Step 1. Select Open Invoices

lingleflooring

Dashhoard

Processed Orders

Go to Order Status =

Search by keyword or item#l@ Advanced Search

Your PO# Reference# Order# Sidemark/Tag Order Date = Ship Date Status

EMPLOYEE 000987 000987 Your Side Mark 01/27/17 01/27/17 SEE DETAILS

Step 2. Select Go To Open Invoices

'Ingle floorin g [Search by keyword or item#l@ Advanced Search

Dashboard

Open Invoices

Go to Open Invoices

Invoice# Invoice Date Due Date Your PO# Amount
[ 12345 10/05/17 11/04/17 Your PO o1
] 12345 10/13/17 11/12/17 Your PO o1

Step 3. Select Pay Invoices

'Ingle floorin g Search by keyword or item#l@ Advanced Search

Transaction History (=) Pay Invoices Ep

Over 90
£0.00 £0.00 £0.00 £2,842.74 £0.00
Invoice Date Invoice# Reference# Your PO# Amount Discount Balance Due Date
(B3] 10/05/17 12345 000987 Your PO 01 40,00 01 11/04/17
(=] 10/13/17 12345 000987 Your PO 40,00 1112117

.01 .01



Step 4. Select Invoice to be paid then select Enter
Payment Details

nlngle floorin g Search by keyword or item#l@ Advanced Search

Make a Payment - Select Open Invoices

| " Select all Open Invoices | | « Select All Due Now Invoices ‘ | O cClear Selection = |
Select Invoice Date Due Date Invoice# Reference# Your PO# Amount Discount Balance
. O 10/05/17 11/04/17 12345 000987 Your PO .01 $0.00 .01
Ll
L » 10/13/17 11/12/17 12346 000876 Your PO 01 $0.00 01

Step 5. Select Review and Authorize Payment

'ingle flooring @ e

Search by keyword or item#

Make a Payment - Enter Payment Details * Required Information
Remove Invoice Date Due Date Invoice# Reference# Your PO# Payment Amount
[<] 10/05/17 11/04/17 12345 000876 Your PO @® current Balance: 01
@- 10/13/17 11/12/17 1;;"4—5' 000876 Your PO ® Current Balance: 01
(=] 10/16/17 11/15/17 12345 000876 Your PO @® current Balance: 01

* Payment Option: | GATEWAY Tingle ¥

Payment Date: 11/28/17
Memo:

Payment Total: .01

[ 4a select Open Invoices [ cancel @ | Review and Authorize Payment = |

A

Step 6. Verify Your Selected Invoices and then
select Authorize Payment

ningle flooring [~ JEEP——

Make a Payment - Review and Authorize Payment

Search by keyword or item#

Invoice Date Due Date Invoice# Reference# Your PO# Amount Discount Payment Amount
10/05/17 11/04/17 12345 000876 Your PO .01 $0.00  Current Balance: .01
10/13/17 11/12/17 12345 000876 Your PO .01 $0.00  Current Balance: .01
10/16/17 11/15/17 R $0.00  Current Balance: .01

12345 000876 Your PO 01

Payment Option: ~ GATEWAY Tingle
Payment Date:  11/28/17

Memo: Payment Total: .01

Terms and Conditions

|Qi Enter Payment Details | Cancel @ | Authorize Payment | -



Step 7. You will be transferred to our payment portal.
Slect how you would like to pay and fill out payment
form.

; 3
lmgle L

. ©
flooring 184529

Welcome, T32796EA

Bills to Pay

Confirmation

0000000063 |$342.95
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