Portal instructions

Pay invoices

1. Signin to: https://payment.UL.com

PAYMENTS LOGIN

Email Address

[ Password

m Keep mo signed in

Forgot password?

Portal Self Registration | Make One Time Payment

Question? Please contact our Customer Experience Center at CEC@ul.com

Select either Portal Self Registration or Make
One Time Payment.

2. Fillin all fields.

Portal Self Registration Make One Time Payment

Engish (USA)

3. To make a payment, first add your method of
payment. (See attached guide Adding Payment
Methods)

Under the “PAYMENTS” select “Pay an invoice.”

What Can You Do?

UL customers can view, print and pay their invoices online.

O T

s « Manage payment methods « Add additic

« Pay an invoice Change yo
Email Cust

All the Open Invoices will be listed. By clicking
the box at the top of the “Pay” column — you can
pay *all* of the invoices listed. You can also
select individual invoices to pay by selecting the
box next to each desired invoice.

Pay all invoices listed

Payment vy Invoice vy DueDate v
Status Date

[l Pay Print, PDF, Email
o ¥ 1411112019 1411212019
- 20/11/2019 2011212019
Pay individual invoice 2611212018 2510112020
¢ 28/12/12019 2710112020

Once you has decided which invoices to be paid
— click on “Pay Invoice” in Green to start the
payment process. Note: Invoices selected for
payment are highlighted in green.

Click “Pay Invoice”

Count: 1

® Clear

+ Pay Invoice

Payment Invoice Due Date Doc T
Pay Print, PDF, Email e 7 Daes T T L]

29/1212019 28/01/2020 | INV

¥ 30/01/2020 29/0212020 | INV.

¥ 30/01/2020 29/02/2020 | INV



In some cases, the invoices span multiple
Operating Units (OU), and they will be displayed

for payment grouped by OU.

Note: Invoices for the OU to be paid are
highlighted in green. If you move back and forth

between the OUs — the invoices highlighted flip to

match. (e.g., UL AG invoices are highlighted, so
that tab is brought to the front with the individual
invoices listed for review.). If you would like to
remove invoices at this point — click the red X.

Payment Group  Currency  Pay Amount  Payment Options.

564565 Gredit Card FAFCC

OPEN INVOICES

Payment Summary

Invoie AmES 545,65

Number

T

Status

Open Amis 64555

2000524141280

Once you are certain the proper invoices are
shown for payment, then select the payment
method. If no method has been saved, then

payment cannot proceed. If only one payment

method has been saved, the drop-down option
will not be available. Once the payment method
is confirmed —click “Pay” to continue the

process.

Payment Group  Currency  Pay Amount
i e et o

UL Verification Services Inc.

1. Select payment method

Payment Summary
status

UL vs us - 132 UsA

A final payment Pop-up will now confirm (a) the
transactional fees that may apply and (b) the
amount to be paid by the selected payment
method. At this point — by clicking “Pay” in the
Pop-up — you complete the transaction. An
auto-generated email confirmation will be sent
to you, and the payment processing begins in
the background. The open invoice will move to
“Pending” status. Payment settles in 24-48
hours depending on the payment method

selected. Once settled, Completed Payment will

be visible under “Closed invoices.”

Confirm Payment

UL AG charges transaction fees based on the
invoice amount. UL LLC, UL VS, UL Canada and

UL AG will charge a convenience fee in the future

Are you sure you want to pay 1,685.00 on card

Credit Card:Comerica?

Comments

Cancel

Pay

Add users

This is how to add Primary Contact.

1.

The Customer’s Primary Contact signs in to:
https://payment.UL.com. Enter User Name and

Password. Click Login.

PAYMENTS LOGIN

ematantcom
Sign into payment portal

Under “CUSTOMERS” select “Add additional

users”

an You Do?

nt and pay their invoices online.

CUSTOMERS

+« Manage Profile

MENTS

1ent methods

Y

« Add additional users I

» Change your password
« Email Customer Experience Center

A pop-up box will appear. You need to complete

all fields.

System Users

=

Create Portal User

Name

|

Email Address I

Language English (USA)
Admin Administrator
Suspended

Portal Customer

1. Enter as you want it
to appear on the
Welcome Page

2. All communications will
come to this email address

3. Change if another
language is preferred

Cancel Send Activation



Under the “Admin” field, a drop down menu
allows you to determine the access rights the
new user will have to the portal. “Administrator”
means the new user will be able to add users and
view, pay and print invoices. “Portal User”
means the new user will be able to view, print
and pay invoices, but not add users. “Portal
Viewer” means the new user will only be able to
view and print invoices, but not pay invoices or
add other users.

Create Portal User x
Name
Email Address
Language English (USA)
Admin Administrator
Suspended Administrator

Portal Customer | Portal User

Portal Viewer
Cancel Send Activation

Once the appropriate role has been selected,
click “Send Activation” and the Activation emails
will be distributed to the new user.

1. Enter as you
appear on the

Create Portal User

Name
Emall Address

Language English (USA) .

Suspended
4. Click to activate new user
Portal Customer

Change language settings

The Primary Contact signs in to:
https://payment.UL.com. Enter User Name and
Password. Click Sign in.

PAYMENTS LOGIN

l[~7

Under “CUSTOMERS” select “Manage Profile”

What Can You Do?

can view, print and pay their invoices online.

PAYMENTS CUSTOMERS

Pay an invoice « Manage Profile
Manage payment methods « Add additional users

« Change your password
« Email Customer Experience Center

Pay an invoice

When your Profile pops up — the Language
setting for the site can be changed by selecting
from the drop down menu shown.

Edit Portal User

Click the language

Name dropdown to select
anew language
Email Address

Language Spanish (Mexico) 'T

Cancel Save

Click “Save” to change the language setting.

Then, log out and log back into the site to enable
the change.

Adding payment methods

Paying by check

1.

2

Sign in to: https://payment.UL.com.

Enter User Name and Password.
*If not already registered please see Self
Registration - Make One Time Payment guide.

PAYMENTS LOGIN




Under “PAYMENTS” select “Manage Payment
Methods”

What Can You Do?

UL customers can view, print and pay their invoices online.

m PAYMENTS CUSTQ

oices « Pay an invoice
woices |- Manage payment methods |
dices « Pay an Invoice

« Manage Profile

« Add additional us
« Change your pas
« Email Customer [

Click on “New Bank Account” to provide the
informationt to set up eCheck payment.

Action Payment Description ]

Credit Cards

+ New Crean Card..

A template will pop up to capture all the required
information to enable eCheck payment. All of
these fields must be populated to enable the
“Save” function. Note: “Payment Description”
appears on the emailed payment confirmation.

Gt b Camtrmaton

When “Save” is clicked— a payment method
confirmation screen will pop up, and then this
Payment Method is confirmed and enabled to be
selected to pay any open invoices.

Bank Account:

Paying by credit card

1.

Under “PAYMENTS” select “Manage Payment
Methods”

What Can You Do?

UL customers can view, print and pay their invoices online.

ﬂ PAYMENTS CUST(Q

« Manage Profile

« Add additional us
« Change your pas
« Email Customer £

/oices « Pay an invoice
woices [
dices

ay an invoice

Select “Manage Payment Methods” — then the
screen to populate bank acconut and credit card
information pops up. Click on “New Credit Card”
to provide the informationt to set up online Credit
Card payment.

Bank Accounts Available

+ Now Bank Acct..

Action Payment Description Currency

Credit Cards Avallable

+ New CreanCara.. |

Select “New Credit Card” — then a template will
pop up to capture all the required information to
enable credit card payment online. All of these
fields must be populated to enable the “Save”
function. Note: “Payment Description” appears on
the emailed payment confirmation.

New Credit Card... X

Credit Card Payment Information

Payment Description

Payment Card Type American Express v
Credit Card

Expiration Month 01 M
Expiration Year 2020 v

Card CCV number

Zip Code of Credit Card
Currency Select Available Currency...

Email for Confirmation

Close Save



4. Click “Save” — a payment method confirmation
screen will pop up, and then this Payment
Method is confirmed and enabled to be selected
to pay any open invoices.

View, print, export and email
open invoices
This is how to find and open invoices

1. Signin to: https://payment.UL.com. Enter User
Name and Password. Then, click Sign In.

PAYMENTS LOGIN

2. Under “INVOICES” select “Review open
Invoices”

What Can You Do?

UL customers can view, print and pay their invoices online

INVOICES PAYMENTS .

pen invoices « Pay an invoice * Man

v i = « Manage payment methods « Add
Vi sed invoices « Pay an invoice + Cha
+ Eme

3. All the Open Invoices will be listed. By clicking
the box at the top of the “Print, PDF, Email”
column — you can create a single concatenated
PDF file of *all* of the invoices listed. That PDF
can then be printed, exported to Excel or
emailed.

To create a PDF of all
invoices, click here

Payment v Invoice Y DueDate v
Status Date

Pay [C] Print, PDF, Email
141112019 1411212019
201112019 2011212019
' 26/12/2019 25/01/2020
| |
Eal Print, PDF, Email nghr?::t Y Inl‘)l:ti:e v DueDate vy [
14/11/2019 14/1212019 | IN
2011172019 201122019 | IN

26/12/2019 25/01/2020 | IN

4. |If you only want to view, print, export or email a

single invoice or selected invoices, just select the
box next to the invoices needed. Then, select
from the enabled options across the top.

3 | | 2. Selecta
specific function

Payment Invoice DuUe Date
Pay Print, PDF, Emal : LA
1. Selecta 141112019 1411212019 | IN
specific invoice
2011172019 2011212019 | IN

26/12/2019 25/01/2020 | IN

Closed invoices and
completed payments

To find closed invoices and completed payments.

1. Signin to: https://payment.UL.com. Enter User
Name and Password. Then, click Sign In.

PAYMENTS LOGIN

2. Under the “INVOICES” select “View closed
invoices”

What Can You Do?

UL customers can view, print and pay their invoices online

INVOICES PAYMENTS .

N invoice « Mar
ment methods « Add
« Cha
o Emg

3. All the Closed Invoices will be listed for a rolling
24 months. In addition, line items will be shown
for invoices paid here. The default view shows
the oldest first. Double-click on Due Date to flip
the order to most recent first.

josed Invoices and Complet

Double-click on Due Date to get
the most current to the top

BU v Invoice Y DocType Y Invoice Number v
Date

Print, PDF, Email

2112016 0211172016 | INV

1810172017 | RCT-Recept

2017 | INV

D O OLOLHOLOLOLO




PDFs can be generated for all or individual
invoices which then can be printed or emailed.
Note: Presently, all invoices paid online at the
same time are shown in a single line. We will see
these separated in 2018.

Closed Invoices and Comple

B Invoice Due Date Doc Type v Invoice Number
[CJPrint, PDF, Email AT L S A T . L

Click here to print an
individual invoice

Contact us

This is how to communicate to internal UL
resources to request help.

1. Signin to: https://payment.UL.com. Enter
User Name and Password. Click Login.

PAYMENTS LOGIN

2. On the main Welcome Page, you can reach
support using one of two methods. By
selecting “Email Customer Experience
Center” under “CUSTOMERS”

What Can You Do?

can view, print and pay their invoices online.

PAYMENTS CUSTOMERS

Pay an invoice
payment methods

« Manage Profile

ditiona
« Change your VOrG
« Email Customer Experience Center

s

s

Another option is to use the Contact Us
feature at the bottom of the Welcome
Landing Page.

P
4 View, print and pay invoices

From the Contact Us box, select a Category,
and click “Send” and an email pop-up box
will be generated.

Contact us

+/ How can we help?
Customer service
Technical support
Payment support

imail Correspondence

Email To
Email From
Email Subject

Email Body

«



