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While Deltek has attempted to verify that the information in this document is accurate and complete, some
typographical or technical errors may exist. The recipient of this document is solely responsible for all
decisions relating to or use of the information provided herein.

The information contained in this publication is effective as of the publication date below and is subject to
change without notice.

This publication contains proprietary information that is protected by copyright. All rights are reserved. No part
of this document may be reproduced or transmitted in any form or by any means, electronic or mechanical, or
translated into another language, without the prior written consent of Deltek, Inc.

This edition published September 2023.
© Deltek, Inc.

Deltek’s software is also protected by copyright law and constitutes valuable confidential and proprietary
information of Deltek, Inc. and its licensors. The Deltek software, and all related documentation, is provided
for use only in accordance with the terms of the license agreement. Unauthorized reproduction or distribution
of the program or any portion thereof could result in severe civil or criminal penalties.

All trademarks are the property of their respective owners.
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Overview

Overview

Use this guide to learn more about how to enable the integration, how to sync historical data from Bill & Pay to
Ajera, and best practices when using Bill & Pay.
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About the Bill & Pay Integration

About the Bill & Pay Integration

Deltek Payments AR automation has partnered with i3 Merchant Solutions' Bill & Pay solution to offer Deltek
customers an AR automation solution. Ajera's integration with i3 Merchant Solutions Bill & Pay solution
provides you with a user-friendly interface that enables you to get paid faster, safer, and smarter.

The Bill & Pay platform provides a unique, modemn, and easy way to accept electronic payments through a
payment portal that lets clients pay invoices via credit cards, debit cards, or ACH. Your invoicing workflow in
Ajera remains unchanged but final invoice information is shared with Bill & Pay and a unique Pay Now URL for
each invoice can be included in your email sent to your clients. Your clients simply click the URL in the email
to pay the invoice. The Ajera Client Receipt process now includes an option to Get Payments from Bill & Pay.
Those payments made by your clients are imported into Ajera and automatically matched to the invoice paid.

During this process Ajera remains the system of record for all invoice and payments, while relevant data is
shared with Bill & Pay including a PDF file of final client invoices.

If you run multiple companies in Ajera, you want to create separate Bill & Pay accounts for each company. If
you run multiple databases in Ajera, you want to create separate Bill & Pay accounts for each database.

Bill & Pay Workflow within Ajera

1. Setup account through Bill & Pay.

2. Enable Integration in Ajera in Setup > Company > Preferences or Setup > Company
> Companies.

« Optionally, Sync Historical to send existing invoices with an outstanding balance to Bill &
Pay. This sends the invoice data only and does not include a PDF copy of the invoice.

3. Add the Pay Now URL fields to Email Invoice Templates to include the link to click to pay.
4. Addthe Pay Now URL field to any Client Invoice based widgets for informational purposes.

5. InManage > Client Invoices, the print final invoice process sends invoices with invoice details and a
PDF copy to i3 Merchant Solutions Bill & Pay. Bill & Pay sends the Pay Now URL back to Ajera.

6. Pay now URL included in email invoice.

7. Payment info sent back to Ajerain Manage > Client Receipt > Existing Tab > Get Payments
button; a cash receipt is created automatically paying the appropriate invoice.
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Setting up the Bill & Pay Integration

Setting up the Bill & Pay Integration

Once an account has been created with i3 Merchant Solutions Bill & Pay, you can enable to the integration.

Before you begin
« Set up an account with i3 Merchant Solutions Bill & Pay.

To set up the Bill & Pay Integration

1.

From <~J > Setup menu, click Company > Preferences > Integration tab.

Multi-Company only: From <~'l > Setup menu, click Company > Companies > Integration tab.
Click the Bill & Pay tab.
Enter the following information:

Biller ID This is the ID provided in the email from i3 Merchant Solutions.

Click Test.

When you click the Test button, Ajera will check to see if you have authorized Ajera to send data to
and from your Bill & Pay account. If you have not, it will launch your browser with the link to the App
Authorization site where you can enter your Bill & Pay username and password. Bill & Pay will then
allow Ajera to connect to your account.

Check the Enable Bill & Pay check box to enable the integration.
This check box is only available after the test has succeeded.
Click Sync Historical button to sync outstanding invoices to Bill & Pay.

Note = After this button has been clicked and historical information has synced, this button
changes to Re-sync Historical.

Click Save to save the integration settings and close the dialog box.

When the integration has been enabled and you click Save, client information and outstanding invoice
information will sync to Bill & Pay.
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Sync Historical Data to Bill & Pay

Sync Historical Data to Bill & Pay

When you enable Bill & Pay, you have the option to sync historical data to send unpaid invoices and the
associated clients. When you sync historical data, PDF copies of the invoices are not included.

<J' Campany - Accutera Architects — ] b4
Status [Active v]

General  Address  Biing / Payroll  Integration  Attachmerts  Motes
Mera CRM Bl & Pay

Biller ID: (24487

[ Enabile Bill & Pay Test

After you sync historical data, the button changes to Resync Historical.
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Email Invoice Template Fields for Bill & Pay

Email Invoice Template Fields for Bill & Pay

From the ¥ > Setup > General > Email Invoice Templates, there are two new fields are available to add to
the email invoice template to support Bill & Pay:

« Invoice Pay Now URL: This field displays the Pay Now URL.
« Invoice Pay Now Text: This field displays includes URL in an embedded hyperlink.
Use these fields to include Pay Now information when emailing Client Invoices.

=3
Email Invoice Template

x
| search columns.... x [P
Available Columns Email Fields
Template Name Default Template B&P
People »
General Information v Subject Line
Project 1D New Professional Service Invoice from [Company Name]
Project ID & Description
Project Description To
Company Name [Billing Contact Email]

Company Email

e ce
Invoice Pay Now URL
Invoice Pay Now Text
e Bcc
Client Email
Client Address 1
Client Address 2
Client Address 3 Email Body
Client City Thank you for partnering with [Company Name]. Attached please find
Client State your current invoice for project <b>[Project ID & Description]</b>.
Client Zip Click herdl[Invoice Pay Now Text] Jfa pay the invoice electronically.
Client Country
Sincerely, O oy 4 .
Logos » [Current User Name]|
Dollars »
Dates »

Thank you for partnering with Accylers Architects. Attached please find your current invoice for project 23-100 Astoria High School Expansion.

ik ..-. pay the invoice electronically|

Sincerely,
Pat il
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Client Invoice Process with Bill & Pay

Client Invoice Process with Bill & Pay

While printing client invoices to final, Ajera will identify if you have the Bill & Pay integration enabled and if Bill
& Pay is enabled, Ajera sends those invoices to Bill & Pay.

If the invoice has a zero amount or nets to zero because of an applied prepayment, the invoice will not be sent
to Bill & Pay.

If the Ajera client does not exist as a customer in Bill & Pay, the customer record will be created.

Sending Final Invoices to Bill & Pay

When final invoices are printed, the following information is sent to Bill & Pay and a record in Bill & Pay is
created:

o Client

« Invoice Number

« Invoice Date

« Outstanding Amount

o A PDF copy of the final invoice produced in Ajera

If you select to include backup attachments during the printing process, backup attachments are not sent to
Bill & Pay.

Bill & Pay sends a unique Pay Now URL that is then associated with the final invoice(s). If the email invoice
template associated with the client includes the Pay Now URL, the URL will also be included in the email
invoice.

If using multi-company, the Pay Now URL retured is associated with the Bill & Pay company set up for the
project's company.

<G B
e 7’7 Reissued #i
Status | Billing Review Stage | Company Cutoff Date. Client Project Manager Project Invoice Amount Billable 1P Invoice Number | Invoice Date Billing Type Invd
Final v Final Accutera Architects (0611823 |Salem School District FranciscoGarca 22320 Sumpter Elementary Remodel 922569 =] 01887 063023 |Muliple Percent
et Firal Rectters Engineening (0711923 WSE Engineers ot Davis 270 Adai Viastewater Aasessment %] Torese 3025 Time & Bxperse Fercert
Final Final lccutera Engineering (0611823 ILDOT Mary Boyle 22-340 Interstate 80 Mississippi River Bridge ] o1ees 063023 Time & Expense Timed
Final Final hccutera Architects 071923 |BMG Construction Tom Healy 22-350 Bank Of America Financial Cener 289145 =] Jotes0 062023 |Muliple Percent
Final Final hccutera Architects |06/1823 | Harris & Davidson Architecture | Heather Robinson |22-360 AIRE Tower Foyer Remodel 5] otest 0672023 [Time & Expense Timed
Final invoices sent . Accutera
. e ino il 2448735 ehenghsser2
to Bill & Pay l3 BILL & PAY Lo i .
i R ({4 You have 26 deys remaining in your free Bill & Pay trial. Activate my account,
appear in Unpaid N
A lome 5 5
Invoices. Payments UnpakdEniolces
Customers Display: | All Unpaid Invoices v e Filter the Unpaid Invoice List ©
Unpaid Invoices
Reports
Advanced Options heck / Uncheck Al involces | | Print Checked Invoices | | Print Checked Involces and Invites J Send Checked involces |
Manage Account
Dote Created  Involce #  Account Number Total Amount Bolance Due Due Dote  Email Sent
Support 8
Logout 06/30/2023 01887 $9,225.69 5922569 06/30/2053 No
06/30/2023 018% $2,891.45 52,8945 06/30/2023 No
» Get Started Guide
\nportant formationfor 06/30/2023 01891 563,875.12 $63,875.12 06/30/2023 No
seting p B & Fay opons
10 best meet your needs. 06/30/2023 01896 $21,900.00 $21,900.00 06/30/2023 No
06/30/2023 01897 $16,335.00 $10335.00  06/30/2023 No
5 Invoices

How Invoices Appear In Bill & Pay
Viewing Customer detail shows all outstanding invoices and receipts.
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Client Invoice Process with Bill & Pay

Each invoice will have one zero balance invoice created named Payment — Ajera — Invoice XXXX, to track
any payments and/or edits made in Ajera.
Foirapar AT a
“You have 26 days remaining in your free Bill & Pay trial. Activate my account.
Peyments

Customers nt Nun 00122020367

Unpaid Invoices g uan Salem School District

Reports unt Bala $9,225.69

Advanced Options

Manage Account (1 GotomerGoons | (2 Pomor Accurs | 2 Aceet Pamon | 8 Ao Poy | (5 Py P [ =] Subcipions | (. Prk vt L] (1] G S
Support

Logout P ——)
» Get Started Guide [ 2] Ieiew Actons

Important information for
setting up Bill & Pay options. Date Type peal Amoum Balance
£0 best meet your needs.

07/10/2023 mpayment - Ajera - Invoice #01887 0.00 0.00
06/30/2023 1 Invoice 201887 9,225.69 9,225.69

Changing Client Invoices and How It Affects Invoices in Bill &
Pay

Changing a final invoice status

If you change the status of a Final invoice to Draft or Reissue, you will receive a message asking you to verify
all payments have been imported from Bill & Pay before you change the status of a final invoice to ensure the
data between the two systems is kept in sync.

If payments have been made on that final invoice, Ajera will continue to make that payment a prepayment.
The payment record in Bill & Pay will be removed. When the prepayment is applied to this or any other invoice,
the payment will be created again in Bill& Pay.

When the status has been changed from Final to Reissued, the invoice record in Bill & Pay will be deleted.
The original URL will be retained and when the invoice is reissued, the URL will be valid. When the status is
changed from Final to Draft, the invoice record and the URL will be deleted and a new Pay Now URL will be
created for that invoice. If the payment made in Bill & Pay was part of a payment that included multiple
invoices, each invoice will need to be changed to Reissue or Draft to remove the payment in Bill & Pay.

Changing a Reissue invoice to Final

When a reissued invoice is changed to Final, the new final invoice information will be sent to Bill & Pay. This
includes the invoice amount, outstanding balance, invoice number, invoice date, and the PDF. The original
Pay Now URL sent to the client will still work.

Pay Now URL on the Client Invoice Base

You can also access the Pay Now URL on the Client Invoice widget base with the Pay Now URL column.
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Client Invoice Process with Bill & Pay

Unpaid Client Invoices - By Client s
e ecliDS Doscripion | DlviectMansger  SpuSw ot mews o,y Amer SO ouging  ereview
w Tofals: $95,992.26 $0.00 $0.00 §55,992.26
w BMS Construction 5289145 50,00 50.00 $2,801.45
»22-350 Bank Of America Financial Cener $2.891.45 $0.00 $0.00 $2,891.45
Tom Healy Final 01890 6302023 3289145 30000 30,00 5289145 Preview hittps: feevan billandpay comiwety
 Harris & Davidson Archileciurs $83,875.12 $0.00 $0.00  $B3ETEAZ
w 22-360 AIRE Tower Foyer Remodel $83,875.12 50,00 $0.00 S83,875.12
Heather Robinson Final o 302023 $83875.12 50000 0,00 $83 87512  Preview  hitps e billandpay comiweb/
w Salem School District $9,225.69 50,00 $0.00 £9,225.69
Francisco Garcia Final g7 B30I 59202569 500,00 50,00 5922569 Preview  hitps:teww billandpay comwebd

Paying Invoices in Bill & Pay

When the payee clicks the Pay Now URL from the emailed invoice, they will be directed to the Bill & Pay
payment site where they select an amount to pay and enter their payment information.

ellenkeeley@deltek.com i
Create Account M a ke Payment N
Make Payment
ContactUs CreatedDate e DueDate Total Balance Payment
. 06/30/2023  ORO01887 06/30/2023  $922569  $9225.69 922569 ellenkeeley@deltek.com
Total Payment $9,225.69 R e —
Make Payment
Make Payment
CEEND Schedule Payment Date  07/10/2023
_ Amountto Pay - $ 922569

ca Bank

visa @D B =, @ 030 BB
Card umber
Eiaton
o
Name 01 Account
Adress

ZipCode

B
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Get Payments from Bill & Pay

Get Payments from Bill & Pay

There are two ways you can get payments from Bill & Pay.

Upon opening Client Receipts, you may be prompted to sync payments if there are payments in Bill & Pay
that have not synced to Ajera. Click Yes to sync the payments.

Fiw Dimpoeat Exafirng Frapanyrmcia
Tyme  ChantFacep  Clant iy ]
Flacunpl crrglety L Fong et
Receet deie |07102) « Mefod Chect o £
] Py e e AiTant ke =
Pzt [y Dats | lwsced Fad Crodited [Y Sales Tax  Pay | Amownt
reanare thave mapmtets | e
| m =]
Sa Poniact Pay | Ao 1
b= baleroe
ek Halg
To manually sync payments from Bill & Pay
1. Click the Existing tab > Get Payments button.
. S Manage Cluert Receipty =
N Dot Enmng Frapayrert
ﬁ'l 41 recapth e AR Tk N July 7000

= Daw | Fasspe Type Chart | Parpas Comgay ueros [ a8 Lt

i T0E3  Clan Fceer  Sabee Schecd Disanet Aty pchaeens EF T 7003 0o

Note: The Get Payments button will not be available if you are editing a client receipt.

2. Click Yes if you want to continue and sync payments.
3. Click No to cancel and close the dialog box.
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Get Payments from Bill & Pay

A receipt will be created for each payment.

The payment will automatically mark to pay the appropriate invoice. If the payment is partially paying
the invoice, payments will be applied at the project level starting with Labor, Expense, and then
Consultant amounts.

Any payments created from Bill & Pay will have a note identifying it was a Bill & Pay receipt.
4. Todeposit a payment, click on the Deposits tab.

Client Receipt Process in Bill & Pay to Get Payments
When client receipts are entered manually into Ajera when paying a client invoice, the outstanding balance on
the invoice in Bill & Pay will be updated when saved.

When a payment that is unassociated with an invoice is applied to an invoice, the outstanding balance in Bill &
Pay will be updated.. Any payment changes made in Ajera will be associated with an Ajera Payment record in
Bill & Pay. Bill & Pay does not track receipt changes made in Ajera at a detail level.

Prepayments

When a prepayment is applied to an invoice from Client Receipts > Prepayment tab, the outstanding
balance of the invoices impacted will be updated in Bill & Pay when saved.

Editing or Voiding Client Receipts

Editing a client receipt that originated in Bill & Pay will not update back to Bill & Pay. If you need to change the
receipt distribution for the invoice payment, reissue the invoice in Client Invoices which will move the
payment to prepayments and will update Bill & Pay.

Payments in Ajera that originate in Bill & Pay cannot be deleted.

Credit Memos
Credit memos entered in Client Receipts will be updated in Bill & Pay upon saving.
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How Clients Work between Ajera and Bill & Pay

How Clients Work between Ajera and Bill & Pay

New Client Creation
When a new client is created in Ajera, a client will be created in Bill & Pay

Existing Clients
If an existing client is updated, the information will update to Bill & Pay.
If a client in Ajera is changed from Inactive to Active, the client will be created in Bill & Pay.

Multi-company
If you are using multi-company, a client (biller) record needs to be set up in Bill & Pay with the Biller
ID assigned on the company record in Ajera.

You should have a unique Bill & Pay account for each company in Ajera. You should not use the same biller ID
for multiple companies in Ajera.
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About Deltek

Better software means better projects. Deltek delivers software and information solutions that enable superior
levels of project intelligence, management and collaboration. Our industry-focused expertise makes your
projects successful and helps you achieve performance that maximizes productivity and revenue.
www.deltek.com

Deltek
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