Telpay for Business 6.6 Installation Guide

Begin by downloading Telpay for Business 6.6 here http://www.telpay.ca/download-
centre.html. Click the Telpay for Business v6.6* button and save it to your desktop.

When the download is complete, close all running software including Microsoft Outlook.

Log into your computer as the Administrator to avoid any permission related installation issues.
Double click on the Telpay setup file to begin the installation.

At this screen click Next.

i'._w!,'J TelPay For Business Setup ;lglﬁl

telpay.ca Install TelPay For Business 6.6.141
Software

The setup will install TelPay For Business &.6.141 software on
your computer. Click Mext to continue.

With TelPay you will be able to:
Pay all your bills electranich
Authorize payments remotehy

Save time and maney

Back

Cancel |




5. Check the box to accept the terms of the License Agreement and click Next.

i!_% TelPay For Business Setup ;l_lil

End-User License Agreement

Flease read the following license agreement carsfully

TELPAY FOR BUSINESS SERVICES AND LICENCE ﬂ
AGREEMENT

(Version 1.5 April 2010)
BETWEEN:

TELPAY INCORPORATED,
a corporation incorporated under
the laws of Canada
(hereinafter referred to as "TelPav™ =l




6. The default installation directory is C:\billpay\ but this can be changed by typing in the field or
by clicking the Change button, navigating to the destination, and clicking OK. Long installation

paths should be avoided if possible, as this may decrease program stability. Change the
installation destination if necessary and click Next.

ii._% TelPay For Business Setup ;l_lil
Destination Folder ,

Where would you like TelPay For Business 6.6.141 to be installed?

Install TelPay For Business 6.6.141 to:

IC:'\biIIpa},r"x

Change... |

Pay Anyone, Anywhere




On this screen, begin the installation by clicking Install.

i'-.a TelPay For Business Setup

Ready to install TelPay For Business 6.6.141

Click Install to begin the installation. Click Back to review ar change amy of your installation
settings. Click Cancel to exit.

Press Install to Discover
Life Without Cheques!

Cancel |

If you are a QuickBooks user click Next once the installation is complete. If not, click Finish and

proceed to step 10.

i'-E‘ TelPay For Business Setup ;IEIEI

telpay.ca TelPay For Business 6.6.141 is now
installed on this computer.

QuickBooks User:

if you are going to impart wvendars, or payroll, or bill payments
from the accounting software QuickBooks, click MNext to install
QuickBooks Software Developmert Kit; otherwise, click Finish
to exit.




9. Telpay for Business will now configure itself for QuickBooks. When the QuickBooks setup for
Telpay is complete, click Finish.

iz QuickBooks Software Development Kit Setup x|

Installation Complete

Installation completed successfully,

[uickBooks Software Development Kit haz been succeszziully inztalled on your system.
Thank you far chooging TelPay for Buginess.

Pleaze chck Finizh to exit this installer.

10. Double click on the Telpay for Business shortcut on your desktop.

11. Now we have to setup the communication side of Telpay for Business. For High speed internet
select Internet SSL, if you have a Dialup internet connection select Dialup.

= TelPay Communication Configuration version 6 ﬂ

There are two methods of communication that are available:

1. Internet S5L [Secure Socket Layer] Communications:

To uze thiz, your computer must have Internet accezs, Microsoft IE 5.0 minimum with 551 3.0 and 128
bit encryption enabled.

2. Modem Dialup Communications:

Thiz software will configure a dialup connection for you. To use this method you need a modem connected
to your computer with a phone line.

Pleaze zelect which communications method you will be using.

Internet 55L alup




12. The TelPay Communication Configuration is now complete, Click OK.

x|

Configuration complete. Thank-you for using the TelPay Communications
Configuration saftware.

13. If you are a new customer, enter your TelPay Access Number, click Next, and proceed to step
18. If you wish to restore from a backup, click Restore Data and proceed to step 14.

Activating Your TelPay Software

Fleaze enter your TelPap Access Number which haz been emailed ta you by TelPay.

telpay.ca

Pleaze enter your  TelPap Access Humber: I (7]
OR

If you are a returning uzer and pou wigh to restore a previous backed up Access

Mumber, pleaze click here -» Pestore Data

TelPay Version
6.6.141

@ Your TelPay Accezs Mumber iz azzigned to pou when pou
become a TelPay for Business custamer. Mext =




14. Click Select File to navigate to and select your most recent backup file.

15.

Select a TelPay Backup file to restore from;

@.' TelPay Restore
Select a TelPay Backup file to restore from:
| @ | Selectfie |
i Canizel
After selecting your backup file, click Restore.
e' TelPay Restore

jE:'\th:uI:uau:kup_EEﬂ 10511_5002654_070.zip

Restare ] Cancel

Q|

16. Your data has now been restored. Click OK to complete your setup.

- -TelF‘ay Restore . =
] TelPay Restors 122 |
Select a TelPay B4 —
]E:"-.tfl:ul:uau:kup 5 |'o:| Your TelPay data has been restored, & erERia

oK

Cancel

17. Your setup is now complete.

18. Ensure you are connected to the internet before clicking the OK button.

Transmission of Application

Please ensure you are connected to the Internet. You will see a file tfransfer
status screen that will disappear after the transfer is complete.

Cancel |

X

19. Telpay for Business will now connect to Telpay to send us the registration information.



20. Click OK once you see this window.

TelPay for Business

Your registration information has now been transferred to your
computer from our central database.

21. The Setup Wizard will now begin, click OK on this window.

TelPay Configuration

. You are now logged into TelPay for Business with a TEMPORARY
! User Account. You may be reguired to log in again when this
wizard {setup process) is complete.




22. The Setup Wizard will guide you through the steps required to properly configure your Telpay

for Business software. Click Next.

Configure Telpay For Business

telpay.ca

Thig Configuration ‘Wizard will guide wou through the steps required to properly configure
wour Telpay For Buzineszs software.

TelPay Access Number: 5002654

Yiou will be prompted for information such as who will be be using the software, email
zettings, vour curent accounting software, etc.

You must complete the configuration process in order to use TelPay for
Buziness with Accesz Number 5002654
Pleaze click Hext to begin configuration.

7]

Further information about a field can be obtained
b clicking on itz question mark., like the one

zhown here.

Cancel |




22. Click Next on this window to setup your General Ledger to work with Telpay for Business.

General Ledger

telpay.ca

With TelPay for Buziness you can pay all buziness expenzes including payments o
venhdors, government remittances, expenze reimburzement, direct deposit for payroll, and
international payments.

TelPay for Buziness integrates with most major accounting and payroll systems. [n the rest
few zcreens you will be azked far infarmation related o pour accounting/pavrall programs ta
facilitate importing filez and exporting journal entries bo your existing systen,

7

Further information about a field can be obtained
by clicking on itz question mark, like the one < Back

zhown here.

Cancel




23. Select your accounting system, and enter the General Ledger account name or number for your

Operating Bank account. Fill in the other, optional fields as necessary. Click Next to proceed.

General Ledger Accounts

telpay.ca

Pleaze zelect the type of Accounting System you use:

I Cugtom

The zuztem will generate a journal entry for pour accounting syztem uzing the General Ledger
account humbers you enter below,

Pleaze refer to the chart of accountz in your accounting software.

=~

General Ledger account name ar number far paur I
Operating Bank account:

General Ledger account name ar number far paur
Clearing account
for imported payables, payralls and ather files:

I[Elptional]

eneral Ledger account name ar number for pour -
GST/HST Payable account: I[Dptlonal]

General Ledger account name or number far pour I[Elptional]
Accountz Payable account

for bills accrued andfar paid out by TelPay far

Buzinesz System:

@

If wou do not know your General Ledger numbers for the
required fields, pleaze refer to your Chart of Accounts in

yaur accounting saftware.

< Back | [ Cancel




24. To complete the General Ledger setup, click Apply Settings.

Complete Configuration

telpay.ca

T o complete this section and apply all of your zettings, click Apply Settings

[f you wigh to make any changes, click the Back button and edit any zettings vou wish.
Y'ou can return bo any of these sethings and mare by viewing the Syztem Administration
zection of the program.

7 "ol can return bo this wizard and make changes to Back , E c |
wour selections at any time. |t can be acceszed < o= i SICE

through the System Administration section.




25. Your settings have now been applied, click Finish.

Complete Configuration

telpay

Q




26. You will now see the login screen, click Continue.

Customer Service
1-800-665-0302
or
1-204-0947-9300

Version 6.6.141

TelPay Accessz Humber | EI[IEE ~| & Continue

E st

7 B her TelPau & Murnb Setup Additional TelPay
[¥ Remember TelPay Access Murmber ‘ Aecess Number

27. You will now be required to enter the small dollar amount Telpay deposited to your bank
account. Click Yes if you have this information, and are a Signing Officer or acting with the
authority of a Signing Officer.

TelPay for Business =]

% Are you a Signing Officer or acting with the authority of a Signing

| Officer?

If you select 'yes', you will be required to enter the amount of the
depasit TelPay placed in your bank account or if you are upgrading
to TelPay for Business from our internet bill payment service enter
your Permanent PIN allowing all pending and future payments to
be transmitted to TelFay.




28. Enter the small dollar amount that Telpay deposited to your bank account at this screen. If the
dollar amount is 78 cents then enter the amount 00.78 in the TelPay Deposit field. Then, click

Next.

Activating Your TelPay Software

Important; Pleaze read the contentz of thiz zcreen before completing it.

Pleaze signify vour authority to access your company's bank account by entening the amount of
telpay_ca the deposit that Telpay has placed in vour account or, if vou are upgrading to Telpay for

Buzingss from our Intemet bill payment service, enter pour permanent PIM.

TelP TelP I—
elPay $|_|_|_|_ oR pﬁ,m?,’:mm PIM ©

Deposzit

TelPay Version
6.6.141

@ If wau are upgrading to TelPap far Buziness fram Intemet
bill payment, please uze your Permanent PIM to Activate Mext =

thiz zoftware




29. Click the boxes to accept the acknowledgements and click OK.
(= Acknowledgement =10 x|

— | acknowledge that:

.....................

[a] | am a duly authorized signing officer for banking purposes for Agreed [
the customer: e

[bB] | have read and understand the TelPay for Business Services Agreed [
and License Agreement; VIEW AGREEMENT

[] The Customer is regponzible for the actions of all perzonsz that are Agreed [

provided access ta thiz TelPay for Buzsiness Saoftware;

[d] The Customer is res_pn:nnsil:nle for pratecting the TelPay for Buzsiness Agreed [
Software from unauthorized access or uze.

— Other Documents
LClick the document links below to view them online:
Payment and Collection Features of TelPay for Business
Suggested Procedures for Proceszing Payments
Guide to Auditors

TelPay Copyrights and Patents

ak l [ Cloze

30. Telpay for Business will now connect to Telpay to complete the application process. Confirm
that you are connected to the internet, and click OK.

Transmission of Application X|

Flease ensure you are connected to the Internet. You will see a file fransfer
status screen that will disappear after the transfer is complete,

; Cancel |

31. Click OK once this screen appears.

TelPay for Business x|




32. You will now be logged into Telpay for Business as a Temporary user. Click OK to continue.

TelPay Configuration |

& ‘You are now logged into TelPay for Business with a TEMPORARY
L f.-' IJser Account. You may be required to log in again when this
= wizard (setup process) is complete,

33. The next steps will be to setup who will access the software, your email settings and your
current accounting software. Click Next to continue.

Configure Telpay For Business

Thig Configuration ‘Wizard will guide wou through the steps required to properly configure
wour Telpay For Buzineszs software.

telpay.ca

TelPay Access Number: 5002654

Yiou will be prompted for information such as who will be be uging the software, email
zettings, vour curent accounting software, etc.

You must complete the configuration process in order to use TelPay for
Buzinezs with Access Humber 5002654
Pleaze click Hext to begin configuration.

7] Further infarmation about a figld can be obtained
b clicking on itz question mark., like the one
zhown here.

Cancel |




34. Here you will setup the number of signing officers required to authorize payments, enabling
Remote Authorization, and the number of persons required to authorize system administration
changes. Click to select your choices, and then click Next to continue.

System Access and Authorization

TelPay far Business has the ability ta replicate paur current financial contralz. Far

N example, if you require bwo zignatures on a cheque, the software can require buo
tﬂpﬂy" tEIPEy-Ca paszwords to authorize pavments.,

@

TelPay for Business enables authorized officers to receive payment details and
authorize payments by email.

‘whould you like to enable Remote Authonzation?
" es f* Mo

Syztemn Adminiztrators have the ability to change sengitive information.

Mumber of persons required to autharize zpztem adminiztration changes?
% One Only Ay Two [ 7]

7] Further infarmation about a field can be obtained by
clicking on its question mark, like the one shown here. < Back

Cancel |




35. In this window you will setup user access to the Telpay for Business software. Admin Changes

will allow a user to make changes to the System Administration section of the software. Data

Entry will allow a user to enter payments into the Telpay software. Auth Officer will allow a user

to approve and transmit payments to Telpay. You will be required to enter a unique 4 digit

password for each user that will login to the software. Click Next when finished.

User Setup

Fleaze create uger accounts and indicate what pemizzions they will have within the zoftware.

tElpay.ca Uszers and their settings can be changed or removed anytime in the System Administration screen.

Flzaze note: the passwaords that are entered below are to be uzed to log inta the TelPay for
Buziness software. Each user of the system should ensure no one else has access to hisdher

password,
- Admin. |Data| Awth
Hame Job Title Pazzword Changes |Entry| Officer
| I |
* r r r
& If you cannat create enough users to meet the required 1 e
number of Authorized Officers, pou may use the Back buttan ¢ Back Mest > Cancel

to lower the required number of users.




36. Click the boxes to agree to the acknowledgements, and then click OK.

(= Acknowledgement =10 x|

— | acknowledge that:
[a] | am a duly authorized sighing officer for banking purposes for Agreed
the custamer;
[b] | have read and underztand the TelPay for Buziness Services Agreed [
and License Agreement; 4IEh AGREEMENT
[] The Customer is regponzible for the actions of all perzonsz that are Agreed [V
provided access ta thiz TelPay for Buzsiness Saoftware;
[d] The Customer iz responsible for protecting the TelPay for Business Agreed [
Software from unauthorzed access oruge. T
— Other Documents
LClick the document links below to view them online:
Payment and Collection Features of TelPay for Business
Suqoested Procedures for Processing Payments
Guide to Auditors
TelPay Copyrights and Patents
ak l [ Cloze




37. In the next few screens you will be asked for information related to your accounting/payroll
programs to facilitate importing files and exporting journal entries to your existing system. Click

Next to begin.

General Ledger

telpay.ca

With TelPay for Buziness you can pay all buziness expenzes including payments o
venhdors, government remittances, expenze reimburzement, direct deposit for payroll, and
international payments.

TelPay for Buziness integrates with most major accounting and payroll systems. [n the rest
few zcreens you will be azked far infarmation related o pour accounting/pavrall programs ta
facilitate importing filez and exporting journal entries bo your existing systen,

7

Further information about a field can be obtained
by clicking on itz question mark, like the one < Back

zhown here.

Cancel




38. Confirm the information previously entered and click Next to continue.

General Ledger Accounts

e )
== telpay.ca

Pleaze zelect the type of Accounting Syztem you use:

| QuickBooks 1999+

=~

The zuztem will generate a journal entry for pour accounting syztem uzing the General Ledger

account humbers you enter below,

Pleaze refer to the chart of accounts in your accounting software. If you are a
QuickBooks uzer, you must enter the account name, not the account number.

Fleaze confirm pour General Ledger accounts.

General Ledger account name or number for wour
Operating Bank account:

eneral Ledger account name ar number far paur
Clearing account
for imported payables, payrolls and other files:

General Ledger account name ar number for pour
GST/HST Payable account:

General Ledoger account name or number far pour
Accountz Payable account

for bills accued and/or paid out by TelPay for
Business System:

©

IF you do not know your General Ledger numbers for the ¢ Back |

required fieldz, pleaze refer to pour Chart of Accountz in

wour accounting software,

IDperating bank account

Itelpay clearing account

Igst panable

Iaccu:uunts payable

Meut =




39. Click Apply Settings to complete the configuration setup.

Complete Configuration

telpay.ca

To complete thiz zection and apply all of your settings, click Apply Settings

[F wou wizh to make any changes, click the Back button and edit any zettings pou wizh.
r'ou can return to any of these zettings and more by viewing the Sestem Adminiztration
zechion of the program.

7 r'ou can return o this wizard and make changes o Back
wour zelechonz at any ime. [t can be accessed <bac

through the Seztemn Adminiztration zection,

Cancel |




40. The configuration is now complete, you will now be returned to the login screen, and you will be
required to login using one of the user accounts created in this wizard. Click Finish.

Complete Configuration

T he zettingz you have juzst configured have been applied.

telpay.ca

“'ou will o be returned to the Logla screen. when vou re-open TelPay for Buziness
wou will be required to lagin wzing one of the user accounts created in this wizard.

Click Finizh ta cloze thiz zechion. You can configure these settings and mare by
viewing the Spztem Adminigtration zection of the program.

7] au can return ta this wizard and make changes
wour zelections at any time, |t can be accezsed
through the System Administration section.

[Canzel |




41. Users can now login using their 4-digit passwords to start using Telpay for Business 6.6. To login,
enter the password and click Logon.

EE' TelPay - Logon to TelPay Payment Services x|
— Customer Service
1-800-5685-0302
or
' 1-204-847-5300
Version 6.6.141

TEST-BUSHMESS COMNECT

TelPay Accesz Humber |5I]I]2I354 vI 7]
Uszer Pazsword || 7]

7 ‘ Setup Additional TelPay

v R ber TelPay & Mumb
[ Femember TelPay Access Number Access Mumber

[T Enter Mew Deposit Ammount [ Restes Dk l 7




