USING THE CUSTOMER PORTAL
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Purpose

Read this helpful step by step to explain some of the features in the company’s portal to help
you understand what’s available to you as you do business together.



Receiving an Invite to the Customer
Portal

Customer Portal Invite links are valid for 30 days once they are sent. If 30 days have passed, and you
never used your invite link, you'll have to request a new Portal Invitation Email from the company that

sent you the portal invite.

Example of Customer Portal Invitation email:

you've been invited to the Pratt's Customer Portal! © a « ~

3 © Evan Sharp <evan@prattslandscape.com> Today at 1:55PM
To:

Hello,

Beginning January 1, 2024, we transitioned to a new software system, and our online payment portal has changed. For
security reasons, any stored credit card information in our previous portal will not transfer and will need to be re-entered in
the new portal. Click the link below to confirm access and set up your password. Once logged in, you can manage your
payment methods by clicking the "Welcome" button in the top-right corner of your screen and choosing "Manage Payment
Methods".

If you have any questions, please email or call or text me at evan@prattslandscape.com or 502-289-6718, and | will be
happy to assist you.

To confirm access and setup your account in our Customer Portal, please click the link below:

Click here to accept your Portal invite

Thank You!!

Pratt's Lawn and Landscape

CALL or TEXT: 502-289-6718

1839 Lexington Rd., Georgetown, KY 40324
Web: www.prattslandscape.com

Visit us on facebook!

= pratts..

When accepting the portal invitation in the email, you'd set your password and bookmark the
URL for the Customer Portal, so you can log in whenever you want to review proposals or
invoices.



Welcome!

Welcome. Please set your password

P

Confirm Password *

After your password is set, you will be redirected to the login page. You can then log in to your
portal account for the first time.



Logging Into the Customer Portal

To log into the portal, you will enter the email address that the portal was accepted from,
complete with the password that you created at the time of sign up. Once you are logged in,
your dashboard will be displayed.

Welcome to the Pratt's Customer Portal! Test Lawn Care Residence 1~

Review Invoices, Proposals and More Here!

Pending Payment Amount

MEELEU (SR SR |

Reset Password

If you cannot remember your password, you can request a new password on the login screen

by selecting Forgot Password?

* Note: The company that manages your customer portal cannot see your passwords; it's up

to you to reset your password if you do not have access to your old password.

= praft,

Welcome!

Email Address *

Password *

Forgot Password?




The login email needs to be the same as the email you registered with at the time of accepting

the portal invite to receive the Password Reset email.

If you change your email address, you will need to reach out to the company that manages the
portal to update your information. If you are already portal verified, then as long as your email

address is updated, then you would be able to log in with your updated email address.

Troubleshooting

If you click the link to reset your password for your account and you never receive this email,
confirm by phone or email to the company you are doing business with to see if you are
Customer Portal Verified. This means that you have accepted your invite to join the customer

portal and have set a password.

If you are not Customer Portal Verified, you will not get a password reset email. You would have
to accept the initial portal invite first, and then, set a password. Initial invites are good for 30
days, if you have an invite older than 30 days, the company managing the portal should resend

you the invite to create a portal account.

Features of Your Customer Portal

Once you accept your invite to create a new account to access the Customer Portal, there are

many things you can do once you log in.

We will go over the self-serve features that the customer portal offers so you can understand

what can do on your own:

e Manage payment methods
e View and sign Proposals
e View and pay Invoices

e Manage multiple properties



Managing Payment Methods

In the customer portal, you may have the option to add your own payment methods. If this

option is not available to you, you can go to the next section.

e To add a payment source, click the Welcome button and then Manage Payment
Methods.

Welcome to the Pratt's Customer Portal! Test Lawn Care Residence 1~

Review Invoices, Proposals and More Here!

e Click Create Payment Method to add a new payment source.

Back to Dashboard I Subscribe to Electronic Receipts ( Create Payment Method

Payment Method Expires Expires Soon Active Default

Items per page: 5 v 0of0 |( < > )|

ACH/eCheck

. If the company you are doing business with does not accept ACH/eChecks, you should not

add an ACH payment source in the portal and attempt to make a payment.

To add a new ACH payment method, select the Create Payment Method box, then under the
payment type drop down, choose ACH/eCheck.



Payment Type *

ACH/eCheck v

Routing/Account Number *

Default Payment Method
Use Default Billing

Name on Card

Address Line 2

City

Create Payment Method Cancel

e Under the Routing/Account Number, enter your bank information separating the

routing and the account number with a "/".

Routing/Account Number *

JOOOOOOKOOOONX

. No spaces or special characters besides "/" should be used in this box.

e After entering the bank information, you can decide to make this a default payment

method by checking the Default Payment Method checkbox.

e When all information is entered, select Create Payment Method.

Credit Card

For credit card payments inside of the customer portal, select the payment type of credit card,
and enter the details to save your card onto your customer portal account. Then, this card

could be used for future transactions.



Payment Type *
Credit Card A

Card Number*

Expiration Date *

01 v 2024 e

Default Payment Method
Use Default Billing

Name on Card

Address Line 1

Address Line 2

City

State/Province ZIP

Create Payment Method Cancel

Subscribing to Electronic Receipts in the Customer Portal

You have the option to subscribe to Electronic Receipts in the Customer Portal. This option can

be turned on from the Manage Payments screen under the Welcome button.

Welcome Evan Sharp

(Manage Payment Methods)

Reset Password

Logout

e |[f this is turned on, you would get an automatic email notifying you that you've opted

in to receive Electronic Receipts when payments are completed.

(IV Subscribe to Electronic Receipts)

Payment Method Expires Expires Soon Default

Items per page: 5 v




Here is an example email of what you'd receive when turning this button on for Electronic

Receipts:
You are subscribed to Transaction Receipts from Pratt's Lawn & Landscape, Inc D inboxx =)
° NoReply@youraspire.com 418PM (Iminuteag) ¢y © @
. tome v

Successfully Subscribed!

This email confirms you have been subscribed to receive Transaction
Receipts in Aspire.

If you feel that you are reaching this message in error please contact your account manager at
Pratt's Lawn & Landscape, Inc to update your email preferences.

e Now, when a payment is made with the payment source on file, you would

automatically get a receipt for the amount paid.



Viewing and Signing Proposals

» Note: If you do not see Proposals displayed in the customer portal, you can skip this

section.

When you need to review line-item details inside of your customer portal account, click the

vertical three dot icon within the Invoices, Proposals, or Issues tabs.

If you receive a Proposal for work, you can accept and sign inside your customer portal

account with the use of an Electronic Signature!

Viewing a Proposal

When you log in, click Proposals, and then the vertical three dots to View or Sign.

Welcome to the Pratt's Customer Portal! Test Lawn Care Residence 1~

Review Invoices, Proposals and More Here!

posa

Test Lawn Care Residence 1 Standard Lawn Care Dec 31, 2023

e Viewing will display a preview of the opportunity proposal to download and save or

print.

10



Cannet view document?

= 79bf6aff-f7d6-4...

ttBs
2 P8 iocepe Proposal #1949

Standard Lawn Care

Date 192024
Customer Evn Sharp,
Proparty  Test Lawn Care Residence 1

Our Lawn Care Program consiats of

o Timely feedings of professional grace siow-rekase flenizen

1
see.00
35120
ss.20
$8120
ss.20
sac0

$3000

$2100
37100

eitial st 9 cptionsl services you woud e aded Precy CostparOce  Anmasl Cost
Grus st Arrey Worrs Pratection 1 s101. swn0
Tirt Aarwson ard O Swedrg 1 s=1m 120

Lime Tresrant 1 =10 $81.20

Signing a Proposal

If you want to sign the proposal, go back to the three dots, and select Sign.

Welcome to the Pratt's Customer Portal! LCEAETT NeE Y EELELGER R Welcome Evan Sharp

Review Invoices, Proposals and More Here!

Estimated Start

Standard Lawn Care Dec 31,2023

e The Electronic Signature window will appear.



e When the proposal is signed via email, your Sales Representative will receive an email

notifying them the proposal was signed.

' Note: The company you are working with can also send proposals via email which you can

review and sign.

. For the best experience when using the customer portal, it is recommended that the

customer portal is operated on devices no smaller than a tablet.

12



Viewing and Paying Invoices

» Note: If you do not see Invoices displayed in the customer portal, you can skip this section.

Viewing Invoices

When invoices are sent, you can view them inside of the portal if you are the billing contact.
You could also make payments if the company managing the customer portal has electronic
payments enabled!

e If you need to review line-item details inside of your invoices, click Invoices, then click

the vertical three dot icon, then, select View.

Invoice Amount Due Pending Payment Amount

$371.00 Jan 9, 2024 $0.00

e Viewing an invoice inside of the Customer Portal shows a copy of the invoice sent to

you. You would be able to download and print the invoice on this screen.

Here is an example:

13



= af7dcf3e-50ea-... 1 /1

1839 Lexington Road INVOICE

Georgetown, KY 40324 Date Invoice No.

= i peatstandcapecom [ovoee [ Ga |
Lawn
Amount Due Enclosed

Terms Due Date
PROPERTY
Evan Sharp Test Lawn Care Residence 1
I

Gl
Please detach top portion and return with your payment.

QTY ITEM UNIT PRICE EXT PRICE SALES TAX  LINE TOTAL|

#1949 - Standard Lawn Care $350.00 $21.00 $371.00
January 2024
Total $350.00 $21.00 $371.00

Visibility for reviewing Invoices in the Customer Portal is limited to those that have accepted

the invite and are listed as either the Primary or the Billing contact tied to the property.



Paying Invoices
» Note: If you do not see Pay displayed in the customer portal, you can skip this section.

e After the invoice is viewed, then payment can be made with an Electronic Payment

Source.
e You could then go back to the three-dot menu and select Pay to complete payment.

Pending Payment Amount

$371.00 $0.00

1< <

Invoice Number Amount Remaining
123 $371.00

$371.00

Pay Invoice Cancel

Important to know about Invoices in the Customer Portal:

< The due date displayed in the Customer Portal is tied to the net terms of the properties’

invoices.

15



Multi-Property Management in the
Customer Portal

In order for these properties to be visible inside of the customer portal for property

management companies, you would want to list them as the primary or billing contact.

e The additional properties can be found by clicking on the drop-down arrow on the
Property name display.

Welcome to the Pratt's Customer Portal! Test Lawn Care Residence 1~

Review Invoices, Proposals and More Herel

$371.00 Jan9, 2024

e Then, the additional properties could be selected from the drop-down list to view the

additional property's Opportunities, Proposals.

X |
Welcome to the Pratt's Customer Portal! Tost Lawn Care Residence 1

Review Invoices, Proposals and More Here! Test Lawn Care Residence 2

Test Lawn Care Residence 3

Test Lawn Care Residence 4

——

Invoice Amount  Due Pending Payment Amount

$371.00 Jan9, 2024 $0.00

1K < > )l
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