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Introduction to ePayment

The ePayment system replaces the eBill system which you previously used to manage
your billing transactions with MERS.

This manual provides you with screen shots from the ePayment tool along with
information and instructions on how to use ePayment.
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Portal Login and ePayment Access

tal

@MEK Employer Por
" Wimcpsl ingheyees Retrement Syaten

1. Log In to the MERS
Employer Portal using your
MERS assigned User Name
and Password

pl

2. On the MERS Employer

©MERS =
- Portal home page, click

Employer Portal _ K Reporting on the menu bar
mves s Lealimmg 1 oms - -3

Program Summary LONacL us

Defined Benefit

4. Click ePayment option

= Newsletters
Active Qutlook
Employer Bulletin
Retiree News

This year's Comprehensive Annual Qort availabie for download
August 17, 2010 — Our Comprehensivy _C....

3. Select and click on
Defined Benefit
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ePayment Account Summary

1134_Mu nicipal Way
ePayment IR

MUNICIPAL EMPLOYEES' RE“REMENT SYSTEM OF MICHIGAN B00.767.2308 | 517.703.9030
Your Account ¢

Home = Your Account = Account Summary [ Logout ]

Account Summary

Open Invoices
Balace Due: 51,656,019.95

Credit Available:  (5437.72) @
Met Balance Due: 51,655582.24

T N T N TS

000173832 5/31/2011 6/20/2011 580,544 65 $89,544.65
00D17257-2 4/30/2011 5/20/2011 $130,397.90 $130,397.90
00D17256-2 @ 3/31/2011 4/20f2011 585,050 86 $84,049 82
00D17583-2 2/28/2011 3/20/2011 $82,623.11 $82,623.11
00D17582-2 1/31/2011 2/20/2011 $81,206.84 $81,206.84

View Invoice Details @
Recent Activities

00017255-01-A Return 5/28/2011 ($110.04)
00017255-03-A @ Return 5/28/2011 ($110.04)
00017255-02-A Return 5/28/2011 ($327.68)

View Complete List @

Scheduled Payments
Empty

1. This section shows you your Balance Due, Credit Available, and the Net Balance Due on all of
your open invoices.

2. These are your core invoice numbers. Note: The number appearing after the dash indicates that
there is more than one line item on the invoice; for example the 2 indicates two line items for that
invoice. When selecting the invoice number, a PDF file of the invoice will open.

3. This shows your recent activities that are tied to an invoice and a specific line item on the invoice.
4. If you have payments scheduled, they would show here.
5. This takes you to a screen that shows the details of each invoice group. It is also where to go to

make payments.

s
6. This takes you to a screen that shows all recent payment activities. @M E KS
I
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Make a Payment

Entering ePayment system

Log into the MERS Employer Portal.

On the Portal home page, click reporting.
Select Defined Benefit.

Click on ePayment (see page 5 instructions).

PwONPE

Access invoice details

On the ePayment account page, click on the View Invoice Details (number 5 on page 6).

Open liveoii g5
Balace Due: 51656015 %6
Credit Available: {5837.72)
Net Balance Due: 51,655,582 .24

levoice & | Date |  pueDme | Total | Batsnce Due
Do 73832 5/31/2041 6/20/2001 58S 544 65 SBO S84 65
73572 &/30/2001 5/20/2011 5130,357 .50 513035790
DOO0TISE-2 3a1/am1 4/20)/2001 585,055 88 584 955 82
G004 TsR3-2 22872001 372042001 SE2 62311 £82 52311
DO T5ED-2 1/3152001 22002011 581,206 84 581,206.35

@MERS

Municipal Employees’ Refirement System




Make a Payment

1134 Municipal Way
ePayment (@ ME NIt
www.mersofmich.com
MUNICIPAL EMPLOYEES' REHREM ENT SYSTEM OF MICHIGAN B0D.767.2308 | 517.703.9030

Your Account ¥

Home = Your Account = Invoices » Qutstanding Invoices [ Logout]

Outstanding Invoices

Search

Invoice #: @ Max Results:
. Search ,‘ Reset ,

Y

Core Invoice Number | DOD17256-2 @

@

Muni # 840101 Reporting Period 20110@ Pay All |:|$ @
Number Mumber Name Date Amnum Balance Invoice Amount
00017256-01 @ General 3/31/2011 4/20/2011 530,462.76 $30,352.72 Fi
00017256-02 01 General 3/31/2011 4/20/2011 554,597.10 554,597.10 O \
Total: $85,059.86 584,949 87 $0.00 @

Export

®

Selected Invoice List

Empty

Q@

This section is where you can search for a specific invoice by using an invoice number.
This drop-down menu lists all of your core invoices.
This area shows the selected invoice, its individual line items, and the amount due for each item.
There are three ways to process a payment:
a. Click the Pay All box which pays the total due for the entire invoice.
b. Select the Check box under Pay Invoice to pay a specific line item, (or)
c. Enter a specific amount in the Payment Amount field. Note: It is recommended to
pay/use credits first (see number 1 on page 6 — Credit Available).
5. Use the core invoice number dropdown or the Next button.
6. Once you have determined your payment, the invoice and amount display in the Selected
Invoice List.
7.  After you have slected to pay all your outstanding invoices, click the

Municipal Employees’ Retirement System
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Ma

Ke a Payment

Your Account #

[ Legout ]

Selected Invoice List

T NS R

00017256-01 $30,352.72 $30,352.72

Total: $30,352.72

Payment Options

(& E-theck

Select from Wallet:

Bank Routing Number:
Bank Account Number:
Account Holder Name:

O save to wallet

Street:

Street 2:
City: @
State:

Zip Code:

Country: |United States

@ Pay Nurw

O Pay Later m

‘ Cancel ,‘ Submit , @

Enter your banking information and check Save to Wallet if future payments will be
coming from the same account; you will be prompted to name the wallet (i.e. Division
1, General Account, etc.).

Enter billing address or verify if it was automatically populated.

10. Select either Pay Now, or Pay Later; click the calendar icon to set up the payment date.

11.

Click the Submit button to process the payment.
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Payment Confirmation

Your Account ¥

i [ Logout]
Confirmation
MERS of Michigan
1134 Municipal Way
Lansing, M1 48317
Customer Number 155555 Payment Number: WEBPMTOOO00000108

Customer Name: Created Date: 6/2/2011
Status: Processed

Process Date; 6/2/2011

Amount: 52,000.00

Transaction Details

Capture Amount: 52,000.00 Status: Approved
Type: ECheck Origination ID: 241457733
Card f Account Mumber: X00047 26 Authorization Code: TMEE4S
Billing Address:
I 458047

United States

Paid Invoice List

00017256-2 00017256-01 201103 General 52,000.00
Invoice Total: $2,000.00

This is your payment confirmation page. It has all of your transaction details, and it can be
printed for your records by clicking the Print button at the top of the page.
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Manage Payment Wallet

Your payment wallet holds bank account information from which payments can be
made to MERS. You can add, change, or delete wallet information as needed. The
following information will show you how to access your wallet and manage it.

Your Account b
Account Summary

Account Summary
Invoices [

Recent Activities

Scheduled Payments

Account Summary

From Your Account drop-down
menu select Wallet.

OMERS
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Manage Payment Wallet

EE O MERS B

MUNICIPAL EMPLOYEES' RETIREMENT SYSTEM OF MiCHIGAN  BODUTET.Z308 | S17.700.5030
Your Acoount b

Horme > Your Ateount > Wallet [Logout]
Wallet

| wamemme | et | dcoscewmee ]

Delsts Edit Division 1 EChack OO0ET25 0003456

(® E-Check
Wallet ID: @
Bamk Routimg Mumiber:

Bank Adcount Mumiber:

Account Holder Name:

Sereet:
Streer 2:
City:
State: M
Tip Code: 45047

Country: United States

@ " Sl.lbmlt,

1. You can either Delete or Edit an existing wallet by clicking on the appropriate link.
2. Tocreate a new wallet, enter a new name for the wallet such as “checking” or “savings” or

create a unigue name.
¢MERS

Enter the banking information in this section.
Municipal Employees’ Refirement System

sw

Enter the municipality’s billing address in this section.
5. Click on the Submit button to create a new wallet.
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ePayment Invoice History

Your Account Pk
Account Summary . . .
punires > Inunicre Hiztnre
Recent Activities Invoice History

Scheduled Payments Apply Existing Credit

Wallet

Account Invoice

Information

Only outstanding
Invoices, new invoices
and payments
occurring after June 9,
2011 will be
accessible and
viewable in ePayment.

cPayment CRINTIRS

MUNICIPAL EMPLOYEES' RETIREMENT SYSTEM OF MICHIGAN
Your Account

Home = Your Account > Invoices > Invoice History

Invoice History

Search
Invoice #
From: ﬁ @
Ta: ﬁ

oo @

1134 Municipal Way

Lansing, MI 45917

whw. mersofmich.com
BOD.TE7.2308 | 517.703.9030

Pokagon Band of Potawatomi Indians [ Logout ]

Max Results:
Source:

‘ Search ,‘ Reset ,

1.
2.

Enter the Invoice History search criteria (Invoice number, or dates).
Your search results will display here.
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ePayment Apply Existing Credit

1.
2.
3.

Click on Your Account.
Select Invoices.
Select Apply Existing Credit.

The Credit Available displays.

~
< 1134 Municipal Way =
ePayment ME S Lansing, MI 48917
. www.mersofmich.com
MUNICIPAL EMPLOYEES’ RETIREMENT SYSTEM OF MICHIGAN B00.767.2308 | 517.703.9030
Your Atcount b
Account Summary
Home > Your Account > Account Summary Dobamen Band of Datauat s [Logout]
Inwoices » Outstanding Invaices
Recent Activities Inwaice Histary
Scheduled Payments
Ac
Wiallet
Open Invoices
Balace Due: $1,680,596 72
Credit Available:  ($2,034.63) L
Het Balance Due: $1,678,564.09
00017707-33 6/1/2011 7202011 $28578.76 $2857876
00017383-2 5/31/2011 5/20/2011 80,544 65 $80,544.65
00017257-2 4/30/2011 5/20/2011 $130,397 90 $128,397 90
00017256-2 3/31/2011 42042011 585,059 56 $52,949.82
00017583-2 2/26/2011 3/20/2011 $62,623.11 $62,623.11
Yiew Invoice Details
Recent Activities
[ P b

S ¢MERS

MUNICIFAL EMPLOYEES® RETIREMENT SYSTEM OF MICHIGAN
Your Account Bk

Home = Your Account = Invoices > Apply Existing Credit

Apply Existing Credit

Filter by Document Type
Max Results:

Al 200 W

e [ ey e g T Ty e
Select this General 00017255-03-A 5/28/2011 (5110.04) S50.00 5110.04 o
Select this 01 General 00017255-02-A 5/28/2011 (5327.68) 50.00 5327.68

1134 Municipal Way

Lansing, MI 48917
www.mersofmich_com
800.767.23068 | 517.703.9030

[ Legout]

‘ Search , ‘ Reset ’

4. This column shows the amount of existing credit available for the line item.
5.

Click the Select this link to apply all or part of the existing credit to the line item.
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ePayment Apply Existing Credit

6. Apply the existing credit by checking the box to Pay Invoice.

=
Outstanding Imvelces
Sewih
e B an Beimlter | 200 W
T T )
e lyador Blmmber | OO0 F295-00 =
Bbad
¥k hma bri: @
e Pl (el
Bpelird B smt: S0 B8
Uil A gt | 5187100
Bl LG Warpaning Fesied 001000 Feyid ]
pmir. Divisles Dbl ke o (ridssbel | Bosslie Fap | Fapmem
[ 1] Viem ey ame (ix 5 L] Dafemc bwwir o
G | General AR | | B0 E3 M e B kel o]
EETESS Gareeral LR - DHIE Fecte FHIE U FOA 55T LB (5]
Toslt AR ELAEAT e
Lipon
P

The invoice drops into the Selected Invoice List.

7. Click Pay.

Selected Invaice List

Invoice # Balance

Paym ent

00017256-01 $28,352.72 4107114

Total: $1,071.14

‘Cance!’ ‘ Pay ,

OMERS
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ePayment Apply Existing Credit

The Applied Credit Details displays Applied Amount.

8. Click Confirm.

A downloadable PDF document will display and is your confirmation that confirms your payment.

Invoice #

00017 256-01

Balance

428,352

Selected Invoice List

Payment

72 $1,071.14

Total: $1,071.14

Document #

00017707 -34-4

61,2011 11:53:00 PR

Applied Credit Details

Applied Amount

$1,071.14 $1,071.14

Unapplied Amount
$0.00

DD
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Scheduled Payments

7

Your Account #
Account Summary
Account Summary
Invoices [ ]
Recent Activities
The screen below, shows you any payments that you have
D 1 scheduled to pay at a later date. It shows you the invoice
number, the payment amount and the date the payment is
scheduled to be made to MERS. Clicking the Payment
Number for each invoice will open a printable document
Wallet for your records.

Your Account #

Home > Your Account > Scheduled Payments [ Legout ]

Scheduled Payments

e | soesbns | romerttomr | o | oo | sows ||

Cancel 6/8/2011 WEBPMTOOO0000111 $1,000.00 Scheduled

Regular

Cancel 6/6/2011 WEBPMTOOD0000110 5500.00 Scheduled Regular
MERS of Michigan
1134 Municipal Way
Lansing, M1 48917
Customer Number: 840101 Payment Number: WEBPMTO000000111

Customer Mame: Created Date: 6/3/2011 . .
Status: Scheculed This is a printable document for
Process Date: §/8/2011 your own recordkeeping purposes.

Amount: 51,000.00

Paid Invoice List

00017256-2 00017256-02 201103 General 51,000.00

Invaice Total: $1.000.00

OMERS
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Leave blank page
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MERS of Michigan

9

MUNICIPAL EMPLOYEES’
RETIREMENT SYSTEM

1134 Municipal Way
Lansing, MI 48917

800.767.2308
Fax: 517.703.9707

www.mersofmich.com
www.mymers.mersofmich.com

This presentation contains a summary description of MERS benefits, policies
or procedures. MERS has made every effort to ensure that the information
provided is accurate and up to date. Where the publication conflicts with the
relevant Plan Document, the Plan Document controls.
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