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1. INTRODUCTION

The Invoice Payment by Credit Card feature, accessed from the Account Summary page, allows you to
pay the amount on your monthly Account Statement using a credit card.

With this feature you can securely enter a valid credit card once and reuse it the next time you make
your payments. The payment will appear on your monthly Account Statement.

2. SECURE MANAGEMENT OF CREDIT CARD INFORMATION

There is secure management of the firm’s credit card information when adding and selecting a credit
card. The credit card number is partially masked (meaning only the first four and last four digits are
displayed) when selecting a card. Information for credit cards previously entered cannot be changed
and credit cards cannot be deleted.

VISA® and MasterCard® only are supported by Dye & Durham.

3. MAKING YOUR PAYMENT

After you make the payment the billing contact for your firm will receive an email confirmation with
details about the purchase.

Once the purchase is made the balance will be updated in the Account Summary page after a couple
of days. Do not expect to see a change in the balance immediately.

If there is an issue with your card or your billing contact did not receive the email confirmation, do not
make additional payments. Instead, please contact the Customer Service Centre at
inquiries@dyedurham.com or 1-866-367-7648 for assistance.
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4. ACCESSING THE INVOICE PAYMENT PAGE

Instructions for accessing the Pay Invoice page differ slightly, depending on which application you are

using.

4.1. ACCESSING THE PAY PAGE IN UNITY

1

In Unity, click § in the menu bar:

Al

2

(im] Unity
& C

E&BJ Unity.
@ Matter

x P = o X
%) https//uatdev.unitylaw.aws.dyedurham.dev/main/tabs/matters L a v 7=

Matters  Opportunities  Projects v Contacts  Integrations  UnityC  Events Messages ‘ El@! B @andreaparkersi... v

Type  Matter

s S1-NB-INV2

P P1-NB-INVL1

s S1-NB-INV

M ML-NB-INV

P1-NB-INV10

P P1-NB-INV

NB-INVS

P P1-NB-INVY

P PL-NB-INVT

0000000 oooo

P PL-NB-INVG

Matter RE:Line Address/Description Lawyer Law Clerk Closing Date Last Updated
= APS Jan 27,2022
= APS Jan 27,2022
= APS Jan 27,2022
= APS Jan 27,2022
= APS Jan 27,2022
= APS Jan 27,2022
= APS Jan 27,2022
= APS Jan 27,2022
= APS Jan 25,2022
= APS Jan 25,2022

In the Billing page, click Account Activity.

3

(im)] Unity

& C ) hitps//uatdev.unitylaw.aws.dyedurham.dev/main/billing/home L QA T8 = @

E&BJ Unity. .
@ Billing

Account Information

Outstanding Balance (Credit

Transaction Reparting

Matters

it): $5,109.50

X

Opportunities  Projects v Contacts  Integrations  UnityC  Events Messages ‘ B ® 8 © Qadapres. v

4+ - 0 x

View account activity, invoices and statements

Produce detailed transaction reports

In the Account Summary page, click Pay Invoice which is beside the Balance Due

amount.
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Account Activity

Dye &

Billing Contact Email heramb@doprocess.com
Contact Name Mikhail Updated

Durham
2)
Account
CSIS Number 10043
Account Name Test Firm Name 10043
Address 101 Queen st
City Moncton
Province NB
Postal Code M2J 0B1
Phone (1) 23232323

inquiries@dyedurham.com to request a chanze to the sbove account information.

“Customers without 3 local e-mail dient may phone Dye & Durhsm Customer Service st £16-322-6111 or 1-866-357-7645, or e-mail

Period End Date: Jan 21,2022

Balance Due or (Credit): § 5,109.50

Account Ststements and Invoices for activity in previous months sppesr below. Click 3 link to view the required ststement or invoice.

The Pay Invoice page appears with the Balance Due displayed in the
Amount field. It is strongly recommended that you pay the entire balance.

The last invoice number is automatically displayed. Enter all other invoice numbers that

will be covered by this payment (optional).

Account Activity
Dye &
Durham
Pay Invoice
Account

Account Number 10043
Amount 5|5109.50
Invoice Number DP8967621

Your firm’s mo:

that will be cov

Select Credit Card

IMPORTANT: It might take a few days for the Balance Due (Amount) to reflect payments.

n the field above. Please enter all other invoice numbers

[+] Add a Credit Card

Type Number  Exp.Date

Select a card v

Pay Invoice

Instructions

© Copyright 2022, Dye & Durham Corporation
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6 In the Select Credit Card section, click E[ and select a card.

Dye &
Durham

Pay Invoice

Account
Account Number 10043
Amount $/5109.50 |

Invoice Number | DP8967621 |

IMPORTANT: It might take a few days for the Balance Due (Amount) to reflect payments.

Your firm's most recent invoice number is displayed in the field above. Please enter all other invoice numbers
that will be covered by this payment (if applicable).

Select Credit Card [+] Add a Credit Card
Type Number Exp. Date
| Select a card 1<

|Visa 4242774242 02/25 |

| Pay Invoice | | Instructions

@ Copyright 2022, Dye & Durham Corporation

Note that the credit card type (Visa or Mastercard), masked number and expiry date appear
for credit cards that have been added to the account. For instructions on adding a credit

card, go to page 18.
7  Select a card and click Pay Invoice.

8 A confirmation message appears that the payment has been made.
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Dye &
Durham

Pay Invoice Confirmation

Your invoice has been successfully paid. Your firm's billing contact will receive an email receipt. It will take a
few days for the Balance Due in the Account Summary page to be updated. Please do not make the payment
again.

© Copyright 2022, Dye & Durham Corporation
9  Click OK in the confirmation message.

10 The billing contact for your firm receives an email with the details of this transaction.
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Dye & Durham Receipt (10043)

L Repl & ReplyAll | = F d
|nV0|ces@doprocess.com 6) ey €> ey orwar G
To heramb@dd.com Wed 2022-01-12 9:40 AM

<
Pyl 2ere3en 405 B 7B 000 c10 1 Il 1 121 I3 e 1S 1 16 1 17118 19 1 20y

>

This e-mail has been automatically generated. Please do not reply to this e-mail.
Transaction Details
Confirmation Number: 9661449

Transaction Date: 12 January 2022

Firm Name: Test Firm Name 10043

Your Name: Mikhail Updated

Your Telephone Number: (416) 322-6111
Account Number: 10043

Contact Email: heramb@dd.com

Amount Paid: $5,109.50 (Cdn)

Payment Details

Payment Method: Visa

Transaction Date: 12 January 2022
Payment Type: Purchase

Card Number: 4500***5979
Authorization Number: 087611
Reference Code: 661860590018870280
ISO Number: 01

HOST Number: 27

Thank you for your payment.
It may take up to 2 business days to process this transaction. Enquiries concerning this transaction should be made to:

Dye & Durham Corporation

199 Bay St. (Commerce Court West), Suite #4610
Toronto ON

M5L 1E9 Canada

Phone: 1.866.367.7648 Fax: 1.866.881.4268
inquiries@dyedurham.com

PLEASE NOTE THAT THIS RECEIPT IS YOUR CONFIRMATION THAT THE DYE & DURHAM SYSTEM HAS RECEIVED THE ABOVE
INFORMATION FOR PROCESSING. IT DOES NOT GUARANTEE THAT YOUR PAYMENT WILL BE ACCEPTED BY DO PROCESS. IF DYE
& DURHAM REJECTS YOUR PAYMENT FOR ANY REASON, A NOTICE WILL BE SENT TO THE EMAIL ADDRESS YOU PROVIDED ABOVE.

Refund Policy:

Please contact Dye & Durham to request a refund. To request a refund, you need proof of payment (either a printed copy of this
receipt or your credit card statement). o
v
e e ————————E————————————————EEEEEEEEEEEEhE—E—EEEE—E—E—E——E—E————E—

Note: After making this payment the balance will be refreshed in the Account Summary
page in a couple of days.
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4.2. ACCESSING THE PAY PAGE INTC, FC, EAB OR WB

1 InThe Conveyancer, Fast Company, Estate-a-Base or Will Builder, click the Go To menu >
Account Summary or click Tools > Account Summary.

«%s  Will Builder® Records Edit View 300 Updates Help Welcome, ANDREA | = & ? X

" ADye & Durham Solution
Log In

Transactions [EI0 User Setup ools Databases
Configuration..
Maintain Firm and User Profiles

Do Process Message Manager

== .
Data Backup... >
Register Documents With The Canada Will Registry
Export Data to Will Registry
Wills Information Form
Master Clauses Ctrl+M
DP Filer
Microsoft Word
Secondary Databases »
Open Letterhead Master Doc't >

Next Topic Ctrl+PgDn

Previous Topic Ctrl+PgUp

Licensed user: Sales & Training (DPSL)

2 Inthe Account Summary page, click Pay Invoice.

2] ‘:”;‘B“‘ﬁﬁ'g‘gms Edit View Goto Updates Help Welcome, ANDREA | = 01 2 X

Transactions [Eochl 2| Enter Search Criteria I J Open Tools Databases

Dye &
Durham
Account
CSIS Number 5536
Account Name Sales & Training (DPSL)
Address 123 Front St. West, Suite 700
Suite 700
City Toronto
Province ON
Postal Code Ms5J 2M2
Phone (a16)322-6111
Billing Contact Email  andrea@dd.com
Contact Name Andrea Parker Simhon
“Customers without 8 locsl e-mail client may phone Dye & Durham Customer Service at 416-322-8111 or 1-366-367-7648, or e-mail
inquiries@d g e b &
Period End Date: Jan 31, 2022
Balance Due or (Credit): § 13,825.50 Pay Invoice v

Licensed user: Sales & Training (DPSL)

3 The Pay Invoice page appears in the Account Summary page.
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Dye &
Durham

Account

Account Number
Amount

Invoice Number

5536
$[13825.50
[DP89s4153

IMPORTANT: It might take a few days for the Balance Due (Amount) to reflect payments.

Your firm's most recent invoice number is displayed in the field above. Please enter all other invoice numbers
that will be covered by this payment (if applicable).

Select Credit Card

[+] Add a Credit Card

Type Number

Exp. Date

|Select a card

Pay Invoice |

Instructions

In the Amount field, enter the required amount if it is not already appearing. It is
strongly recommended that you pay the entire balance.

The last invoice number is automatically displayed. Enter all other invoice numbers that
will be covered by this payment (optional).

In the Select Credit Card section, click EI and select a card.
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Dye &
Durham
Account
Account Number 5536
Amount $[138255

Invoice Number IDF’BQ‘E41 53

IMPORTANT: It might take a few days for the Balance Due (Amount) to reflect payments.

Your firm's most recent invoice number is displayed in the field above. Please enter all other invoice numbers
that will be covered by this payment (if applicable).

Select Credit Card [+] Add a Credit Card
Type Number Exp. Date

Select a card

==

[ visa 424274242 1230 |

Visa 4242774242 U3[25

Pay Invoice I Instructions

8 Convright 2022 Dve & Durham Cornoration

Note that the credit card type (Visa or Mastercard), masked number and expiry date appear
for credit cards that have been added to the account. For instructions on adding a credit
card, go to page 18.

7  Select a card and click Pay Invoice.

8 A confirmation message appears that the payment has been made.
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Dye &
Durham

Pay Invoice Confirmation

Your invoice has been successfully paid. Your firm's billing contact will receive an email receipt. It will take a
few days for the Balance Due in the Account Summary page to be updated. Please do not make the payment
again.

& Copyright 2022, Dye & Durham Corporation
9 Click OK in the confirmation message.

10 The billing contact for the firm receives an email with the details of this transaction.
Refer to the sample email on page 9.

Note: After making this payment the balance will be refreshed in the Account Summary
page in a couple of days.
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4.3. ACCESSING THE PAY PAGE IN PROSUITE
The Pay Page is available to Administrators only.

1 Inthe main ProSuite screen, click My Firm:

= ProSuite Trust 9.8.1.2 - System Admin

R

- u] x
0 Main Menu System Admin Stewart Assyst  Help Centre "
A e & . pu
g 05 9H9@P E W % Mg EROF & &
New Find Bing | Copy  Print | Refresh | Eing  Notifi- | Reports = Search& | Find New | MyFim | Fim User | Tust | Estate | OGenerated | News | Exit
Forward cations Reports | Contacts  Contact Users Planning | 0Pending
File Report s i o Estate .
[ Wews G
Topic Priority
Topic: THIS IS C60 ENVIRONMENT Priority: Info Prnt
THIS IS €50 ENVIRONMENT Info o [ —
ProSuite Staging Moving! High ol o
April 15 News Update Info 15 B0 ENVIRONMENT
FCT Title Insurance Orders Info
ProSuite V.9, 1 now avalable Info
System Maintenance Info
Resolved Issue in ProSuite Info
V8.9 Now Availsble Info
New Document Added Info
File Matter - My Files Access Date Compietion Date  Type ist Chent Civic Address Outside Practiioners Firm

Server Staging Frm | User

2 In the My Firm screen click Billing.

(D DocGenStatus

34 Administrator Firm : My Firm

43 Generate Documents

Name Administrator Firm Type MyFim

Frm | FamPersonnel | Settings  Accountlirary  Mortgage Library  Aduustmentlibrary  Undertaking Livary  Holidays | | Bilng |

Firm Reference Data. Please enter all required data.

Lawyer Frm  dministrator Firm

£ Q

2nd Line Name  Notary Publc
d Line Name
District | District of 8C
PSTTaxNo PST1234356
GSTTaxNo 845613595 RTO00IHST
HSTTaxNo PST12343568
Sole Practitioner /!

Make sure that Contact data is correct.
Enter 2nd and 3rd Letterhead Line ff Required.
Enter the Tax Number.

Billng Contact

Emergent Client ID | §4AD327D-298C-468D-98CC67D94356 107F

ProSuite Staging Version 9.8

m} X

mylTSA @ @ ¢ ® & % |0

ock File

payment method.

In the Payment Method Management screen, confirm that Invoice is selected for the
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&4 Administrator Firm : My Firm - o X
43 Generate Documents myLTSA @ r @& B %
Name Administrator Frm Type MyFim
Frm | FemPersonnel | Settings  Accountlbrary  Mortgage Library | Adjustmentlbrary | Undertaking Lbrary  Holdays | &dng | Uinkodk File
Payment Method Management | Account Summary
~
Dye &
Durham
Secure Payment Manager ) |
Account
Customer ID 8C000001
Account Name Administration Firm Corporation
Address 139 Bay Street (Commerce Court West), Suite #2610
city Vancouver
Province BC
Postal Code Vecate
Phone L866.367.7648
illing Emait com
Contact Name Konstantin
.
Payment Method Edit /K
TProSuite | ek |
v 2
Subscription Payment History 5
Ready -> ProSuite Staging Version 9.8.1.2 User=adminandrea Trust 4
34 Administrator Firm : My Firm - o X
42 Generate Documents myLTSA @ & B %
Name Administrator Frm Type MyFim
Fim | FrmPersonnel | Settngs | AccountLbrary | Mortgage Lirary | Adjustmentlbrary | UndertakingLirary  Holdays | 5 | Unlock File
Payment Method Management | Account Summary
)
Dye &
Durham
Account Summary
Account
CustomerID 80000001
Account Name Administration Firm Corporation
Address 199 Bay Street (Commerce Court West), Suite #4610
city Vancouver
Province BC
Postal Code VEC 2T6
Phone 1.866.367.7648
illi Email om
Contact Name Konstantin
o "
Period End Date: Feb 28, 2022 ﬂ
Balance Due or (Credit): § 1,332.35| Pay Invoice | v y
Ready ProSuite Staging 9.8.1.2 User=adminandrea T 4

5 The Pay Invoice page appears with the Customer ID, amount owing and invoice number:
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3 Administrator Firm : My Firm - o X
42 Generate Documents mylLTSA @ g ® 0 [t}
MName Adminstrator Frm Type MyFrm
Fim | FrmPersomel | Settings | Accountlibrary  Mortgage Lbrary | AdjustmentUbrary | Undertaking Library  Holidays | &iing | Unlock Fle
Payment Method Management  Account Summary
~

Dye &
Durham

Account
Customer ID BC000001
Amount s[133235 |
Invoice Number [DP8833434

IMPORTANT: It might take a few days for the Balance Due (Amount) to refiect payments.

number is displayed in the field above. Please enter all other invoice numbers
nt (if applicable]

select Credit Card [+ Add a Credit Card
Type Number Exp. Date
[Select a card v

P
[Pay imvoice | - [[Instructons | v

Note that the credit card type (Visa or Mastercard), masked number and expiry date appear
for credit cards that have been added to the account. For instructions on adding a credit
card, go to page 18. It is strongly recommended that you pay the entire balance.

6

7

8

The last invoice number is automatically displayed. Enter all other invoice numbers that

will be covered by this payment (optional).

Select a card and click Pay Invoice.

A confirmation message appears that the payment has been made.

4 Administrator Firm : My Firm

42 Generate Documents

Name Admnstrator Frm Type MyFrm

Fim | FrmPersomnel | Settings  Accountlibrary  Mortgage Library  Adjustmentlbrary  Undertaking Library  Holidays | Gding
Payment Method Management | Account Summary

Dye &
Durham

Pay Invoice Confirmation

- o X

mylTSA @ @ ¢ @& & * "—U—

Unlock Fle

again.

Your invoice has been successfully paid. Your firm's billing contact willreceive an email receipt. It will ke 3
few days for the Balance Due in the Account Summary page 1o be updated. Please do not make the payment

T LI Dye B Durtem Coparatin

9

Click OK in the confirmation message.
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10 The billing contact for the firm receives an email with the details of this transaction.
Refer to the sample email on page 9.

Note: After making this payment the balance will be refreshed in the Account Summary
page in a couple of days.
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5. ADDING A CREDIT CARD

You can enter a valid credit card and then reuse it the next time you make an invoice payment. The
following directions are the same for all Dye & Durham applications mentioned in this document:

1 Inthe Pay Invoice page, click Add a Credit Card.

o

Dye &
Durham

Pay Invoice

Account
Account Number 5536
Amount $[1382550

Invoice Number |D P8564153

IMPORTANT: It might take a few days for the Balance Due {(Amount) to reflect payments.

Your firm's most recent invoice number is displayed in the field above. Please enter all other invoice numbers
that will be covered by this payment (if applicable).

Select Credit Card @ | [+] Add a Credit Card |

Type Number Exp. Date

|Select a card

Pay Invoice | Instructions

2 Inthe Secure Payment — Add a Card page, enter the details as they appear on your
credit card:

e Cardholder Name
e Card Number
e Expiry Date

e (Card Security Code
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Dye &
Durham

Secure Payment - Add a Card

Account Details

Please complete the following details exactly as they appear on your card.
Do not put spaces or hyphens in the card number.

Cardholder Name: |

Card Number: |

exony bt [T%] [T
Card Security Code: I_

3 Click Submit.

4 A confirmation message appears that your card has been successfully added.
5 Click OK in the message.

6 The Pay Invoice page reappears. Select the required credit card from the list.

Note that as part of the secure management of the firm’s credit card, the credit card is
partially masked in the Pay Invoice page.
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6. VIEWING INVOICE PAYMENTS IN ACCOUNT STATEMENT

On the 5" of every month a line appears in your firm’s Account Statement for every Invoice by Credit
Card Payment made in the past month. The Account Statement is emailed to your firm’s billing
contact (with the invoice) and is accessible in the Account Summary of your applications.

Dye & ACCOUNT STATEMENT
Durham

BILL TO: REMIT PAYMENT TO: Period Ending: Jul 31, 2021

10275 KB Invoice Account Do Process

Attn: QA 10275 As part of Dye & Durham Account Number: 10275

123 Front St E clo TOH9E2C

T pive P.0. Box 1952, Station A

oronto, Toronto, Ontario MSW 1Wa
MSA 1E3 or sign up for Electronic

Funds Transfer (EFT) payment

Balance Due or (Credit) :

$638.45

IT the balance is shown in () il indicales a credil for which ne paymenl i reguired

Orverdue Balances

Ascounts wilh a balance due greater than 30 days are subjed o suspension wilhoul nolics.

Appearing below are all invoices, payments and olher activilies for the period. Please indicate invoics numbers on your cheque. Conlact the Cuslomer Service
Cenlre at 416-322-8111 ar 1-886-367-T848 I you reguire assisiance.

Date Transaction Referance Amount
08/30/2021 July's Opening Balance 3487.03
O7/31/207%1 Invoice DPBBAT422 5638.45

I 07i31/2021 | Payment PAY-DP-000002 $(487.03) I
July's Closing Balance $638.45

07/31/2021

Infoemation for additional months can be oblained from the Account Summary avaidable in your Dye & Durham application. We tank you for your business and
loak foraard 1o conlinuing o senne you. I you have any gueslions concerning (his sialement; please call 416-322-8111 7 1-886-367-T648 or email

inquiries@dyedurham.com.

HST/ GST Mo. 80709 5055 RTDO01; MB PST 82B0B0SS2WMTO001; SK PST 2542728, BC PET 10059548

Page 1 of 1
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