2. Inthe Add notification email dialog:
a. Enter the user’'s email address in the Email Address field.

b. Select the checkbox for each of the Notification Email Types to send to the email
address.

c. Click the Save button.

Add notification email

Email Address Motification Email Types

| File Processing Error

Return File Ready

File Awaiting Approval

3. A message displays confirming the email address was created successfully.

Editing Notification Emails

Users with the Manage Users permission can edit individual or multiple email addresses at
once.

To edit a single email address:

1. In the Notifications table, click the Edit EJ/ action for the email address to edit.
2. Inthe Edit Email dialog, make the desired changes.
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3. Click the Save button.

Edit Ermail

Motification Email Types

| File Processing Error

Return File Ready

Email Address

File Awaiting Approval

4. A message displays confirming the email address was updated successfully.

To edit multiple email addresses at once:
1. In the Notifications table, select the checkboxes for the email addresses to edit.

2. Click the Edit Selected button at the bottom of the page.

Roles Notifications Reports

+Add Bmall T Search Q,
Email Address “ File Processing Error “ Return File Ready *  File Awaiting Approval ™  Actions

ale
e
@ i

3. In the Edit Notification Emails (Batch) dialog, make the desired edits.
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4. Click the Save button.

Edit Motification Emails (Batch)

Emails Motification Email Types

File Processing Error
Return File Ready

File Awaiting Approval

5. A message displays confirming that all email addresses were updated successfully.

Deleting Notification Emails

Users with the Manage Users permission can delete email addresses on the Notifications tab to
stop sending email notifications to the users.
i,

1. In the Notifications table, click the Delete Im action for the email address to delete.

2. Inthe Are you sure you want to delete [email address] dialog, click the OK button.

Are you sure you want to delete 7

3. A message displays confirming the email address was deleted successfully.

Page 43 of 129
Corpay" Company Confidential Corpay AP Gateway Guide: NetSuite International Version



Reports

The Reports tab contains a table of information and actions to manage user access reports for
an organization. In the Reports table, users with the Manage Users permission can view
existing Notifications, Permissions, Roles, Locations (if applicable), Admins, ValidateApprovals
(if applicable), AllPermissions, and ConditionalApprovalRules (if applicable) reports as well as
create new ones. Users can also rearrange the columns in the Reports table as well as sort and
filter all columns except the Actions column.

NOTE: Available report types are based on company configuration. As a result, the type of
reports that are available on your Reports tab may be different from the reports listed above.

Nvoicepay

Users Roles Notifications Reports

Motifications w csv v h 4 S/2f2022 :_ to TNNef2022 r;: a

Report Name b Report Type hd Export Type p Created » Created By v Actions
AdminsReport_05-26 s POE 05/25/2022 Qi
Admins S/25/2022
2022113636 5 a'm
AdminsReport_05-25 -
Admins 5 5/24/. i |
202218:4326 S SV el Q'm
AdminsReport_05-24 ke
Adming SV 5/23/202 C]
202216:08:53 ki = ONEy 202 Q'm

Reports Table

The following table contains descriptions of the column headers and actions in the Reports
table:

NAME DESCRIPTION

Report Name The Report Name column contains the name of a report.

Report Type The Report Type column contains the type of report. Based on
an organization’s configuration, there are 1-5 types of reports
that can be created.

e Notifications: Reports containing all user email
addresses that receive notification emails and the
notification email types they receive.

e Permissions: Reports containing all user email
addresses, roles information, user account information,
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NAME DESCRIPTION

Export Type

Created
Created By

View

Delete

Corpay" Company Confidential

and permissions assigned to each user within the
organization.

e Roles: Reports containing all roles, number of active
users, and permissions for an organization.

e Locations: Reports containing user email addresses
and the locations they manage. Locations only displays
in the Report Type drop-down for organizations that
have multiple locations with location specific
information.

e Admins: Reports containing information about all
admins within an organization.

e ValidateApprovals: Reports containing details about
the Conditional Approval rules used within an
organization.

e AllPermissions: Report containing all organization
information, user email addresses, roles information,
user account information, and permissions information.

e ConditionalApprovalRules: Report containing the
rule name, rule type, minimum amount, maximum
amount, vendor ID, number of required approvers, and
available approvers for all conditional approval rules
used by an organization.

NOTE: Available report types are based on company
configuration. As a result, the type of reports that are available
on your Reports tab may be different from the reports listed
above.

The Export Type column contains the file type of a report.
Reports can be created in a CSV or PDF file type.

The Created column contains the date and time a report was
created.

The Created By column contains the user who created a
report.

The View @ action is used to download a report. See the
Viewing Reports section for instructions.
Ll

The Delete Im action is used to delete a report. See the
Deleting Reports section for instructions.
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Creating Reports

Users with the View Organization Reports permission can create user access reports for an
organization.

1. Inthe Reports table, select the type of report to create in the Report Type drop-down.

Nvoicepay

Users Roles Motifications Reports

Notifications v csv v -mw
= ]

Permissions hd
Rol

oles Report_09-28 B
Admins ConditionalApprovalRules

ValidateApprovals

L Report_09-28 .
AllPermissions ConditionalApprovalRules

Conditional ApprovalRules

PermissionsReport_09-28-2023.15:29:50 Permissions

AllPermissionsReport_09-28-2023.15:23:28 AllPermissions

2. Select the file type for the report in the Export Type drop-down.
3. Click the Create Report button.

Usaers Roles Motifications Reports

Notifications v || CSV v Y shf2o22 3 to mheflo2 | m

PDOF

Report Name . Type b Export Type ~  Created ~  Created By ~  Actions

AdminsReport 0526 Rl
: Admins PDF 08/25/2022

2022113636 b @ m

AdminsReport 0525 : Sy =

202218:4326 o & s @ m

AdminsReport_05-24 ] e R e
202216:08:53 pchlerbs csv 05/23/2022 Qi

4. A message displays confirming the report was created.
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Searching Reports
All users can search existing user access reports for an organization to view.

1. On the Reports tab, use the date pickers to select a date range you would like to see
existing reports for. The date pickers default to the current date.

2. Click the Search button to populate the existing reports for the selected time period in
the Reports table.

Reports

Report Name e Report Type v Export Type e Created o Created By ot Actions

Adr Report_05-2 o
A PO ’

20221 G g = :C}"t [E]

Viewing Reports

All users can download existing user access reports for an organization to view.

1. Inthe Reports table, click the View @ action for the report to view.

2. The report will automatically download to your device.

Deleting Reports

Users with the View Organization Reports permission can delete existing user access reports.
-
1. Inthe Reports table, click the Delete |]I| action for the report to delete.

2. Inthe Are you sure you want to delete [Name of report] dialog, click the OK button.

Are you sure you want to delete AdminsReport_05-26-20221k36:367
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My Profile Page

The My Profile page is used to change user passwords, security questions and answers, as well
as default companies. The visibility of all information in AP Gateway is based on roles and
permissions assigned to users by a company as well as company configuration. As a result,
some information on the My Profile page may not be visible to you or may only be available in a
view only format.

To access the My Profile page, click the username or gear & icon in the AP Gateway banner
then select the My Profile menu item.

Get Help  DEMO - NVoicePay ¥ RM e

Accounts
Roles & Permissions

My Profile |

Log Off

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your menu may be different from the pages in
the image above.

Changing Passwords
All users can change their password on the My Profile page.
To change your password:
1. On the My Profile page, locate the Change My Password tile.

Change My Password Change My Question and Answer Change My Default Company
L5 thie Torm below to Change your Passwerg Uie 7 bblow 1o Change your Quintion Uisa the form below to change your Default
and Comparty.
New passwords are requined to be between 8
and 100 characters in length. Passwords must Current password
also include one alpha and one numeric Default Company
character. O aracters
LBasa -~ oeMo v
S New Question
New Answer
New password
Confirm new password Change Question and Arswer
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2. Inthe Current password field, enter your password.

In the New password field, enter a new password. The new password should meet the
following requirements:

a. Contains at least 8 characters.

b. Contains at least one alpha character and one numeric character.

c. Does not exceed 100 characters.

d. Can contain the optional special characters:] _['@#$*()-+\/:,.~
4. In the Confirm new password field, reenter the new password.

Click the Change Password button.

Change My Password

Use the form below to change your password.
Mew passwords are required to be between B
and 100 characters in length. Passwords must
also include one alpha and one numeric
character. Optional special characters
@S-+~ are also allowed.

Current password

New password

Confirm new password

Change Password

Updating Security Questions and Answers

All users can change their security question and answer on the My Profile page.
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To change your security question and answer:

1.

o > 0N

On the My Profile page, locate the Change My Question and Answer tile.

DEMO

Change My Password

Use the ferm Below to change your password

New passwords are requined to be between 8
and 100 characters in length. Passwords must
e 0ne aipha and one numeric
character. Optional special characters

LB 0+~ are also aliowed

Current password
New password

Confirm new password

Change My Question and Answer

Uise the form below to change your Question
and Arswer

Current password
Niew Cuastion

New Answer

Change Question and Answer

Change My Default Company

Uze the form below to change your Default
Compary.

Default Company'

DEMO

In the Current password field, enter your password.

In the New Question field, enter a new question.

In the New Answer field, enter the answer to the new question.

Click the Change Question and Answer button.

Corpay" Company Confidential

Change My Question and Answer

Use the form below to change your Question
and Answer.

Current password

New Question

What is your pet's name?

New Answer

Teddy
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Updating Default Companies

In organizations with multiple locations, users can change their default company on the My
Profile page. When a default company is selected, its information automatically loads in AP
Gateway when the user logs in and the name of the company is listed in the Company Selector
drop-down. See the AP _Gateway Banner section to learn more about the Company Selector
drop-down.

To change your default company:
1. On the My Profile page, locate the Change My Default Company tile.

DEMO

Change My Password Change My Question and Answer Change My Default Company

e change your Question Use the form below to change your Default
Company.

DCefault Company

DEMO -

New Quastion

Change Default Company

New Answer

New passwond

2. In the Default Company drop-down, select a company to make the default company on
the user account.

3. Click the Change Default Company button.

Change My Default Company

Use the form below to change your Default
Company.

Default Company

DEMO -

Change Default Company
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NOTE: The Change My Default Company tile is only available for users within organizations
with multiple locations.

Modify Locations Page

If an organization has multiple locations and is configured to use the Modify Locations feature,
users with the Manage Users permission can assign users to different locations on the Modify
Locations page. Once users are assigned to a location, they can view, modify, and/or approve
payments if the Can View and/or Can Modify permissions are enabled on their account.

NOTE: The Modify Locations page is only available if a company is configured to use the
feature. Contact the Technical Support team at 877-974-1752 or techsupport@corpay.com to
request configuration.

Location Permission Editor

User

All -

Locations

All A

User Email ™ Location ID ¥ Can View ™~  Can Modify it
4 | abcdefiitestiesttest.oom 302 false false
Rule Type Min Amount Max Amount

false

false

false

¥y ¥ v v w

al
al
305 false false
al
al

faloe false

Rows
n 2 X 4 5 & 7 8 85 W . nu;clzlc'z.s M 20 v | per 1- 20 of 795 iterns
page
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To access the Modify Locations page, click the username or gear # icon in the AP Gateway
banner then select the Modify Locations menu item.

NVoicePay - NVoicePay ¥ DR Doc Reviewer It

Accounts

Fiscal Year Be¢  Roles & Permissions

Modify Locations

Log Off

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your menu may be different from the pages in
the image above.

Assigning Locations to a User
To assign a location to a user:
1. On the Modify Locations page, select the user’s email address in the User drop-down.

2. Inthe Locations drop-down, select the location you would like to assign to the user.

Location Permission Editor

User Emall ¥ Location ID ¥ Can View ¥ Can Modify 2
a4 Ftest! 0
Rule Type Min Amount Max Amount
No app: i 1
Rows
page
ey Frows

page
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view payment batch files.

modify payment batch files.

User Email

4 abodef@testtesttest.com 330

Rule Type

™ Location ID

Min Amount

Qﬂﬂ Modify v

true

5. Click the Save changes button.

In the Can View column, click false then select the checkbox to enable the user to

In the Can Modify column, click false then select the checkbox to enable the user to

NOTE: Enabling the Can View and Can Modify permissions in the Location Permission Editor is

optional.

Editing Permissions For a Location

To edit a user’s permissions for a location:

1. On the Modify Locations page, select the user’s email address in the User drop-down.

2.
enable or disable the permission.

Click the Save changes button.

Click true or false in the Can View or Can Modify column then select the checkbox to

ou;y

abcdefi@testtesttestcom

Locations
30-

User Email

4  sbcdef@testtesttestcom 330

Rule Type

n Page of1

[ e

Location Permission Editor

™ Location ID

Min Amount

No approval

o

¥ Can View ecan Modify

-
true
Max Amaunt

rules for user and location

No items to display

Rows
¥ | per
page

1-1of1items
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Home Page

The Home page contains tiles that illustrate your company’s payment statistics on a monthly,
quarterly, and yearly basis. For first time users, the Home page is blank until the first payment is
made to a vendor.

Fiecatvenr Degine  Jaewinry . m
CI
Monthly Payments By Payment Type Payment Count Mix ey 208 x| Payment Dollar Mix pe— ) 3
13 MarCatd  ACH  PrictCheck WO I b sonihtadte  Yeartodats Monents- ot i

| @ e ® acw

1 Dot e
Payments at a Glance Estimated Savings

D am o o
.53 i
.......... » e, - .
B |- |

Brivacheck 8

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the information on your Home page may be different from
the image above.

The following table describes the tiles on the Home page:

TILE DESCRIPTION

Monthly Payments By In the Monthly Payments by Payment Type tile, click the CorpayCard,

Payment Type MasterCard, ACH, PrintCheck, VendorExchange, IACH, IDIRECT,
or IWIRE tab to analyze the distribution of each payment type. The
available payment types are based on a company’s configuration.

Payment Count Mix In the Payment Count Mix tile, select the Month-to-date or Year-to-
date tab to track the number of payments made through AP Gateway
during the current month or year by payment type. Use the date
picker to filter the pie chart by month and year.
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TILE DESCRIPTION

Payment Dollar Mix In the Payment Dollar Mix tile, click the Month-to-date or Year-to-
date tab to track the payment amounts made through AP Gateway
during the current month or year by payment type. Use the date
picker to filter the pie chart by month and year.

Payments at a Glance In the Payments at a Glance tile, select the Month-to-date, Quarter-
to-date, or Year-to-date tab to analyze the total amount of payments
made through AP Gateway on a monthly, quarterly, or yearly basis.

Estimated Rebates & In the Estimated Rebates & Savings tile, select the Rebates or

Savings Savings tab to track the estimated rebates and savings earned
through AP Gateway during the month and year selected in the date
picker. On the Savings tab, enter the price of one paper check in the
Cost Per Paper Check field then click the Go button to view your
estimated savings per month and year based on the entered amount.

Ongoing Supplier The Ongoing Supplier Enablement tile contains the number of

Enablement vendors that have been enabled to receive Mastercard payments
along with the amount that was paid to those vendors during the
previous month. Click the Download to see these vendors link to
download an Ongoing Supplier Enablement Summary report.

Processing Payments

NetSuite is an integrated Enterprise Resource Planning solution (ERP) that is used with AP
Gateway to process vendor payments. In NetSuite, users select which bills (vendor invoices) to
pay then submit the bills automatically as payment batch files to AP Gateway. The payment
batch files are then processed in AP Gateway and return files are automatically sent to NetSuite
where the status of the bills is updated. In this section, you will learn how to process vendor
invoices for payment using NetSuite and AP Gateway.

Areturn file is automatically

Submit the bills automatically . =
, as a payment batch file to AP _sentto Nﬁb'Jl‘_ﬁ and Lht_
( A " Gateway. ( N a e bills that were

NetSuite AP Gateway
NetSuite NetSuite

Process the individual
Select bills (vendor invoices) A \ payments within the payment
o pay. batch file then process the

entire payment batch file.
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NOTE: The visibility of the pages described in this section is based on roles and permissions
assigned to users by a company as well as company configuration. As a result, some pages
may not be visible to you or may only be available in a view only format.

Submitting Bills in NetSuite

To process payments in AP Gateway, users must first submit bills (vendor invoices) in NetSuite
for payment.

To submit bills in NetSuite for payment:
1. Log in to NetSuite.

2. Hover over the Nvoicepay menu then the Pay Bills menu item and select Pay Bills via
Nvoicepay.

VLIV SuiteApps Sales Knowle

Nvoicepay OVervIEW awing: Portlet date setting
Setup >

Pay Bills > | Pay Bills via Nvoicepay
Batches > | Process Payments
Reports > | SyncVendors

3. Inthe Pay Bills Via Nvoicepay window, set the display filters as needed in the General
Filters section.

4. In the Bills section, click the checkbox in the Select column for each bill you would like
to pay or click the Mark All button to select all of the bills in the table at once.
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5. Click the Submit button at the top of the Pay Bills Via Nvoicepay window.

Pay Bills Via cepay
Reset Search Submit

Type of Bills
@ipiLs PAYMENT HOLD
e'.-r—=;__ BILLS

General Filters

VENDOR

* + 4

BILT LOCATION
v

ACCOUN

o i
Bills »
ELECTED
Mark All Unmark All

BILL REFERENCE DUE ORIGIMA
SELECT NUMBER NUMEER TYPE VENDOR DATE AMOUN

Bill I&2M6 99

3057 Bill TI32017 499

6. Inthe confirmation dialog, click the Confirm button to submit the bills for payment in AP
Gateway.

7. See Approving Individual Payments in AP_Gateway for instructions on how to approve
individual payments and Approving Payment Batch Files in AP Gateway for instructions
on how to approve an entire payment batch file.

NOTE: Users with the Payment Approver permission must approve individual payments within a
payment batch file before users with the Batch Approver permission can approve the entire
payment batch file.

Payments Page in AP Gateway

Once bills are submitted in NetSuite for payment, they are added to AP Gateway as a payment
batch file with a Pending file status in the Payment Approval table on the Payments page. A File
Status progress indicator displays beside the Pending file status. Payment batch files contain
the information needed to pay a vendor, such as their name, address, payment amount, etc.
Vendor addresses must meet certain requirements including those specified by the National
Automated Clearing House (NACHA) for International ACH Transactions (IATs). See the
Vendor Address Requirements section for more information.
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Once the payment batch file is added to the Payment Approval table with a Pending file status,
the AP Gateway auto-processor detects the payment batch file, validates the data, matches the
vendor, and selects the payment method based on the preferences of the organization and
vendor. Once the auto-processor processes the payment batch file, its status changes from
Pending to Awaiting Approval and the File Status progress indicator disappears.

Users with the Payment Approver permission can then approve, exclude, or place on hold the
individual payments within the payment batch file and users with the Batch Approver permission
can approve, place on hold, or cancel the entire payment batch file. See the Payment Approver
View section to learn how to approve, exclude, and place on hold individual payments within a
payment batch file or see the Batch Approver View section to learn how to approve, place on
hold, or cancel an entire payment batch file.

NOTE: Users with the Payment Approver permission should approve individual payments within
a payment batch file before users with the Batch Approver permission approve the entire
payment batch file. Payment batch file approval should always be the final approval to ensure
that return files contain the correct payment statuses.

Payment Approval  FX Rate Approva

—

[ upiced | Y [snenom B w | ameson Cre—— oW - |
File Name “ Date ¥ FlleStatus  ~ Processing Detalls Return Flle  Processed
ocun =3  Dowrioss i wark s processed
= s ==
Lr L m Mk as Processed
e : ==
- =
s
C. JACH. | i 1 pproval m
Ii¥ire NACHA Test i 0124/20288  Om Hobd m
02 _Testing File L 12AV2022 Processing Error
‘ n 2 Page ;' of2 B M M ¥ fowsperpage V-1 ol 17 e

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users
by a company as well as company configuration. As a result, the pages in your left-side navigation pane and the
information on your Payments page may be different from the image above.
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Vendor Address Requirements

All vendor addresses in international payment batch files must meet the address requirements
listed in the table below.

FIELD REQUIRED/O DESCRIPTION
PTIONAL
Country Required The Country field must contain an ISO 2-character code

such as CA. It cannot be blank or spelled out like Canada.
Latin 1 printable characters 32 — 255 (except 42, 92, *, and
\) are allowed as well as extended ASCII characters such
as but not limited to:

o [3234554zeceeéEiilioNnoooo6auultlypy

Street Address 1 Required Latin 1 printable characters 32 — 255 except 42, 92, *, and \
are allowed in the Street 1 field as well as extended ASCI|
characters such as but not limited to:

~ N 7 A o s N s A

......

City Required The City field can contain a comma. However, escapes (\),
asterisks (*), and carriage returns are not allowed. Latin 1
printable characters 32 — 255 except 42, 92, *, and \ are
allowed as well as extended ASCII characters such as but
not limited to:

~ N\ £ A 2 oas

o [Aadadaseceééeiilionoodooguuiuypy

State Optional The State field cannot exceed 33 characters when
combined with the City field. Latin 1 printable characters 32
— 255 except 42, 92, *, and \ are allowed as well as
extended ASCII characters such as but not limited to:

~ N 7 A o s N s A

......

Zip Required The Zip field can only contain alphanumeric characters,
spaces, or hyphens. Escapes (\), asterisks (*), and carriage
returns are not allowed.

If an international payment batch file is submitted with vendor addresses that do not meet the
above requirements, the submission will fail, and the following information will display on the
Invalid tab:

e One or more of the following error messages:

o Invalid Columns: City
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o Invalid Columns: State

o Invalid Columns: Zip

o Invalid Columns: Street 1
o Invalid Columns: Country

e The invalid value (from the payment file) in red with an asterisk.

Nvoicepay International
HVP_Intl_IWire_Address_Validation_City_State xlsx What do | do?
Invalid Payable
Excluded

Error Status Street 1 City State
Irnvalid Columns: City F1BO Yonge Street *Toronto OM
Invalid Columns: City FB0 Yonge Strest *Toronto® OM
Invalid Colurmns: State Z1B0 Yonge Strest Toronto el
Invalid Columns: State FB0 Yonge Strest Toronto el
Imvalid Columns: State F1BO Yonge Street Toronto WOM
Invalid Columns: State F1BO Yonge Street Toronto *OMY

See the Processing Errors in Payment Batch Files section for instructions on how to resolve a
payment batch file submission error by excluding an invoice from the file or voiding and
resubmitting the file.

Payment Approval Tab

The following table contains descriptions of the column headers and actions in the Payment
Approval table:

NAME DESCRIPTION

File Name The File Name column contains links to payment batch files.
Click a payment batch file link to download a copy of the
payment batch file.

Date The Date column contains the date when a payment batch file
was generated in AP Gateway.
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NAME DESCRIPTION

The File Status column contains statuses for payment batch
files along with File Status progress indicators that gradually
fill with a maroon color as payment batch files are detected
and processed by the AP Gateway auto-processor. Once the
AP Gateway auto-processor processes a payment batch file,
its status changes from Pending to Awaiting Approval and the
File Status progress indicator disappears.

File Status

Corpay" Company Confidential

File Statuses:

Pending: The payment batch file is being processed.
This status occurs before the Awaiting Approval status
and is typically seen when processing large payment
batch files.

In Process: A payment batch file is being processed.
During this state, payment batch files may encounter
errors that require users to review, fix, or exclude
payment(s) in the file before it can be processed.
Approved: For companies that do not require
approvals or if all approvals are completed, this status
indicates that a payment batch file has been approved.
Awaiting Approval: For companies that require
approvals, this status indicates that a payment batch
file needs approval. After a payment that is awaiting
approval is reviewed, it can transition to voided,
approved, or on hold, or remain in an awaiting approval
state if no one approves the payment batch file or a
second approval is required (if applicable) before the
payment batch file can be processed.

Error: An error occurred while processing a payment
batch file due to duplicate invoice IDs for the same
vendor ID in the file, missing vendor address
information, etc. Users must review the payment batch
file and exclude payment(s), resubmit, or void the
payment batch file. See the Processing Errors in
Payment Batch files section for more information.
Processing Error: An error occurred while processing
a payment batch file due to the payment batch file
being corrupt, data in the payment batch file affecting
the payment batch file parser, or the format of the
payment batch file is not allowed. Users must fix the
payment batch file and resubmit it for processing.
Voided: A payment batch file has been canceled.

On Hold: A payment batch file has been placed on
hold.
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NAME DESCRIPTION

See the Payments Page in AP Gateway section for more

information.
Payments Needing Action The Payments Needing Action column contains the number of
payments in the payment batch file that require approval.
Processing Details The Processing Details column contains View buttons to

access the Payment Batch Details page for a payment batch
file. Click the View button to open the Payment Batch Details
page. On the Payment Batch Details page, users with the
Batch Approver permission can approve payment batch files
and users with the Payment Approver permission can approve
individual payments.

NOTE: If the File Status is Error, click the View button for the
payment batch file to see details about the error. See
Processing Errors in Payment Batch Files for more
information.

Return File Return files confirm that a vendor was paid and are
automatically sent to NetSuite once a payment batch file is
approved in AP Gateway. In NetSuite, return files update the
status of the bills that were paid in AP Gateway.

Processed If an organization is configured to use return files, the
Processed column contains Mark as Processed and Mark as
Unprocessed buttons. These buttons are used to send
information from AP Gateway to an organization’s integrated
ERP. The buttons change automatically once a payment
batch file is approved if no other approvals are required. In
some cases, these buttons may need to be manually changed
to queue return files for resubmission to an ERP.

NOTE: These buttons should only be used if you are aware of
the ERP specific process to reprocess return files or if
Corpay’s Technical Support team directs you to do so.

Date Pickers and Show Complete To search for payment batch files submitted during a specific
time, select the date range in the Date Pickers then click the
Search button. If the Show Complete toggle is enabled,
approved payment batch files will be included in the search
results that display in the Payment Approval table. If the Show
Complete toggle is disabled, approved payments will not be
included in the search results. The Date Pickers allow
searches for up to one year and the Show Complete toggle
only works when a search is done. If a time that is more than
a year is selected in the Date Pickers, an error message will
display. Also, payment batch files processed before 8/1/15 are
not searchable.
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Processing Errors in Payment Batch Files

Payment batch files that fail to process when submitted to AP Gateway due to missing
information or incorrect formatting display an Error file status on the Payment Approval tab.
Users can resolve Error statuses by excluding the invalid invoices and resubmitting the payment
batch file or voiding the payment batch file and resubmitting it to AP Gateway.

To process an Error status by excluding an invoice from a payment batch file:

1. On the Payment Approval tab, click the View button for a payment batch file with an
Error status.

Payments

T 9/23/2023 i)
File Name ¥ Date ~  File Status ¥ Processing Details
NVP_ACH_Abdu_k8s test 10 _20.xlsx 120/2023 Approved m
NVP_ACH Carson_kB8s.xlsx 10/15/2023 Approved m
NWE_ACH_Abdu_k8s xisx 1018/2023 Approved m
NVP International (VCard_MC Vendors).xlsx 10/18/2023 Error m
NVP_ACH_Abdu . xlsx 10/18/2023 Approved m

2. The payment batch file opens on a separate page with two tabs: Invalid and Payable.
On the Payable tab, review the list of invoices without errors in the payment batch
file.

On the Invalid tab, select one or multiple invoice(s) to exclude from the file.

4. Click the Save Changes & Resubmit File button to resubmit the invoices for payment
on the Payable tab.

Invalid
Excluded
Error Status Invoice ID Vendor ID Vendor Name
Irvalid Columns: Viendor 1D, Vendor
- 202308240140
Name, Invoice Amount To Pay
»
P n Page ['1 | ofl » ¥ 100 v | Rows per page 1-10f1items
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5. Submit a new payment batch file with the corrected information for the invoice(s) that
were previously excluded. See Submitting Bills in NetSuite for instructions.

To process an Error status by voiding and resubmitting a payment batch file:

1. On the Payment Approval tab, click the View button for a payment file with an Error
status.

Payments
T s/23/2023 ]
File Name ¥ Date ~  File Status ¥ Processing Details
NWVP_ACH_Abdu_k8s test 10_20.xlsx 10/20/2023 Approved m
NWP_ACH_Carson_kBs.xlsx 10/15/2023 Approved m
NWVE_ACH_Abdu_k8s xisx 1018/2023 Approved m
NWP International (VCard_MC Vendors).xlsx 1018/2023 Error m
NVP_ACH_Abdu.xlsx 1018/2023 Approved m

2. On the Invalid tab, click the Void Entire File button.

Invalid Payable

Excluded
Error Status Inveice 1D Vendor ID Vendor Name
Invalid Columns: Viendor 1D, Vendor

: 202308240140
Name, Invoice Amount To Pay

4 u Page |1 |eof1 » 100 v  Rows per page

1-1of1items

Save Changes & Resubmit File | Void Entice File |

3. Correct the information in the payment batch file based on the Error Status then
resubmit the payment batch file. See Submitting Bills in NetSuite for instructions.
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Payment Batch Details Page

The Payment Batch Details page contains information about the payments included in a
payment batch file. In the Payment Approval table, click the View button in the Processing
Details column for a payment batch file to open the Payment Batch Details page. On the
Payment Batch Details page, users with the Batch Approver permission can approve, place on
hold, or cancel a payment batch file and users with the Payment Approver permission can
approve, exclude, or place on hold individual payments in a payment batch file.

Configurations

The Payment Batch Details page displays in a Batch Approver or Payment Approver view
based on an organization’s configuration and a user’s permissions.

Payment Approver View

Payment Summary Payment Batch
table Details table

v (=
Vendor ¥ vender Nema > Amaust ¥ Bemmissce Bl ¥ Check Dete ¥ Scheduied ¥ et ¥ Payment Method ¥ Ascownt ¥ Lecemien b
e 3
Lesint)
‘B -
=3
Batch Approver View
Payment Summary Payment Batch
table Details table
v
01-ACH.xt
Settiemaer
povhar Soveiiing Appeevel Method  Account Count  Amount
: v
IS Paid by Custoemar irveiced by Supplier Paid 1o Supplier = =
Name . Amount ¥ Curtency ~ Amount ¥ Curency ¥ Amount ¥ Currency ¥ L ¥ Satus ¥ Method Payment ACcount
S|
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The following table describes the format of each view:

VIEW

Batch
Approver

Payment
Approver

DESCRIPTION

Summary and Payment Batch Details
tables display. Users with the Batch
Approver permission can use the
Approve Batch, Hold Batch, or Cancel
Batch buttons to process payment batch
files and the Exclude, Hold, Undo
Exclude, and Undo Hold buttons to
process individual payments in a
payment batch file.

In the Payment Approver view, the
Payments | Can Approve, Payments
Needing Action, and All Payments tabs
display along with the Payment
Summary and Payment Batch Details
tables. The Payment Batch Details table
displays on all three tabs.

NOTE: The payment information that
displays on the Payments | Can Approve
tab is determined by the locations a user
has access to. If a user does not have
access to a location, the payments for
that location will not display on the
Payments | Can Approve tab.

Payment Summary Table

TABS
In the Batch Approver view, the Payment N/A

Payments | Can Approve: On the
Payments | Can Approve tab, users with
the Payment Approver permission can
use the Approve, Exclude, Hold, Undo
Exclude, and Undo Hold buttons to
process individual payments within a
payment batch file.

Payments Needing Action: On the
Payments Needing Action tab, users
with the Payment Approver permission
can view information about the
payments that need action in a payment
batch file.

All Payments: On the All Payments tab,
users with the Payment Approver
permission can view information about
all payments in a payment batch file.

The following table describes the column headers in the Payment Summary table:

COLUMN HEADER DESCRIPTION

Method The Method column contains the payment method used by a customer to
pay vendor payments through Corpay.

Account The Account column contains a customer’s account that is debited by
Corpay to pay vendor payments.

Count The Count column contains the number of payments in a batch per method

and account. In the Payment Batch Details page image above, the
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COLUMN HEADER DESCRIPTION

customer has 1 payment in their uploaded batch that will be paid using the
ACH payment method.

Settlement Amount  The Settlement Amount column contains the total amount of payments in a
batch per method and account.

Payment Batch Details Table

The following table describes the column headers in the Payment Batch Details table:

COLUMN HEADER DESCRIPTION

Vendor Name The Vendor Name column contains the name of a vendor who is
receiving payment(s) from Corpay on behalf of a customer.

Vendor # The Vendor # column contains the account number for a vendor in AP
Gateway.

Paid by The Paid by Customer/Amount column contains the amount paid to

Customer/Amount Corpay by a customer for a vendor’s invoice(s).

Paid by The Paid by Customer/Currency column contains the type of currency

Customer/Currency used by a customer to pay Corpay for a vendor’s invoice(s).

Invoiced by The Invoiced by Supplier/Amount column contains the invoice amount

Supplier/Amount billed to a customer by a vendor.

Invoiced by The Invoiced by Supplier/Currency column contains the type of

Supplier/Currency currency accepted by a vendor for payment.

Paid to Supplier/Amount  The Paid to Supplier/Amount column contains the amount paid to a
vendor by Corpay on behalf of a customer.

Paid to The Paid to Supplier/Currency column contains the type of currency
Supplier/Currency used to pay a vendor on behalf of a customer.
Remittance The Remittance column contains a proof of payment sent to a vendor

when an invoice is paid. Click the Remittance icon (paper icon) to
view a copy of the remittance (Electronic Payment Advice) in a
separate tab.

Reference ID The Reference ID column contains a unique identifier for a payment
batch file. Click the Reference ID link to open the Payment Details
and Invoices page.

Scheduled The Scheduled column contains the date a vendor is scheduled to
receive payment from Corpay on behalf of a customer.
Status The Status column contains the status of a payment. Status options

depend on the configuration of a customer’s account. Examples are In
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COLUMN HEADER DESCRIPTION

Process, Submitted, Paid, Awaiting Approver 1, Awaiting Approver 2,
and Approved. Hover over the person icon to view who approved the
payment (if applicable).

Status *~  Ppayment Method *~ Payment Account v
In Process :1 PrintCheck Citizens State Bank
In Process :1 PrintCheck Citizens State Bank
| David_Test 028 com 12/1/2022 |
1-20of2items
Payment Method The Payment Method column contains the method of payment used
by Corpay to pay a vendor. See Payment Methods for more
information.
Payment Account The Payment Account column contains the customer’s account that is

used to pay a vendor. See Accounts for more information.

Payment Details and Invoices Page

On the Payment Batch Details page, click a Reference ID link for a payment to open the
Payment Details and Invoices page in a separate tab. The Payment Details and Invoices page
can be accessed by clicking the Reference ID link on the History Page.

Nvoicepay

Payment Details

Vendor Number:

Vendor Narme: Bob

Paymant Data: IMmfaoes

Reference Number: PHIZS44ES
Paymant Method: PrintChack
Paymant Account: ‘Wast Coast Bank
Payment Amaunt: 470546
Exclude Payment
Invoices
Invoice # ¥  Invoice Date = Invoice Amount ¥ Comments ¥ View Attachment S
a89fcBB0-G20b-4ea3-aaTa-126Tadefde 01/25/2025 $703.46 View Attachment
« n Page [1 |of1 » b 20 v | Rows per page 1-Toflitems

Invoice Images

Invoice # ¥ Line® ™~ FilleName o

aBofcBB0-629b-4ee3-aaTa-1267adellfde 1 inv.pdf

‘ n Page (1 |af1 » b 20 ¥ Rows per page 1-1of1items
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Payment Details Pane

The Payment Details pane contains information about the payment batch file.

PAYMENT DETAILS PANE

FIELD DESCRIPTION

Vendor Number The Vendor Number field contains the account number for a vendor in
AP Gateway.

Vendor Name The Vendor Name field contains the name of a vendor who is
receiving payment(s) from Corpay on behalf of a customer.

Payment Date The Payment Date field contains the date a vendor received payment
from Corpay on behalf of a customer.

Scheduled Payment The Scheduled Payment Date field contains the date a vendor is

Date scheduled to receive payment from Corpay on behalf of a customer.

Reference Number The Reference Number field contains the unique identifier for a
payment batch file.

Payment Method The Payment Method field contains the method of payment used by
Corpay to pay a vendor. See Payment Methods for more information.

Payment Account The Payment Account field contains the customer’s account that is
used by Corpay to pay a vendor. See Accounts for more information.

Payment Amount The Payment Amount field contains the amount paid to a vendor.

Invoices Pane

The Invoices pane contains a detailed breakdown of the invoices within a payment batch file.

INVOICES PANE

FIELD DESCRIPTION

Invoice # The Invoice # column contains the unique number assigned to an
invoice. Invoices are created by vendors and issued to customers
towards the end of a transaction. They contain details about the
product(s) or service(s) provided by the vendor to the customer.

Invoice Date The Invoice Date column contains the date an invoice was sent to a
customer from a vendor.

Invoice Amount The Invoice Amount column contains the amount of an invoice.

Comments The Comments column contains notes that are added to a vendor’s

remittance to associate an invoice with a received payment.
Comments include information such as an account number and a
description of the purchased goods or services.

View Attachment The View Attachment column contains a link to view the invoices for
each payment in the payment batch file.
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Invoices Images Pane

The Invoices images pane contains a link to view the invoices for each payment in the payment
batch file.

INVOICE IMAGES PANE

FIELD DESCRIPTION

Invoice # The Invoice # column contains a hyperlinked unique number assigned
to an invoice.

Line # The Line # column contains the line number for each invoice.
FileName The FileName column contains the file name assigned to the attached
invoice.

Approving Individual Payments in AP Gateway
To approve an individual payment in AP Gateway:

1. Inthe Payment Approval table, click the View button for a payment batch file that is
awaiting approval.

Payments
Y  7mpoz0 B o  73opr0z0 Fd  showComplete ()
File Name v Date ™  File Status “ Payments Needing Action  Processing Details Return File Processed
07/22/2020 Awaiting Approval & View
07/22/2020 Awaiting Approval 5 View
07/22/2020 Awaiting Approval 5 View
customerapiuploaded 7/22/20201236 AM  07/21/2020  Awaiting Approval 5 View
customerapiuploaded 7M17/20201026 PM  0717/2020  Awaiting Approval 3
0717/2020  Error View
4 4 n Page 1_ ofl B M 20 ¥ Rows per page 1-14 of 14 itemns

2. On the Payment Batch Details page, select the Payments | Can Approve tab.

3. Onthe Payments | Can Approve tab, select one or multiple payment(s) to approve. In
the example image, one payment is selected.
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4. Click the Approve button.

customerapiuploaded_7/17/2020
10:26 PM Settlement
Method Account Count Amount

Date: 7172020
SRatuE Awaiting Approval PrintCheck 1 $600.00
Awaiting
1 $61.00
Approval
Total 1 $600.00
Payments | Can Approve  Payments Needing Action  All Payments
Vendor ¥ Vendor N Check e Payment W
" Name Amount ~ Remittance Reference  Date Scheduled v Status ¥ Method Account ¥ Location v
T 2 Awaiting First :
$61.00 810000005 07N72020 07172020 e PrintCheck
" - Page [1 |of1 » @ 20 v Rows per page 1-10flitems

Selected | payment  Selected amount total $61.00

EE3 eI ndottude  Undotio

5. A message displays stating the payment, or payments are being approved. Remain
logged in until all items are submitted.

A second message displays confirming the approval was successful.

7. The status of the payment changes from Awaiting Approval to Approved with a user
Approved “:1 ICOH

customerapiuploaded_7/17/2020
10:26 PM Settlement

Method Account Count Amount

Date: II/2020
Status: Awalting Approval PrintCheck 2 $661.00
Total 2 SE61.00
Payments | Can Approve Payments Needing Action  All Payments
Vendor ¥ Vendor Ao Check o Payment &
# Name Amount ¥ Remittance Reference “ Date Scheduled “ Status ¥ Mathod Account ~ Location ¥
Approved
$E00.00 00004 07/17/2020 07N7/2020 - ErintCheck
[ )
. Approved
$61.00 810000005 0717/2020 07N17/2020 - FrintCheck
=l
‘4 n Page | 1 ofl B W 20 ¥ Rows per page 1-20f2items
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Placing Individual Payments on Hold in AP Gateway

To place an individual payment on hold in AP Gateway:

1. In the Payment Approval table, click the View button for a payment batch file that is

awaiting approval.

Payments

Y o0

File Name ¥  Date ¥ File Status
07/22/2020 Awaiting Approval
07/22/2020 Awaiting Approval
07/22/2020 Awaiting Approval

customerapiuploaded 7/22/20201216 AM  07/21/2020  Awaiting Approval

customerapiuploaded 7/17/20201026 PM  07/17/2020  Awaiting Approval
Q7N17/2020  Error

4 4 - Page 'l1_| ofl P M 20 ¥ Rows per page

o

» Payments Needing Action

7/30/2020

5 sorcmons QD)

~ Processing Details Return File Processed

5 View
5 View
5 View
5 View
3 View

View

1-14 of 14 itemns

2. On the Payment Batch Details page, select one or more payments in the table. In the

example image, one payment is selected.
3. Click the Hold button.

Paymer vteh Detai Export ¥
325693-2023_01_24-481.xml
Method Account  Count  Settloment Amount
Dot V24/2023
Satu Awalting Approval Awaiting Appreval 78 $5105,823.49
Tetal o $0.00
Bl (] [oeee
m prove yments N n Al Payments
Paid by Custamer Invaiced by Supplies Paid ta Supplier
Vendor ¥ Vendor o X = Check ¥ Payment ¥
" Name Amount ¥ Currency ~ Amount ¥ Currency ¥ Amount ey v ¥ Date Scheduled “~ Status ¥ Method Account
Aowaiting
B e 23,015.00 usp LS00 usp 2500 ust ADIZN OVI4/2003 0242023 First ACH
Approver
Awaiting
15519 13875.00 usD 13,875.00 uso 1587500 uso EQO3689 OV24/2023  01/24/2023 First MastorCard |
Approver
Bl e[ e ] e s P—
»
Selected | payment  Selected amaount total $0.00
=a PR
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A message displays stating the payment or payment(s) are being placed on hold.
Remain logged in until all items are submitted.

A second message displays confirming the hold was successful.

The status of the payment changes from Awaiting Approval to On Hold - Approved.

Undoing Holds in AP Gateway
To undo a hold in AP Gateway:

1. In the Payment Approval table, click the View button for a payment batch file that is on

hold.

2. On the Payment Batch Details page, select one or multiple payments in the table. In
the example image, one payment is selected.

3. Click the Undo Hold button.

0oL Print
Check Test File.txt

Date: 9/21/2022
Status: Awaiting Approval

Held
Batch

Cancel
Batch

Approve
Batch

Settler
Method Account Count Amoul

On Hold 1 49

Total [+]
L]

Paid to Supplier

Paid by C
Vendor ¥ Vendor V¥

Name =

50150

4 n Page (1 |of1 »

Selected 1| payment

Amount ~ Currency

usD 50150 usD 501.50 UsD

20 v

fosd by Supplior Reference
~ Amount “ Currency “~ Amount ¥ Currency “ Remittance ID

58674

Rows per page 1-10f1 items

I Undo Exclude " Undo Hold I

4. A message displays stating the hold is being removed. Remain logged in until all items

are submitted.

5. A second message displays confirming the hold was removed successfully.

Corpay" Company Confidential

Page 74 of 129

Corpay AP Gateway Guide: NetSuite International Version



Excluding Payments in AP Gateway
To exclude a payment from a payment batch file in AP Gateway:

1. Inthe Payment Approval table, click the View button for a payment batch file that is
awaiting approval.

2. On the Payment Batch Details page, select one or multiple payments to exclude in the
table. In the example image, one payment is selected.

3. Click the Exclude button.

Export ¥

325693-2023_01_24-481.xml

Methad Account  Count  Seftlement Amaount
Date: V24/2028
st Awalting Appeovel aiting Approval 7|8 $5.105,823.49
Total (] $0.00
on All Payments
Paid by Customer Invoiced by Supplier Paid to Supplier
Vendor ¥ Vendar v 5 Check ¥ Payment ¥
L] Namae Amount ¥ Currency Y~ Amount Vv Currency ¥ Amount Y Curfency Y Remittance Reference ~ Date Scheduled ~ Status v Method Account
n 2430 3015.00 IS0 3500 AR V24023 OV24I083
13875.00 uso 1387500 uss 1387500 usp EO03689 OV24/2023  01/24/2023 First MasterCard
Approver
<l [ ) — o~
Setectnd | payment  Selected amount total $0.00
=33 R —

4. A message displays stating the payment, or payments are being excluded from the
batch. Remain logged in until all items are submitted.

5. A second message displays confirming the exclusion was successful.

Undoing Exclusions in AP Gateway
To undo an exclusion and add a payment back to a payment batch file in AP Gateway:

1. Inthe Payment Approval table, click the View button for a payment batch file.

2. On the Payment Batch Details page, select one or multiple payments to remove the
exclusion from in the table. In the example image, one payment is selected.
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3. Click the Undo Exclude button.

VCard_test4.txt

20 ¥ Rows perpage

« <[l e[ > o

Selected 1 payment

Date 9/23/2022
Status: Awaiting Approval Method Account Count Amou
Excluded 1
Approve Hold Cancel
Batch Batch Toxal o
Paid by Cu Paid to Supplier
Vendor ¥ Vendor v Reference
Name # A MG cy VY A ™~ Currency Y A b e cy ¥ [}
501.50 usD 50150 usD 501.50 usD 58877

1-1of litems

I Undo Exclude I[ Undo Hold

4. A message displays stating the exclusion is being undone. Remain logged in until all

items are submitted.

5. A second message displays confirming the exclusion was undone successfully.

Approving Payment Batch Files in AP Gateway

To approve a payment batch file in AP Gateway:

1. In the Payment Approval table, click the View button for a payment batch file that is

awaiting approval.

Payments
m T 4N/2022 i
File Name V' Date ™ File Status

10/07/2022 Error
09/22/2022  Awaiting Approval
09/22/2022  Awaiting Approva
092212022 Processing Error
09/20/2022 Awaiting Approva
09/21/2022  Awaiting Approval

09/21/2022 Error

09212022

Awaiting Approval

2oz

V¥ Processing Details  Return File

0000 QA0

Processed

Corpay" Company Confidential
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2. On the Payment Batch Details page, click the Approve Batch button.

— ; - Export ¥
325693-2023_01_24-481.xml
Method Account  Count  Settlement Amount
aning Approval ) $5105.823.49
Tota! ] $0.00
Approve Batch 1 Hold Batch | | Cancel Batch
| Can Approve  Payments Needing Action  All Payments
Paid by Customer Invoiced plier Paid to Supplier
Vendor ¥ WVendor e e ik Check i
= Name Amount ¥ Currency ~ Amount Y Currency ~ Amount “ Currency “ Remittance Reference ~ Date Scheduled ¥ Status  Method Account
152430 23500 usD IXNELG [V 2300500 uso A2
1551 EATS00 uso 1367500 UsD ETE00 UsDr EQOTEE3 erlard
2206050 ust 22 06050 uso 2206050 uso BOOe137 ol

3. The status of the payment batch file changes to Approved and the Approve Batch, Hold
Batch, Cancel Batch, Exclude, Hold, Undo Exclude, and Undo Hold buttons are
removed.

NOTE: Once a payment batch file is approved in AP Gateway, a return file containing the
payments is automatically sent to NetSuite to update the status of the bills associated with the
payments.

Placing Payment Batch Files on Hold in AP Gateway
To place a payment batch file on hold in AP Gateway:

1. In the Payment Approval table, click the View button for a payment batch file that is
awaiting approval.

Payments
m T 42022 B w | nakez (5 show complete C’ m
File Name Vv Date ¥ File Status V' Processing Details  Return File Processed

10/07/2022 Error

09222022 Awaiting Approval

09/22/2022  Awaiting Approva

09/22/2022 Processing Error

09212022 Awaiting Approval

03212022 Awaiting Approval

oa/anfa022 Error

0000 200

0212022 Awaiting Approval
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2. Click the Hold Batch button on the Payment Batch Details page.

325693-2023_01_24-481.xml
Method Account  Count  Settlement Amount
Hwaning Approval 78 5510582349
Tota o $0.00
[ ] T
Payments | Can Ap ayments Needing Action Al Payments
Paid by Customer Invoiced by Supplier Paid to Supplier
Vendor Y Vendor hd by bt Check Payment
£ Name Amount * Currency *~ Amount “ Currency “ Amount oy ¥ ~ Date Scheduled ~ Status “ Method Account
Awaiting
12430 30500 uso Fat-iiton] use 23,0000 usD AU2TY OV2AZ0ZE  OV242023 First ACH
1551 WLETE00 usD 13E75.00 usD TLETE00 usD EOO36ES f24/2073  OV24/2023
48369 22,060.50 uso 2206050 uso 2206050 ust BO0SI137 V24/2025  OV24/2025

3. The status of the payment batch changes to On Hold and the Hold Batch button is

removed.

See the Undoing Holds in AP Gateway section for instructions on how to remove holds from

payments in a payment batch file.

Canceling (Voiding) Payment Batch Files in AP Gateway

To cancel a payment batch file in AP Gateway:

1. In the Payment Approval table, click the View button for a payment batch file that is on

hold or awaiting approval.

09/22/2022

08/22/2022

0922022

0302022

cofafa022

0922022

Awaiting Approval

Processing Error

Awaiting Approval

Awaiting Approval

Error

Awaiting Approval

“ Processing Details  Return File

Payments
m Y | 4oz B w |[nzoz
File Name ¥ Date ™ File Status
10/07/2022  Error
09/22/2022  Awaiting Approval

0000 Ga0

Processed
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2. On the Payment Batch Details page, click the Cancel Batch button.

Accoumt Count  Settlement Amount

S5105.63343

00

325693-2023_01_24-481.xml
Mathad
Date: V24/2023
Statise: dovenltineg Approvel Anaiting Approv 78
Tokal o
1 Heald Batch | | Cancel Batch
| Can Approve  Payments Needing Action Al Payments
o = Pald by Customer Invoiced by Supplier Paid to Supplier
# Name Amount ~ Currency ¥ Amount ™ Currency ~ Amount ¥ vy
1B2a30 2500 uso 000 uso 015,00
15519 BETS00 usD 13ET500 usD 387500
2206050 .} = u 2206050

AN

E0O3689

BOOe137

Export ¥
Cheek Payment
* Date Scheduled ~ Status > Method Account
DES | 012
OW4/2023  ON24/2023 Card
W24/2023  OV24/2023

3. The status of the payment batch changes from On Hold or Awaiting Approval to Void

Complete.

Exporting Payment Batch Files in AP Gateway

To export a payment batch file in AP Gateway:

1. Inthe Payment Approval table, click the View button for a payment batch file.

Corpay" Company Confidential
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2. On the Payment Batch Details page, click the Export button to download a copy of the
payment batch file in CSV format.

oL
InvoicelD.txt
Method Account
Date: 10/6/2022
Status: Approved PrintCheck 5529 U
Total
r
Paid by C Invoiced by Supplier Paid to Supplier
Vendor ~ Vender v Reference
Name # Ameount Y~ Currency ~ Amount Y Currency ~ Amount V ( ey ¥ Rer [] Schad
150 usb 150 usp 150 usb 22100601 10f&/24
250 ust 250 ust 250 usb 22100602 10/6/2¢
350 uso 350 usD 350 ush 22100603 10/8/2d
450 usp 450 uso 450 usb 22100604 10/6/24
4 n Page | 1 |gn M 20 ¥ Rows per page 1- & of & items
L3
Selected O payments

FX Rate Approval Tab

The following table contains descriptions of the column headers and actions in the FX Rate
Approval table:

NAME DESCRIPTION

Vendor ID The Vendor ID column contains an account number for a vendor in
AP Gateway.
Reference Number The Reference Number column contains a unique identifier for a

payment batch file or batch.

Vendor Name The Vendor Name column contains the name of a vendor.
Invoice Amount The Invoice Amount column contains the amount of an invoice for
a payment.
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NAME DESCRIPTION

Invoice Currency The Invoice Currency column contains the type of currency used
by a vendor to issue an invoice.

Settlement Amount The Settlement Amount column contains the amount being paid by
a company (customer).

Settlement Currency The Settlement Currency column contains the type of currency
being used by a customer for a payment.

Payment Amount The Payment Amount column contains the amount of a payment.

Payment Currency The Payment Currency column contains the type of currency used
for a payment.

Rate The Rate column contains the FX Rate used for a payment.

Lock Rates The Lock Rates column contains Lock Rate buttons that can be

used to secure the FX rate listed in the Rate column for a
payment. Click the Lock Rate button for each individual payment
batch file or click the Lock Rates button in the column header to
lock the rates for all payment batch files listed in the FX Rate
Approval table.

Status The Status column contains the status of a rate lock for a payment
batch file.

Approving and Locking FX Rates

After an international payment batch file has completed the approval process, the transaction
rate must be approved and locked. Locking the transaction rate determines the rate in which
Corpay can purchase foreign currency on your company’s behalf. If an international payment is
canceled after a transaction rate has been locked, your company is responsible for covering the
amount charged to Corpay for the purchased foreign currency. Users with the Approve FX Rate
permission can approve and lock transaction rates for international payments.

To approve and lock a transaction rate for international payments:

1. After a payment batch file has completed the approval process, click the FX Rate
Approval tab on the Payments page.
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2. Onthe FX Rate Approval tab, notice the progress bar and the current rate for the
Payment Currency in the Rate column. When the progress bar is complete, the rate
will refresh.

Payment Approval FX¥ Rate Approval

Vendor Reference Vendor Invoice  Invoice  Settlement Settlement Payment Payment
(o] Number  Mame Amount Currency Amount  Currency  Amount Currency hamStau.ls

o0 co  wws  uwo  xma oo |l ome

3. Click the Lock Rate button for each individual payment batch file or click the Lock
Rates button in the column header to lock the rates for all of the payments listed in the
FX Rate Approval table at once.

Payment Approval F¥ Rate Approval

Vendor Reference Vendor Invoice  Invoice  Settlement Settlement Payment Payment
D Mumber Mame Amount  Currency Amount  Currency  Amount  Currency mm

0 cap  wom uo ama oo [ ) ome

4. The Lock Rate button changes to Locked and the Status field changes to Received.

Payment Approval FX Rate Approval
Vendor Reference Vendor Invoice  Invoice  Settlement Settlement Payment Payment -
> Number Name Amount Currency Amount  Currency Amount  Currency -

s b wme wo woe oo [ o |m peceived
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5. Once the Payments page is refreshed, the payment batch files with locked transaction
rates are removed from the FX Rate Approval table.

Payment Approval FX Rate Approval
Vendor Reference ‘endor Invoice  Invoice  Settlement Settlement Payment Payment Rat Lock Rat Stat
[[o] Number Name Amount Currency Amount  Currency Amount  Currency -

6. If an error occurs while locking the transaction rate for a payment batch file, the Error
status will display in the Status column.

Payment Approval FX Rate Approval
Vendor Reference Vendor Invaice  Invoice  Settlement Settlement Payment Payment KE
[a] Number Name Amount Currency Amount  Currency Amount  Currency

NOTE: To cancel an individual payment or a payment batch file after it has been approved and
the transaction rate has been locked, contact the Technical Support team at 877-974-1752 or
techsupport@corpay.com.

Approvals Page

The Approvals page is only visible for organizations that are configured to use the approval
process view. Users with the Payment Approver permission can view and approve or exclude
individual payment files on the Approvals page. However, batch payment files should only be
approved on the Payments page. See approve batch payments for more information.
Organizations that are not configured to use the Approvals page should use the Payments page
to approve all payments.
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The Approvals page contains two tabs:
o Payments | Can Approve: Contains all payments that require approval

¢ Payments Needing Action: Contains payments that are on hold or require further

Payments | Can Approve  Payments Nee
Vendor ¥ Check ¥ Submitted v o
£ Vendor Name ¥ Amount ¥ Remittance Reference ~ Date Scheduled ~ By Account s
1 EO0S301 8/20y 202015
4 06T.00 Eposhg 8/20/20 8/20/2015
s1.300.0 EQOS320 8. 2 L
SLT0000 EQ05325 08720/2015 oa/202015

a n 2 i 4 5 & 7 @8 9 W0 Page |1 |of366 » M W ¥ Rowsper page 190 of 3656 iterns

Selected O payments  Selected amount total $0.00

NOTE: The Approvals tables on the Payments | can Approve, and Payments Needing Action tabs contain the same
information. Columns may vary based on a company’s configuration.

Approvals Table

The following table contains descriptions of the column headers in the Approvals tables on the
Payments | Can Approve and Payments Needing Action tabs:

NAME DESCRIPTION

Vendor # The Vendor # column contains the account number for a
vendor in AP Gateway.

Vendor Name The Vendor Name column contains the name of a vendor who
is receiving payment(s) from Corpay on behalf of a customer.

Amount The Amount column contains the amount of a payment to a
vendor.
Remittance The Remittance column contains the proof of payment sent to

a vendor when an invoice is paid. Click the Remittance icon
(paper icon) to view a copy of the remittance (Electronic
Payment Advice) in a separate tab.
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NAME DESCRIPTION

Reference The Reference column contains the unique identifier for a
payment batch file. Click the Reference link to open the
Payment Details and Invoices pages in a separate tab. See
the Payment Details and Invoices Page section for more

information.

Check Date The Check Date column contains the date a check was
printed.

Scheduled The Scheduled column contains the slated date of a payment
to a vendor.

Submitted By The Submitted By column contains the name of the person
who submitted the payment for approval.

Status The Status column contains the status of a payment. Options

are Awaiting First Approver, Awaiting Second Approver, On
Hold - Awaiting First Approver, or On Hold - Awaiting Second
Approver.

Payment Method The Payment Method column contains the method of payment
used to pay a vendor. See Payment Methods for more
information.

Account The Account column contains the bank account used to pay a
vendor.

Batch The Batch column contains a unique identifier for the payment
batch file that includes the payment.

Batch Date The Batch Date column contains the date when the payment
batch file was generated in AP Gateway.

Approval Report Types

The following table describes the reports that can be exported from the Approvals page:

REPORT TYPE DESCRIPTION

Needing Approval The Needing Approval report contains the Vendor #, Vendor
Name, Amount, Reference number, Check Date Scheduled
date, Submitted By, and Payment Method/Account information
for all payments that need approval.

Needing Approval with Invoices ~ The Needing Approval with Invoices report contains the
Vendor #, Vendor Name, Invoice Number, Invoice Date,
Reference number, Payment Method/Account, and Amount
information for all payments that need approval.

Export/Print The Export/Print option downloads a Needing Approval report
in CSV format to print.
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Exporting Payment Reports

Use the Export button to export a

Payments Needing Approval report, Payments Needing

Approval with Invoices report, or a Conditional Payments Needing Approval report to download

and print.

To export a report:

1. On the Approvals page, click the Export drop-down.

2. Inthe Export drop-down, select the type of report to export.

Nvoicepay

Payments | Can Approve

Payments Needing Action Needing Approval
Needing Approval with Invoices

Export/Print

The report opens in a separate tab.

In the Export to the selected format drop-down, select the format (e.g., Acrobat (PDF)
file, CSV (comma delimited), Excel 97-2003, Rich Text Format, TIFF file, Web Archive,
XPS Document) to export the report in.

5. Click the Export link.

Nvoicepay
€ € n of 1 > | [Export to the selected format v | Export ;EL".| =
Export to the selected format
4 E — |
nt Needing Approval Report
o NVoice Pay
Vendor # Vendor Name Amount Reference Check Date Scheduled Submitted By Payment Method /Account

6. The report automatically downloads to your computer.

Approving Payments

To approve a payment:

1. On the Payments | Can Approve tab, select the payment(s) to approve in the

Approvals table.

Corpay" Company Confidential
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2. Click the Approve button.

Vendor# ¥ Vendor Name 6 Amount ™

L4 $340.00

Ld $150.85

Selected 2 payments  Selected amount total $490.85

B B

3. A message displays stating that two payments are being approved. Remain on the
Payments | can Approve tab until the payment approvals are submitted

4. A message displays confirming the payments were approved successfully.

Excluding Payments
The Exclude feature is only available if a company is configured to exclude payments.

To exclude a payment from a batch:
1. On the Payments | Can Approve tab, select the payment(s) to exclude in the Approvals
table.

2. Click the Exclude button.

Vendor# V¥ Vendor Name i Amount v

Ld $340.00

Ld $150.85

Selected 2 payments Selected amount total $490.85

E=J =
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3. A message displays stating that two payments are being excluded from the batch.
Remain on the Payment | Can Approve tab until the payment exclusions are submitted

4. A message displays confirming the payments were excluded from the batch

successfully.

Payment Details and Invoices

The Payment Details and Invoices page contains information about the payment batch and
invoices for each payment included in the payment batch. Click a Reference link in any tab on
the Approvals page to open the Payment Details and Invoices page in a separate tab.

Invoices

Payment Details

™ Involce Amount ™~ Comments e

The following table contains descriptions of the fields and column headers on the Payment

Details and Invoices page:

PANE
Payment Details

FIELD

Vendor Number
Payment Details Vendor Name
Payment Details

Payment Date

Payment Details Scheduled Payment Date

Payment Details Reference Number

Corpay" Company Confidential

DESCRIPTION
The Vendor Number field contains a vendor’s
account number.

The Vendor Name field contains the name of the
vendor receiving the payment.

The Payment Date field contains the date a
payment was made to a vendor.

The Scheduled Payment Date field contains the
date a payment is slated for release. Scheduled
payments are released after final approval,
despite the scheduled date.

The Reference Number field contains a unique
identifier for a payment batch.
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PANE
Payment Details

Payment Details

Payment Details

Payment Details

Payment Details

Invoices

Invoices

Invoices

Invoices

Reporting

FIELD
Payment Method

Payment Account

Paid By Customer

Invoiced By Supplier

Paid to Supplier

Invoice #

Invoice Date

Invoice Amount

Comments

DESCRIPTION

The Payment Method field contains the method
of payment used to pay a vendor. See Payment
Methods for more information.

The Payment Account field contains the bank
account used to pay a vendor.

The Paid By Customer field contains the type of
currency used by a customer to pay Corpay for a
vendor’s invoice(s) along with the rate approval
status.

The Invoiced By Supplier field contains the
invoice amount billed to a customer by a vendor.

The Paid To Supplier field contains the type of
currency used to pay a vendor on behalf of a
customer along with the rate approval status.

The Invoice # column contains the unique
number assigned to an invoice. Invoices are
created by vendors and issued to customers
towards the end of a transaction. They contain
details about the product(s) or service(s)
provided by the vendor to the customer.

The Invoice Date column contains the date the
invoice was sent to a customer from a vendor.

The Invoice Amount column contains the amount
of the invoice.

The Comments column contains information that
is included in the Comments section of a
vendor’s remittance to help associate an invoice
with a received payment. Comments include
information such as an account number and a
description of the purchased goods or services.

In this section, you will learn how to view, generate, and export reports as well as reissue and
refund print check payments in AP Gateway.

Corpay" Company Confidential
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History Page

All payments made in the last 30 days are listed on the History page by default. Users with the
View Organization Reports permission can generate and export payments needing approval
reports, invoices by batch reports, and all payments reports on the History page. Users with the
Void Checks permission can also reissue and refund print check payments on the History page.

Dreg o column hasder sndl rap & e 1 JrouR iy s colemn

Vendes '

Date  * Hame Vendor 8

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your left-side navigation may be different from
the image above.

History Table

The following table contains descriptions of the column headers and actions in the History table:

NAME DESCRIPTION

Date The Date column contains the date a payment is fully
approved or submitted by a customer in AP Gateway.

The Vendor Name column contains the name of a vendor who
is receiving payment(s) from Corpay on behalf of a customer.

Vendor Name

The Vendor # column contains the account number for a
vendor in AP Gateway.

Vendor #

The Paid by Customer > Amount column contains the amount
paid to Corpay by a customer for a vendor’s invoice(s).

The Paid by Customer > Currency column contains the type
of currency used by a customer to pay Corpay for a vendor’s
invoice(s).

Paid by Customer > Amount

Paid by Customer > Currency

Corpay" Company Confidential
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NAME DESCRIPTION

Invoiced by Supplier > Amount The Invoiced by Supplier > Amount column contains the
invoice amount billed to a customer by a vendor.

Invoiced by Supplier > Currency  The Invoiced by Supplier > Currency column contains the type
of currency accepted by a vendor for payment.

Paid to Supplier > Amount The Paid to Supplier > Amount column contains the amount
paid to a vendor by Corpay on behalf of a customer.

Paid to Supplier > Currency The Paid to Supplier > Currency column contains the type of
currency used to pay a vendor on behalf of a customer.

Remittance The Remittance column contains a proof of payment sent to a

vendor when an invoice is paid. Click the Remittance icon
(paper icon) to view a copy of the remittance (Electronic
Payment Advice) in a separate tab. For print check payments,
the remittance is a voided copy of the issued check.

Reference ID The Reference ID column contains a unique identifier for a
payment batch file. Click the Reference ID link to open the
Payment Details and Invoices page. See the Payment Details
and Invoices Page section for more information.

Processed The Processed column contains the date when a payment is
received by a vendor. For print check payments, users can
select a date in the Processed column to access images of
the cashed checks.

Check # The Check # column contains a unique number that identifies
a check.

Payment Method The Payment Method column contains the method of payment
used to pay a vendor. See Payment Methods for more
information.

Payment Account The Payment Account column contains the bank account
used to pay a vendor. See Bank Accounts for more
information.

Batch The Batch column contains a unique identifier for the payment
batch file that includes the payment.

Actions In the Actions column, click the Ellipsis *** action then select
the Resend Remittance option to resend a remittance to a
vendor.

Date Pickers To view a vendor’s payment history, select the date range in
the Date Pickers then click the View button. The Date Pickers
allow searches for up to seven years.

Void Checks Click the Void checks button to reissue or refund print check
payments after they are processed in AP Gateway and sent to
vendors. If a print check payment has been processed by a
vendor, it cannot be voided and reissued or refunded. See the
Reissuing Print Check Payments or Refunding Print Check
Payments sections for more information.
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To view the payment history for a specific date range:

1. On the History page, select the date range in the date pickers.

2. Click the View button.

Drag a column header and drop it here to group by that column
Paid by Customer
Vendor ¥ Vendor “
Date ¥ MName #

10/6/2022

naﬂfzozz

Invoiced by Supplier

Amount v Currency ~ Amount “ Currency Vv

4.50

&l to | ni/f2022

Paid to Supplier

Amount “ Currency “ Remittance

82—

10/6/2022

350

3.50

Payment Report Types

The following table contains descriptions of the reports that can be generated on the History
table:

DESCRIPTION

The Payments Report contains the Status, Vendor #, Vendor
Name, Amount, Reference number, Processed status, Check
#, and Payment Method/Account for all payments during a
specified date range.

REPORT TYPE
Payments Report

The Invoices By Batch Report contains the Status, Vendor #,
Vendor Name, Invoice Number, Reference number, Payment
Method/Account, and Amount for vendor invoices by batch
during a specified date range.

Invoices By Batch Report

The Export/Print option downloads a Payments Needing
Approval report that contains the Vendor Number, Vendor
Name, Amount, Reference number, Check Date, Scheduled
Date, Submitted By, Status, Payment Method, and Payment
Account for all payments that need to be approved for a
specified date range.

Export/Print
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Exporting Payment Reports

On the History page, use the Export drop-down to export a P
report, or an all payments report to download and print.

To export a report for a specific time:
1.
2. Click the View button.

On the History page, select a date range in the date

ayments Report, Invoices by Batch

pickers.

Nvoicepay

Drag & columnn header and drop it here to group by that column

~

Vendor &

Reference v
¥ Amount “~ Remittance D

Vendor
Date  Name

T B/yf2022 o WAV :%
Chaeck ¥ Payment *  Payment -
Processed Y & Method Account Barch ¥

3. Click the Export drop-down.
4. Select the type of report to export.

o Paymen

812022 =TS Invoice

h

Export/Print

“=n

ts Report

By Batch Report

Invoiced by Supplier Paid to Supplier

Amount ~ Currency ~ A

¥ Currency “~ Remittance

5. The report opens in a separate tab.

6. Inthe Export to the selected format drop-down, sele

ct the format (e.g., Acrobat (PDF)

file, CSV (comma delimited), Excel 97-2003, Rich Text Format, TIFF file, Web Archive,

XPS Document) to export the report in.

Corpay" Company Confidential
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7. Click the Export link.

1€ < [_Jor2 )eExpurt to the selected format v | Export |@4|
Acrobat [PDF] file
o mited,
Payment Report
Payments Report
01_ ImvoicelD.bd Uploaded: Nvoicepay  10/6/2022 Approved: Nvoicepay  10/6/2022
min Admin
Status vendor # Vendor Name Amount Reference  Processed Check # Payment Method/Account
350 6935746 PrintCheck -
_Uso_us
$2.50 6935745 PrintCheck -
_UsD_UsS
$1.50 6935744 PrintCheck -
_UsD_Us
£4.50 6035747 PrintCheck -
_usb_us
Batch Total: $12.00
0L Check Test File.txt Uploaded: Nvoicepay  10/6/2022 Approved: Nvoicepay  10/6/2022
Adrmin Admin
Status Vendor # Vendor Name Amount Reference  Processed Check # Payment Method/ Account
£1.50 6935732 PrintCheck -
_Uso_us
Batch Total: 5150
ViCard_tests.bat Uploaded: Nvoicepay /2772022 Approved: Nvoicepay 92772022
Admin Admin
Status Vendor # Vendor Name Amount Reference  Processed Check # Payment Method/ Account
$501.50 6935719 PrintCheck -
_UsD_us
EBatch Total: $501.50
01-ACH.bt Uploaded: Nvoicepay  9/24/2022 Approved: 1312022
Ademin Tester_appraves
Status Vendor # Vendor Name Amount Reference  Processed Check # Payment Method/ Account
$455.71 _UsD_us
Batch Total: £455.71
01-matercard.txt Uploaded: Nvoicepay 9/23/2022 Approved: Nvoicepay 9/23/2022
Admin Admin
Status Vendor # ‘Vendor Name Amount  Reference Processed Check # Payment Method/ Account ul

8. The report automatically downloads to your computer.

Reissuing Print Check Payments

On the History page, use the Void check button to reissue print check payments that have not

been processed by a vendor.

To reissue a print check payment to a vendor:

1. On the History page, click the Void Checks button.

Drag & column header and drop it here to group by that column

Date *~ Vendor Name ~ WVendor #
J | 12/20/2023%
o | 12/20/2023

10/23/2023

Corpay" Company Confidential
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2. Inthe Important dialog, read the message then click the OK button.

Important X

Corpay will void any unprocessed checks you select within two business days.

If you want to void checks due to fraud, please contact us immediately at 877-974-1752

Notice that all unprocessed print checks now display in the table.

Optional: In the date pickers, update the date range then click the Search button to
display unprocessed print checks for a specified date range, in the table.

5. In the table, select one or multiple checkboxes or select the Select All checkbox in
the column header for the print check payments to reissue.

m m Vendor Nurmber iﬂ [mwoica wumber n [imvoics an
Dvag & colurmn hadar and drop it hee 1o Growp by that colismn
Reference s Check *  Paymant ot
¥ Vendor Name ¥ Vendor ® ~ Amount  Remittance ID Processed ™~ @ Method
$500,00 PO0994T GATES4 PrintCheck
Select All $500.00 PDO994E 6076595 PrintCheck
checkbox
10/16/2023 $500.00 POO99SE3 GUTESE4 PrintCheck
10/13/2023 $500.00 POOS941 GITESE3 PrintCheck
107472023 $50:0.00 Q09934 697e537 PrintChveck
¥ 4 n page|1 |oft » » 20 v Rows per page
L' J
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6. Click the Next button.

Drag a column header and drop it here to group by that column

Date ~ Vendor Name ¥ \endor # e

[ <

104232023

4]

10/20/2023

4]

10/16/2023

4]

10132023

4]

10/4/2023

7. Complete the Void Check Actions dialog.
a. Select the Reissue option.

b. Inthe Notes field, enter important details that may be helpful to the support
agent who will be reissuing the print check payment. This is an optional field.

c. If you would like to reissue the print check payment to an address that is different
from the address included in the original payment submission, select the reissue
to a new address checkbox, then enter the new address in the New address
fields.

i. Address line 1

ii. Address line 2

iii. City
iv. State
v. Zip

NOTE: If a new address is not entered in the New address fields, the reissued
check(s) will be sent to the same address that was included in the original payment
submission.
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d. Click the Submit button.

Void Check Actions X

Select the action you wish to perform
®) peissue

) refund

MNotes

Add any helpful context for a support agent.

reissue to a new address

New address *

[ 1234 Test Lane ]

[ Address line 2 ]

[ Orange l[ CA ” 52868 ]

Please note that all reissued checks will go to the same address.

canEEI m

8. A message displays confirming the reissue request was submitted successfully and you
will receive an update by email within two business days.

NOTE: A Payment Reissue Report can be generated on the Reports page to view a summary of
all payments that have been reissued after the original payment submissions. Reissued
payments will not display in a Payment Reissue Report until 1 — 2 business days after a reissue
request is submitted using the Void Checks button. See the Generating Reports section for
instructions on how to generate a Payment Reissue Report.

Refunding Print Check Payments

On the History page, use the Void check button to refund print check payments that have not
been processed by a vendor.
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To refund a print check payment to a vendor:

1. On the History page, click the Void Checks button.

=3

Drrag & column header and drop it here to group by that column
Date ™~ Vendor Name ' Wendor # b

«  1z2/2002023
o  12/20/2023

10/23/2023

Notice that all unprocessed print checks now display in the table.

Optional: In the date pickers, update the date range then click the Search button to
display all unprocessed print checks for a specified date range, in the table.

4. In the table of unprocessed print checks, select one or multiple checkboxes or select
the Select All checkbox in the column header for the print check payments to refund.
One or more print check payments must be selected to enable the Next button.

m m Vendar NUmber 'n ||nw.:.-ed Humber :u | [r———
Dvag & colurmn hadar and drop it hee 1o Growp by that colismn
Reference s Check *  Paymant ot
¥ Vendor Name ~ vendor 8 ~ Amount  Remittance ID Processed ™~ @ Method
$500,00 POOS94T GATES4 PrintCheck
Select All £500.00 PODIALE GUTESAS PrinsCheck
checkbox
10/16/2023 $500.00 POO99SE3 GUTESE4 PrintCheck
10/13/2023 $500.00 POOS941 GITESE3 PrintCheck
r20n $500.00 f2ilv ok Y COTESET PrintCheck
4 n pagef1 |ot1 » m 20 ¥ FRows per page
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5. Click the Next button.

==
Drag a column header and drop it here to group by that column

Date Y Vendor Name ¥ Vendor # i
10/23/2023

10/20/2023

10/16/2023

10/13/2023

10/4/2023

6. Complete the Void Check Actions dialog.
a. Select the Refund option.

b. Inthe Notes field, enter important details that may be helpful to the support
agent who will be refunding the print check payment. This is an optional field.

c. Click the Submit button.

Void Check Actions X

Select the action you wish to perform
) Reissue

® pefund

Motes

Add any helpful context for a support agent.

4

canEEI m

7. A message displays confirming the refund request was submitted successfully and you
will receive an update by email within two business days.
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NOTE: A Payment Refund Report can be generated on the Reports page to view a summary of
all payments that have been refunded. Refunded payments will not display in a Payment Refund
Report until 1 — 2 business days after a refund request is submitted using the Void Checks
button. See the Generating Reports section for instructions on how to generate a Payment
Refund Report.

Reports Page

After payments are approved on the Payments page, an Electronic Payment Advice
(remittance) is auto generated for each payment and stored on the Reports page. Users with
the View Organization Reports permission can then view an Electronic Payment Advice or
generate additional reports for specific dates on the Reports page. See the Report Types table
to learn about the types of reports that can be generated.

) T outstanding Checks v  POF LARR" - "1 5w vaa/z02 i)
Requested By Requested Date Report Export Type Start Date  End Date View Report Actlons
Auto-Generated 0202023 Payment Advice Batch 525593-2023_01_20-4800ml POF 12002023 2002023 m m
Auto-Gonerated o023 Payment Advice Batch 325693-2023_01_17-473.xmi POF V03 V72023 m m
Ao Cenarated o10/2023 Payrment Advice Batch 325693.2023_0130- 478wl POF Vioi2023 verern I I3
Auto-Cencrated 0104/2023 Payment Advice Batch 325693-2023_01_04-477xmi POF V4/2023 Vaf2023 m m
nerated 01042023 Payment Advice Batch 325693-2023_01_04 Bl POF V42023 V& f2023 m m
Auto-Generated oos/zo23 Payment Advice Batch 325693-2023_01_03-475xmi POF 32023 V32023 m m

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your left-side navigation may be different from
the image above.

Reports Table

The following table contains descriptions of the column headers and actions in the Reports
table:

NAME DESCRIPTION

Requested By The Requested By column contains the user who requested
the report.

Requested Date The Requested Date column contains the date the report was
requested.

Report The Report column contains the type of report.
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NAME DESCRIPTION

Export Type The Export Type column contains the format the report was
exported in.

Start Date The Start Date column contains the first day of the specified
date range for the report.

End Date The End Date column contains the last day of the specified
date range for the report.

View Report In the View Report column, click the View button to save a
copy of the report.

Actions In the Actions column, click the Delete button to delete the
requested report.

Refresh Click the Refresh © icon to refresh the Reports table.

Report Types The Report Types drop-down contains twelve types of reports

that can be generated on the Reports page. See the Report
Types table for descriptions of each available report type.

Report Formats The Report Formats drop-down contains the available formats
the reports can be generated in:
e PDF
o XLS
e XLSX
o CSV
Date Picker To generate a report for a specific time, select the date range

in the Date Pickers then click the Request button.

Report Types

The following table contains descriptions of the reports that can be generated on the Reports
page:

REPORT TYPE DESCRIPTION

Batch Audit Report The Batch Audit Report provides the username and date
information for each payment batch file submission or
cancellation. If a customer does not approve payments in
batches, the report will contain the username and date for
each approval.

Batch Audit Report with Details The Batch Audit Report with Details provides information
about payments that are excluded from a payment batch
along with username and date information for each payment
batch file submission, approval, and cancellation.

Billing Report The Billing Report provides a breakdown of payments
processed by payment method. This report should
correspond with the payments included in a customer’s
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REPORT TYPE DESCRIPTION

International Payment Report

Outstanding Checks

Payment Audit Report

Payment Audit and Reconciliation

Report

Payment Batch Reconciliation
Report

Payment History by Payment
Account

Payment History by Payment
Account with Invoices

Payment History by Vendor
Payment History by Vendor
(Summary)

Payment Reconciliation

Payment Reconciliation with
Invoices

Payment Refund Report

Payment Reissue Report

Corpay" Company Confidential

monthly bill. This report can be generated for the previous
month 7-10 days after the start of the next month. If the report
does not contain any information, check again later. The
information is included in the report when it is available.

The International Payment Report provides information about
all international payments that were paid by a company
(customer) for a specified date range.

The Outstanding Checks report provides information about
checks that have not been cashed.

The Payment Audit Report provides the username, vendor,
and date information for each payment submission or
exclusion. For customers who do payment approvals (i.e.,
approving payments individually), this report contains the
username and date associated with each approval.

The Payment Audit and Reconciliation Report provides the
same information as the Payment Audit report for fully
approved payments plus the funding date for each payment
(i.e., the date the payment was debited from the customer’s
bank account).

The Payment Batch Reconciliation Report provides the
payment history for all vendors paid in each payment batch.

The Payment History by Payment Account report provides
the payment history for vendors grouped by payment
account.

The Payment History by Payment Account with Invoices
report provides the same information as the Payment History
by Payment Account report plus invoice-level details.

The Payment History by Vendor report provides vendor
payment history grouped by vendor name and vendor
number.

The Payment History by Vendor (Summary) report provides a
summary of all payments to each vendor within a given date
range.

The Payment Reconciliation report provides the payment
history for all vendors from the selected payment account(s).
This report should match payment details from the customer’s
bank account.

The Payment Reconciliation with Invoices report provides the
same information as the Payment Reconciliation report plus
invoice-level details.

The Payment Refund Report provides a summary of all
payments that have been refunded.

The Payment Reissue Report provides a summary of all
payments that have been reissued after the original
submission of the payment.

Page 102 of 129

Corpay AP Gateway Guide: NetSuite International Version



Generating Reports
To generate a report:

1. Select the type of report to generate in the Report Types drop-down.

Cutstanding Checks -
Batch Audit Report

Batch Audit Report with Details

Billing Report

International Payment Report

Payment Audit and Reconciliation Report

Payment Audit Report

Payment Batch Reconciliation Report

Payment History by Payment Account

Payment History by Payment Account with Invoices -

2. Select the format for the report in the Report Formats drop-down.

PDF ¥

XLS

XL5X
CsV

3. Select the desired date range in the date pickers.
4. Click the Request button.

C) Y | Outstanding Checks - PDF v | | shfz022 B to | sfef2022 =

5. Locate the report in the Reports table then wait a few seconds for the View button to
display in the View Report column.

Page 103 of 129

Corpay" Company Confidential Corpay AP Gateway Guide: NetSuite International Version



6. Click the View button in the View Report column.

Nvoice pay
() T  Outstanding Checks v  PDF v | shzoz Bl e | a0z i m
d By R d Date Report Export Type Start Date End Date  View Report Actions
Mvoicepay Admin 12/05/2022 Cutstanding Checks PDF shfa0z2 SM62022 m
Mvasicepay Admin 12/05/2022 Payment History by Payment Account csv 3INfa022 &30/2022 m
Mvoicepay Admin 12/05/2022 Batch Audit Report XS &12022 9/30/2022 m
Nvoicepay Admin 12/05/2022 Outstanding Checks PDF af2022 12/5/2022 m
“« 4 n Page |1 |eft » » 20 v Rowsper page 1-4 of 4 items

7. Print or save the report to the desired location.

Deleting Reports

To delete a report:

1. Inthe report’s Actions column, click the Delete button.

Nvoice pay
() T  Outstanding Checks v  PDF v | shioz [R | sem022 i) m
d By R, d Date Report Export Type Start Date End Date  View Report Actions
Mvaicepay Admin 12/05/2022 Cutstanding Checks PDF shf2ox S/ef2022 m
Mvoicepay Admin 12/05/2022 Payment History by Payment Account (=31 3Nfa022 630/2022 View m
Mvoicepay Admin 12/05/2022 Batch Audit Report XS &12022 930/2022 View m
Mvoicepay Admin 12/05/2022 Cutstanding Checks PDF XN/2022 12/5/2022 m
“« 4 n Page |1 |oft » » 20 v Rowsper page 1- 4 of 4 items

2. Inthe Confirmation dialog, click the OK button.

says

Are you sure you want to delete this record?

o
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Vendor Management

In this section, you will learn how to view and manage Vendor information in AP Gateway.

Vendors Page

Users with the Manage Vendors permission can upload and manage vendor information on the
Vendors page.

Vendors
Payment v
Vendor# ™~ Vendor Name ¥ Vendor Address ™ Method Vendor Accepts ¥ Archived

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your left-side navigation may be different from
the image above.

Vendors Table

The following table contains descriptions of the column headers and actions in the Vendors
table:

NAME DESCRIPTION

Vendor # The Vendor # column contains the vendor number provided by the
customer’s Enterprise Resource Planning (ERP) system.

Vendor Name The Vendor Name column contains the name of the vendor receiving the
payment.

Vendor Address The Vendor Address column contains the address of the vendor.

Payment Method The Payment Method column contains the type of payment used by a
customer to pay a vendor. See Payment Methods for more information.

Vendor Accepts The Vendor Accepts column contains the payment methods accepted

by the vendor. Options are Print Check, Mastercard, CorpayCard, ACH,
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NAME DESCRIPTION

and International.

Archived Checkboxes in the Archived column are selected for vendor accounts
that are archived and deselected for vendor accounts that are not
archived. The Vendors page displays information for vendors who are
not archived by default.

Upload Click the Upload button to open the Upload File dialog, download the
Vendor List Template, and upload new vendor lists.

Archive Click the Archive button to select vendor accounts in the Vendors table
to archive.

Refresh Click the Refresh button to populate changes to the Vendors table.

Display Click the Display drop-down then select one of the following:

e All Vendors: Displays active and archived vendors in the
Vendors table.

e Active: Displays only active vendors in the Vendors table.
e Archived: Displays only archived vendors in the Vendors table.

Search Use the Search box to quickly find specific user accounts.

Export Click the Export drop-down to generate reports for the Current
Company and All Companies within the organization.

Uploading Vendor Lists

New vendors can be added to AP Gateway by uploading a vendor list. On the Vendors page,
use the Upload button to download a Vendor List template containing the required column
headers that can be used to easily create a vendor list. Vendor lists must be in an XLSX or CSV
file format to upload. Once the vendor list is created, use the Upload button to upload the
vendor list.

To download the Vendor List Template:

1. Click the Upload button on the Vendors page.

Vendors
e e
Vendor # ¥ Vendor Name
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2. Inthe Upload File dialog, click the Download Vendor List Template link. The template
will automatically download to your computer.

Upload File X

Upload Vendor List ®

Drag & Drop Files Here

-0OR -

Upload Vendor List ®

Select files...

| ‘ Download Vendor List Template |

Ve e ey

3. Open the template and enter your vendor information.

4. Save your new vendor list then upload the vendor list to the Upload File dialog.

To upload a vendor list:

1. Click the Upload button on the Vendors page.
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2. In the Upload File dialog, drag and drop the vendor list into the first Upload Vendor List

field OR click the Select files... button in the second Upload Vendor List field then

Locate and select the vendor list file to upload.

Upload File

Upload Vendor List @

Drag & Drop Files Here

View Upload History

Upload Vendor List ®

Select files...

-0OR -

¥ Download Vendor List Template

cee

3. Click the Submit button.

File(s) failed to up)

Upload File

VendorlList xlsx
oad

Upload Vendor List ®

Drag & Drop Files Here

-0R -

Upload Vendor List @

Select files... (@ Done

¥ Download vendor List Template

Ve plesd ey

Corpay" Company Confidential
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4. A message displays stating the vendor list was successfully uploaded.

Viewing Vendor Upload History

To view the previously uploaded vendor lists:

1. Click the Upload button on the Vendors page.
2. Inthe Upload File dialog, click the View Upload History button.

Upload File X

Upload Vendor List ®

Drag & Drop Files Here

-0OR -

Upload Vendor List ®

Select files...

& Download Vendor List Template

View Upload History

3. On the Vendor Upload History page, view the information in the table.

Click the name of a vendor list file in the File Name column to automatically download
a copy of the file.

5. Click the Vendors button to return to the Vendors page.
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Vendor Upload History Table

The following table contains descriptions of the column headers in the Vendor Upload History
table:

NAME DESCRIPTION

Date The Date column contains the date when the vendor list file was
uploaded in AP Gateway.

User The User column contains the email address for the user who uploaded
the vendor list file in AP Gateway.

File Name The File Name column contains the name of the vendor list file that was
uploaded in AP Gateway.

Status The Status column contains the following statuses for the vendor list file:

e Pending: The vendor list upload is needs to be reviewed by
Corpay to ensure the information is correct and to manually
complete the upload.

e Complete: The vendor list file upload has been processed by
Corpay and the vendors are listed in the Vendors table on the

main Vendors page.

Uploading Hidden Vendor Lists

To upload a hidden vendor list:

1. On the Vendors page, click the Upload button.

Vendors
=
Vendor # Vv Vendor Name

Page 110 of 129
Corpay" Company Confidential Corpay AP Gateway Guide: NetSuite International Version



2. Inthe Upload File dialog, click the View Upload History button.

Upload File

Upload Vendor List ®

Drag & Drop Files Here

-OR -

Upload Vendor List ®

Select files...

& Download Vendor List Template

View Upload History

[ Cancel l l Submit |

3. Click the Upload Hidden button on the Vendor Upload History page.

Vendor Upload History

——

Date
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4. In the Upload File dialog, drag and drop the vendor list into the first Upload Vendor List
(Hidden) field OR click the Select files... button in the second Upload Vendor List
(Hidden) field then locate and select the vendor list file to upload.

Upload File

Upload Vendor List (Hidden) ©

Drag & Drop Files Here

Upload Vendor List (Hidden) ©

Select files...

-0OR -

Cancel Submit

Corpay" Company Confidential
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5. Click the Submit button.

Upload File

Upload Vendor List (Hidden) ®

Drag & Drop Files Here

=iC}R:=

Upload Vendor List (Hidden) ®
Select files... ® pone

VendorList.xlsx
File(s) failed to upload.

Cancel Submit

6. A message displays stating the hidden vendor list was successfully uploaded.

Archiving Vendors

To archive vendors:

1. Click the Archive button on the Vendors page.

Vendors
=
Vendor # ~ Vendor Name
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2. Inthe Vendors table, select one or multiple checkboxes or select the Select All
checkbox in the column header for the vendor accounts to archive.

3. Click the Archive button at the bottom of the Vendors page.

Vendors
Select All
}Checkmx 7] = .
Vendor & ¥  Vendor Name ~ Vendor W Method “ Vendor Accepts ~  Archived
PO BOX 34656 e
12345 W PARK e
£ —me IR
PO BOX 3001006
‘ n Page|1 [of1 » » 20 ¥ Rows per page 1-30f3items

i ﬂ

4. A message displays stating the vendor account(s) were archived successfully.

NOTE: Archived vendor accounts are not included in the Vendors table by default. Select the
Archived option in the Display drop-down to display archived vendor accounts.

Unarchiving Vendors

To unarchive vendors:

1. On the Vendors page, click the Display drop-down then select the Archived option.

Nvoicepay

Vendors

Vendor # ~ Vendor Name ~  Addr - I
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2. Selecting the Archived option changes the Archive button to Un-Archive. Click the Un-

Archive button.

Nvoicepay

Vendors

3. In the Vendors table, select one or multiple checkboxes or select the Select All
checkbox in the column header for the vendor accounts to unarchive.

4. Click the Un-Archive button at the bottom of the Vendors page.

Select All

checkbox

Nvoicepay
Vendors
Lo | oo —

31 - 36 of 35 tems

b

5. A message displays confirming the vendors were restored to active.

@ Vendors were Restored to Active. x

Corpay" Company Confidential
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Credit Line Model Payments

The Credit Line Model feature in AP Gateway allows qualifying companies to pay vendors using
virtual cards funded by a Corpay line of credit. With Credit Line Model payments, Corpay
processes vendor payments using a company’s line of credit instead of debiting funds from the
company’s bank account. Corpay also sends a statement to the company periodically. In this
section, you will learn about the Credit Summary page that is only available to users within a
company that has a line of credit with Corpay.

Process

A customer uses the Nvoicepay bundle in NetSuite to submit vendor invoices to AP Gateway for payment.

A payment batch (payment file) comaining the submitted vendor invoices (payments) is generated in AP Gateway and added to the Payments table on the
Payments page with a Pending status.

AP Gateway’s auto-processor then detects the payment file, validates the information, matches the vendor’s information, and selects the appropriate
payment method based on the preferences of the organization and vendor. Once the payment file is processed, its status changes from Pending to
Awaiting Approval in the Payments table.

A customer with the Payment Approver permission reviews the payment file information in the Payments table then clicks the View button to open the
Payment Batch Details page. On the Payment Batch Details page, the information in the payment file is parsed into a Payment Batch Details table and a
Payment Summary.

The customer reviews the information in the Payment Batch Details table and Payments Summary then approves the individual payments within the
payment file.

A customer with the Batch Approver ssion then reviews the payment file information in the Payments table and clicks the View button to open the
etails page. On the 2nt Batch D age, customer s the App utton to approve the payment file and the funds
rtual card, ACH, and check payments

The funds required to pay ACH and check payments are debited from the customer's account and the funds required to pay virtual card with credit limit
payments are pulled from the customer’s line of credit.

The payments are then sent to the vendors. For virtual card with credit limit payments, the customer’s credit limit is updated only after the payments are
ized, and settled by the vendors.
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Credit Summary Page

The Credit Summary page contains information about a company’s line of credit with Corpay
such as their credit limit, balance, and payments. The Credit Summary page is only visible if a
company has a line of credit with Corpay.

A
Corpay |AP‘.GE“?W3Y GetHelp  Nvoicepay Intemational - NVoicePay ™ | DR  Doc Reviewer 01

Nvoicepay’

Nvoicepay International

Credit Summary

B ) ] (S . o
Available Credit Limit Account Credit Limit
L] = ]
E EE Current Balance Pending Authorizations
] |

= o —] , o

Date of Last Payment — Today's Transaction Activity
® ¢ N e

Last Payment Amount Transactions Unbilled

View invoice statements and rebates

NOTE: The visibility of pages and information in AP Gateway is based on roles and permissions assigned to users by
a company as well as company configuration. As a result, the pages in your left-side navigation may be different from
the image above.

Credit Summary Table
The following table contains descriptions of the actions and fields on the Credit Summary page:

NAME DESCRIPTION

Select Account If an organization has multiple accounts with a line of credit, the Select
Account drop-down contains the account number and account name for each
account. Selecting an account in the Select Account drop-down updates the
fields on the Credit Summary page with real time data on the account.

Refresh The Refresh button refreshes the Credit Summary page to display the latest
account information. When the page is refreshed, a message displays with the
date and time the page was last updated. The date is in Pacific Daylight Time
(PDT).
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NAME DESCRIPTION

View invoice The View invoice statements and rebates link takes a user to the
statements and iConnectData site where they can log in to view their company’s statement
rebates and rebate history.

b COMDATA

Sign In

Username

Password

Micppatien The Information € icons display tooltips with descriptions for each field on

the Credit Summary page. The fields and their tooltips are listed below.

Available Credit  The Available Credit Limit field contains the amount available to spend (after
Limit transactions that are unbilled or pending authorization).

Account Credit The Account Credit Limit field contains the approved credit limit for a
Limit customer’s account.

Current Balance  The Current Balance field contains the net balance due of any invoices, minus
any payments or credits received, as of yesterday. A positive value indicates
a balance due on the account, while a negative value indicates overpayment
on the account.

Pending The Pending Authorizations field contains the transactions that are in pending

Authorizations or authorized status (not settled or posted by the merchant). This amount is
reflected in the Available Credit Limit.

Date of Last The Date of Last Payment field contains the date the last payment was

Payment posted to a customer’s account.

Today’s The Today’s Transaction Activity field contains the transactions posted to a

Transaction customer’s account today.

Activity

Last Payment The Last Payment Amount field contains the amount of the last payment

Amount posted to a customer’s account.

Transaction The Transaction Unbilled field contains the transactions that have posted but

Unbilled have not yet been billed. This amount is reflected in the Available Credit Limit.
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Frequently Asked Questions

In this section, you will find answers to the most frequently asked questions about AP Gateway.

General Questions

Q: How do the Mastercard payments work?

Mastercard payments are processed like traditional card transactions. Payments are
available within 24 hours after the final approval in AP Gateway. Virtual card information is
then sent to the vendor in a secure email. If payments are not processed by the vendor
within 30 days and if the entire amount of the card is available, Corpay is going to refund
the card as a print check. And if partial payments were made and the card was partially
used, Corpay is going to reissue the partial card amounts back to the customer at the date
of expiration of the card.

Q: What is the cut-off time to approve payments and when are the
payments released?

See the following payment approval and release schedule:

DAY APPROVED TIME APPROVED (ET) RELEASED
Before 6pm Tuesday
Monday
After 6pm Wednesday
Tuesday Before 6pm Wednesday
After 6pm Thursday
Wednesday Before 6pm Thursday
After 6pm Friday
Thursday Before 6pm Friday
After 6pm Monday
Friday Before 6pm Monday
After 6pm Tuesday
Saturday Before 6pm Tuesday
After 6pm Tuesday
Sunday Before 6pm Tuesday
After 6pm Tuesday

NOTE: National and bank holidays may cause a delay in payment.
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Q: Once a payment has been approved and released, how long does
it take for the vendor to receive the payment?

e CorpayCard: The vendor will receive payment, via direct deposit, 2-3 banking days
after the payment is approved in AP Gateway.

o Mastercard: The vendor will receive a remittance containing single-use or multi-use
virtual card information, via secure email, one banking day after the payment is
approved in AP Gateway. The vendor can then process the payment using their
merchant card processor.

e ACH: Payments are issued to vendors from Corpay within 1-5 banking days after
they are approved in AP Gateway, and it typically takes an additional 1-2 banking
days for bank processing.

e Print Check: Print Checks are mailed to vendors within 2-3 banking days after
payments are approved in AP Gateway and they are delivered to vendors according
to the USPS First Class mail delivery schedule in the vendor’s area. Delivery times
are longer for print checks sent internationally.

o IWIRE, IDIRECT, and IACH: The vendor will receive the payment in 3-5 banking
days after they receive a remittance.

NOTE: See the Payment Methods and Payment Method Flows sections for more information.

Vendor Questions

Q: What information is needed from vendors to set up payment
terms?

Vendors must provide their payment method preference, banking information (for ACH),
and email address to receive remittances. Additional information such as a phone number,
accounts receivable contact information, and fax numbers will expedite any follow-up on
unprocessed payments. Due to security and compliance policies, vendors cannot be
enrolled using deposit slips, handwritten banking information, or banking information typed
directly in the body of an email. Corpay accepts banking information in one of the following
formats:

e A copy of a voided check.

o The address and name must match Corpay’s records.
o The address and name must be bank-imprinted not handwritten.

e A bank letter with the vendor’s banking information.
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Q: What information is included on remittances?

Remittances contain:

e Customer Information

e Vendor Information

e Payment amount

e Reference number

e PaymentID

e Invoice number

e Account number

e Virtual card details for Mastercard payments

Q: What happens when a check becomes stale after it is sent to a
vendor?

If a vendor does not cash a check within 60 days after the issue date, the check becomes
stale, and the payment is voided and automatically refunded to the customer. If a vendor
presents a stale check to the bank, the check will bounce.

Payment Questions

Q: In what order should payments be approved in AP Gateway?

In AP Gateway, users with the Payment Approver permission should approve individual
payments within a payment batch file before users with the Batch Approver permission
approve the entire payment batch file. Payment batch approval should always be the final
approval to ensure that return files contain the correct payment statuses.

Q: How do | void a payment in AP Gateway?

Payment batch files can be canceled (voided) if there are errors in the file. However,
individual payments within a payment batch file can only be excluded from a payment batch
file. See the following sections for more information:

e Canceling (Voiding) Payment Batch Files in AP Gateway: Instructions on voiding
payment batch files.

e Excluding Payments: Instructions on excluding individual payments from a payment
batch file.

e Reissuing Print Check Payments: Instructions on how to void and reissue print
check payments that have been processed and sent to vendors.

o Refunding Print Check Payments: Instructions on how to void and refund print check
payments that have been processed and sent to vendors.

If the payment is in a closed month, contact the Technical Support team for assistance at
877-974-1752 or techsupport@corpay.com.
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Q: How do | void a returned uncashed check?
To void a returned uncashed check:
1. Write VOID across the front of the check.
2. Scan the check.

3. Email the scanned check image to Corpay’s Payment Modifications team at
paymentmodification@corpay.com with a request to void the payment.

Q: How do | stop a check payment?

All requests to stop check payments must be sent in writing (via email) to Corpay’s
Payment Modifications team at paymentmodification@corpay.com. This ensures that
Corpay is acting in accordance with your company’s payment instructions.

Q: Why did a check for a payment that was placed on hold become
stale?

Checks are printed with an expiration date of 60 days after the printed date. If a submitted
payment is placed on hold, the date will not change. If an on-hold payment is nearing the
60-day mark, it is recommended to void the payment and resubmit it to change the
expiration date.

Q: What is an unprocessed virtual card payment?

If a vendor receives a virtual card payment and does not authorize and settle it, the
payment is considered unprocessed. Since virtual cards expire after 30 days, Corpay
contacts vendors by email and phone to remind them that they have up to 30 days after the
virtual payment is sent to authorize and settle the payment. When a card expires, if the
entire amount of the card is available, Corpay is going to reissue it as a print check. And if
the card was partially used, Corpay is going to refund the partial card amounts back to the
customer at the date of expiration of the card.

Q: Can a virtual card be canceled?

Virtual cards can only be canceled if:
o the customer calls Corpay’s Payment Support team to cancel the payment before it
is processed.
o they expire after 30 days.
¢ the vendor calls Corpay’s Payment Support team and requests to not receive

payments via virtual card.
Q: What happens if virtual card is canceled?

If a virtual card is canceled, it is flagged void/cancel in AP Gateway and the customer
receives an email notification. The customer must then resubmit the payment for
processing in AP Gateway using a different payment method.
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International Payment Questions

Q: What should | do if the transaction rate is not locking?

If you have followed the instructions to approve and lock a transaction rate and the
transaction rate did not lock, contact the Technical Support team at 877-974-1752 or
techsupport@corpay.com for assistance.

Q: What should | do if an international payment fails?

The most common cause of an international payment failure is the bank’s country being
listed incorrectly. Check the Bank Country column in the payment batch file to ensure that
the correct country is listed. If the bank’s country is listed correctly in the payment batch file,
check the ISO-2 Country Code to ensure that it is correct. The most common ISO-2
Country Code issues are:

e Taiwan uses TW instead of China’s CN.
¢ Hong Kong uses HK instead of China’s CN.
e Singapore uses SG.

¢ United Kingdom (England, Scotland, Wales, Northern Ireland) uses GB instead of
UK.

Visit the ISO Online Browsing Platform to find the complete list of ISO-2 (Alpha-2 code)
Country Codes. If the bank’s country and the ISO-2 Country code are correct and the
payment batch file is still failing, contact the Technical Support team at 877-974-1752 or
techsupport@corpay.com for assistance.

Q: Are there any countries that Corpay does not send payments to?

Corpay does not send payments to North Korea or Iran. Additional information may be
requested for payments sent to the following countries:

e Afghanistan

e Belarus

e Burundi

e Cambodia

e Congo

e Democratic Republic of the Congo (Zaire)
e Ecuador

e Egypt

e Equatorial Guinea
e Guinea-Bissau

e FEritrea

o Ethiopia
o Fiji

e Haiti

e Guinea
e Guyana
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e [ndonesia

e lraq

¢ lvory Coast (Cbéte d’lvoire)
e Kenya

e Lebanon

e Liberia

e Libya

e Palestinian Territory
e Sierra Leona

e Somalia
e Tajikistan
e Tanzania
e Tunisia

o Turkey

e Ukraine

e Yemen

e Zimbabwe

Q: How can | prevent international payments from being stopped for
review.

The Office of Foreign Assets Control (OFAC) of the U.S. Treasury

Department enforces economic and trade sanctions based on U.S. foreign policy.
Payments that are stopped for OFAC review cannot be predicted, but most commonly
occur for international vendors who have experienced fraudulent payments in the past, or
individuals whose names match the names of other individuals who are prohibited from
making financial

transactions.

Q: What information is needed to release payments stopped by
OFAC?

The requested information varies from payment to payment. The most commonly requested
information is a copy of the invoice and a description of the vendor’s relationship with your
company. If the vendor is an individual and not a company, the vendor’s birthdate may be
requested.

International Vendor Questions

Q: How should an international vendor’s banking information be
submitted to Corpay?

Your company or the vendor can submit the vendor’s banking information using the
electronic enrollment link provided during onboarding. If your company completes the
enrollment form, enter the Vendor Number in the Customer Assigned Vendor ID field to
accelerate the enrollment process.

Page 124 of 129
Corpay" Company Confidential Corpay AP Gateway Guide: NetSuite International Version



Q: How long does it take to enroll an international vendor?

The Service Level Agreement for international enroliments is less than five business days.
Enrollments may be delayed if the FX (International) Support team needs to reach out to
your company or the vendor for missing or incomplete information.

Q: How can | tell if my international vendor is set up to receive
international payments?

1. In AP Gateway, click the Vendors page.
On the Vendors page, enter the Vendor # in the Search box.
3. Click the magnifying glass or press the enter key on your keyboard.

4. If the International Payments @ icon is not grayed out in the Vendor Accepts
column, the vendor is set up to receive international payments.

"

Mvoice pay Intemationa m
Vendors e 9
m < | B
vendar erepar ~ Papment ! o
- Werdar Mame ¥ Ao Versder Acoepts ¥ Wisible ¥

Q: What information is required to complete an international vendor
enrollment?

The information required for international vendor enroliments varies based on the vendor’s
country. The requirements for every country are:
e Vendor Number
e Preferred currency that is supported by the international vendor’s bank
e Supporting documentation (e.g., invoice or bank documents)
e Purpose of payment (Purchase of Goods is used by default.)
e Vendor’s information
o Legal name
o Full address
o Remittance email address
o Phone number
e Vendor’'s banking information
o IBAN/Account Number (per bank country)
o Bank routing details (e.g., Sort Code, BSB Code, Transit Number)
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o SWIFT/BIC Code
o Bank address
¢ Additional country specific information

NOTE: Enroliment may be delayed if the FX (International) Support team needs to request
missing or incomplete information.

Customer Support

In this section, you will learn when and how to contact Corpay’s Support teams. You will also
find Corpay’s hours of operation and holiday schedule.

Technical Support

For customer support, contact the Technical Support team at 877-974-1752 or
techsupport@corpay.com.

Vendor Support

For vendor support, contact the Vendor Support team at 877-626-6332 or
vendorsupport@corpay.com.

Corpay Hours of Operation

Business hours are Monday — Friday, 6:00 a.m. - 5:00 p.m. Pacific time.

For assistance after business hours, leave a voicemail and a representative will return your call
the next business day.

Corpay Headquarters closes in observation of the holidays listed in the table below.

New Years’ Day January 1st

Memorial Day Last Monday in May

US Independence Day July 4th

Labor Day First Monday in September
US Thanksgiving Last Thursday in November
Friday after US Thanksgiving Last Friday in November
Christmas Day December 25th
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