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I. Overview

MyEasyView® is an online application that allows you to manage documents and files, search
and view documents, take payments over the phone, view reports, and enroll end usersin e-
statements. MyEasyView® provides a variety of features to better manage your accounts
receivable and inbound calls. This document will provide a brief overview of how to use
myEasyView®.

Il. Login Screen

Login URL: http://<organizationname>.myeasyview.com

Login for Instant Access

myEasyViaw ©

lll. File Management

The File Management tab displays all files that have been uploaded. In this tab you can:

APEX

See the status of recently uploaded files

Approve files

Stop/cancel files with errors or files that were uploaded incorrectly

Strike specific documents from files prior to approval

Review all archived files

Conduct afile search—search for a specific file you have uploaded

Conduct a document search—searchfor a specific document record within a file

Apply a custom message toindividual documents within a file and create internal notes when
approving or striking documents

Access the file summary, which includes the total number of documents within the file, number of
approved documents, number of stricken documents, number of suppressed documents, and the
totalamount due of all documents in a file.

Apex Revenue Technologies
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A. Approve a file without reviewing document PDFs

1. Search for files that need approval by date, group, and/or LOB (line of business). All files awaiting

approval will be in BOLD.

2. Select the file you want to approve and click on the Approve button on the right side of screen.

3. Tofinalize the approval of the job, click the Approve Job button; to cancel the job, click the Cancel Job

button.

B. Review documents before approving afile

1. Search for files awaiting approval by date, group, and/or LOB. Files awaiting approval are BOLD.

FILE MANAGEMENT | REPORTS | CUSTOMERSUPPORT | UPLOAD | ADWINv | WHATSNEW |  HELP

| Al Groups: v | ANLOSs ¥ | Needs Aporoval ™
R —
Received Type Dogurnents. Total
05/11/12 Demoinputfile_396403.bct

10:28AM Y1001 S ek

07/31/12 DemoinputFile 3776555t

09:26PM YLH-001 = $10,547.20

07/26/12 Demolnputfile 3755401t
10:02PM YLH-001

03/22/12 DemolnputFile_323523.txt
09:32PM YLH-001
03/20/12 DemolnputFile_322389.txt
08:09AM YLH-001
03/15/12 DemolnputFile_320884.txt
09:07PM YLH-001
03/13/12 DemolnputFile_319842.1xt
05:10PM  YLH-001

50 §10,730.36

50 59,309.24

50 $10773.84

50 5910536

50 5883428

‘Weicome Laurel Schulz (Last login: B132012)  Logoul

Filename: DemolngutFile_300403 txt
——

S —
- .
o S =
ol : =
==

e -
Ed

”
Mailing

Filo Roceived 04112012 10:28:00 AM
Filo Approved  Waiting For Approval

Printed
—
—
el e e

2. Select thefile you want to approve, and then click the Details button on the right side of the screen.
3. Select individual or multiple documents, then select the appropriate button on the right side: Strike or

Approve.

APEX

TOLLFREE 866 .

h\((\\:

FLEMAGGENENT | REFORTS | AWATICS | CUSTOWERSLFPORT | LPLOWD

| N | wwrseew | war
Wekcora Lavest Schus (Lot o SA2012)  Lizind

Comment | Sharc
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C. Add a note to a document (internal)

1. Within the details page, the Note button will add an internal note to the selected document.

FILEMANAGEMENT | REPORTS | ANAUITICS | CUSTOMERSUPPORT | UPLOAD | ADMINv | WHATSNEW | HELP
A ‘Wieloom Laurel Schulz (Last login: 04/2012)  Logout
i ACCENT
Health Cln

AccantinputFile_344878.txt - Medical Invoics

Documents  Amount

Account#Incluges v Total 1 $1,405.15

Amount Less Than or Eau”

Approvisiring | approve | _strike

@ Search Resuita =

[ vomumers 5 rpproveds | swidenis | suppressed 0

Printsd Customer Note

[ Date Amount  Account  Addressee Pgs ‘
05/14/12 $1405.15 10015  KIM PETERSON 1 [l
05/14/12 $33405 10016  LAURA JOHNSON 1
05/14/12 $57642 10017  STEVE PORWAN 1
C 051412 5145233 10018 PHYLUSJOHNSON i
05/14/12 594427 10019 FRANCIS LOGAN 1
05/14/12 $217.90 1002  WALTER SMITH 1
C 0514/12 532349 10020  TEDJOHNSON 1
0514/12 $97913 10021  CHARLES BENTLEY il
0514/12 $55713 10022 GEORGEWILSON 1
054/12 $41376 10023  BRAD HOHENSTEN 1
05/14/12 533520 10024  VICTOR JOHNSON 1

05/14/12 $827.27 10025  PATOLSEN 1

05(14/12 $31079 10026  MICHAEL STEENHAGEN 1

[__summary ][ ApproveJob | [ Cancel Job

Apex Revenue Technologies
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D. View all documentsin a file

1.

Search for file by date, group, and/or LOB.
2. Select thefile you wishto view. Then click the View button on the right side to access one PDF

containing all documents from the selectedfile.

FILE MANAGEMENT | REPORTS | CUSTOMERSUPPORT | UPLOAD | ADMINV | WHATSNEW | HELP
Welcome Laurel Schulz (Last login: 8/14/2012)  Logout

SYour Logo Here

Q, File Search - 9 jobs waiting for approval

All Groups = |AnLoBs || Needs Approval

‘3,’14/12 ] | ) |:M5 Name Search

Received Type Documents Total

07/31/12 DemolnputFile 377655.txt

50 §10,547.20

09:26PM YLH-001

g;‘/g;;l’\: e:::;l:lputﬁle_ﬂim.m 50 $1073036
E:f:;:ln: ‘l"fl‘l‘r:;lglputﬁlej'.’!izi.m 50 $9,30024
s:f;:;ln: ‘I'):rl:;lonlputFiIEjZZiSB.M 50 $10773.84
03/15/12 DemolnputFile_320884.txt 50 $9,105.36

09:07PM YLH-001

APEX

Q, File Information

Filename: DemolnputFile_396403.txt

Document Totals

Documents Amount
Total 50 §9,719.80
Approved 3 $677.44
Stricken 2 $301.48
Suppressed 2 50.00
Electronic 18 §3,356.24
Page Counls

Page Size # Documents

2 29

Note: Document counts above do not include stricken or suppressed documents

Mailin
2 File Received  9/11/2012 10:28:00 AM
File Approved  Waiting For Approval
Printed
Inserted
WMailed

Details Save Approve Cancel
1| | [wee] |

*The PDF will appear in a separate window containing all documents from that file

APEX
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APEX

IF PAYING BY CREDIT CARD, FILL OUT BELOW

CARD USING [op—
: a [P J visa, O
Your Logo Here : B3 == i
STATEMENT
STATEMENT DATE AGCOUNT NUMBER FAY THIS AMGUNT
I ) 0911112 1000 ‘ $200.48
{%} Billing Questions? SHOW AMOUNT PAID HERE = .
\22/ Please call us at: 651.287.8200 $ ‘ Pay Online:
accunthealth. myseeurebill om
BILL SMITH YOUR LOGO HERE SYSTEMS
1667 CITRUS AVE P.0. BOX 100
SAINT PAUL MN 55887 SAINT PAUL MN 55117-0100

myEasyMatch Code: P-QGNOT-56493-DBDNKK. Please detach and retumn top portion with payment.

ACCOUNT NUMBER ACCOUNT NAME STATEMENT DATE PAY THIS AMOUNT
1000 BILL SMITH 0911112 $200.48
Procedure s Payments/ Patient
Mate) Code Daschption Charges Adjustments Balance
082612 Encounter for Bill Smith with James Apex, MD
0826M12 | GD145 FLU VACCINATION $70.00
0826M12 | GD145 FLU VACCINATION $70.00
0873112 INSURANCE PAYMENT - HEALTH PARTNERS $-15.39
083112 INSURANCE PAYMENT - HEALTH PARTNERS $-15.39
0831112 INSURANCE DISCOUNT - HEALTH PARTNERS $-29.61 $25.00
083112 INSURANCE DISCOUNT - HEALTH PARTNERS $-29.61 $25.00
08/26/12 Encounter for Bill Smith with Joe Johnson, MD
0826M12 | 99212 OFFICE/QUTPT VISIT EST LEVL I $71.00
0826M12 | 99212 OFFICE/QUTPT VISIT EST LEVL I $71.00
0873112 INSURANCE PAYMENT - MEDICA $25.00
0831112 INSURANCE PAYMENT - MEDICA $25.00
083112 CR CONTRACTUAL ALLOW - MEDICA $21.00 $25.00
083112 CR CONTRACTUAL ALLOW - MEDICA $21.00 $25.00
08/26/12 Encounter for Bill Smith with John Smith, MD
082612 OFFICEFOUTPT VISIT EST PT LEVL 3 $155.00
08/26/12 OFFICE/QUTPT VISIT EST PTLEVL 3 $155.00
083112 PATIENT/GUARANTOR PAYMENT $20.00 $135.00
083112 PATIENT/GUARANTOR PAYMENT $20.00 $135.00
Current 31-60 Days 61-90 Days 91-120 Days Over 121 Days
$200.48 $0.00 $0.00 $0.00 $0.00

BALANCE DUE $200.48

Electronic Statements are q@*"’* 0]
now available! :_éfé

Apex Revenue Technologies
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IV.

Reports Tab

View and download the following reports from the Reports tab:
Address Processing Reports
Payment Reports
E-Statement Reports

Print and Processing Reports
Security Reports

gfauv Logo Here

FILE MANAGEMENT

Q, ‘Search Reports

All Groups -

Al LOBs H
| Run_|
N

Downloadsble data for the period 1/1/2012 to 914/2012 m

Payments -

Payment Summary -

vz @ vz B

B Report Data

B Report Summary

‘Summary data for the period 1/1/2012 to 10/1/2012
Date Transactions Total

2012 Mar 2 $0.05

2012 Apr 2 $0.08

2012 May 1 $0.01

2012 Jul 1 $0.01
4

2012 Sep $0.09

APEX

CUSTOMER SUPPORT

| UPLOAD | ADMINV | WHATSNEW |  HELP
Walcome Laursl Schulz {Lest login: 0/1/2012)  Logout

Payment Transactions by Month

A. Search for reports

In the Reports Tab you can searchfor reports by category, subcategory, group, LOB or date:

APEX

1.
2.

Enter the search criteria for your report, and then click the Run button.
A list of reports that meet your search criteria will appear under the Report Data section

on the left side of the screen. Reports can be exported to a CSV file for review.

screenalong with a graphical representation on the right side of the screen

Apex Revenue Technologies
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V. AdminTab

In the Admin tab, you can add groups, users, and managers; designate permissions; change
passwords; and deactivate users.

——

FILE MANAGEMENT | REPORTS |  CUSTOMER SUPPORT | uPLOAD ADMIN v WHATS NEW | HELF
Welcomg (Last login: 8/13/2012) Logout
g’our Logo Here
|| ‘ Active Users e
Login Name Last Login Active
afenner Anthony Fenner 9/11/2012 2:55:00 PM
akinney Al Kinney 7/26/2012 9:45:00 AM
ekoch Evan Koch 5/11/2012 %:39:00 AM
gbarmore Greg Barmore 3/20/2012 11:35:00 AM
gsloan Grady Sloan 8/22/2012 12:56:00 PM
hcasey Haley Casey 6/26/2012 2:57:00 PM
Jjnelson Julie Melson 3/21/2012 2:35:00 PM
kellyf Kelly Fischer 5/30/2012 12:07:00 PM
npeterson Mels Peterson 5/12/2012 2:46:00 PM
pbenson Paul Benson 9/11/2012 5:24:00 PM
pmallinger Peter Mallinger 9/12/2012 12:46:00 PM
prohs Phill Rohs 5/5/2012 11:12:00 AM
skluck Sam Kluck 7/17/2012 Z:28:00 PM
testuser 2/15/2012 3:38:00 PM
thruse Tanner Kruse 3/16/2012 2:53:00 PM
yih001
New User
APEX
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A. Edit User

To edit a user, select the user and click the Edit button to change the following administrative access:

1. Account information
2. Role

3. Defaulttab

4. Capabilities

5. Password

FILE MANAGEMENT |

5’%1 Lago Here

ADMIN v | WHAT'S NEW |

| CUSTOMER SUPPORT |

UPLOAD |

HELP

Welcoms Laursl Schulz (Last login: 813/2012)  Logout

& o e
s Active Users - m User Name skinney
|L - E-mail Address akinney®apexprint.com
First Name Ad
Last Nams Kinney
2
Dstault Tab Approval
Login Mame Last Login Active Pasaword
Last Login 7/26/2012 9:45:00 AM
afenner Anthony Fenner 9/11/2012 2:55:00 PM Allow Uploads
ekoch Evan Koch 9/11/2012 %:39:00 AM
gbarmore Greg Barmore 3/20/2012 11:35:00 AM
gslean ‘Grady Sloan 8/22/2012 12:56:00 PM
Q, Group Memberahip
hcasey Haley Casey 6/26/2012 2:57:00 PM
" =i Default Location (Admin 1341)
jnelson Julie Nelson 3/21/2012 2:35:00 PM
" Hospital
keltyf Kelly Fischer 5/30/2012 12:07:00 PM
- YLH-001
npeterson Mels Peterson 8/12/2012 2:46:00 PM
pbenson Paul Benson 9/11/2012 5:24:00 PM
pmallinger Peter Mallinger 9/12/2012 12:46:00 P
prohs Phill Rohs 8/5/2012 11:12:00 AM
skluck 5am Kluck /1772012 2:28:00 PM
testuser 2/15/2012 3:38:00 PM
thruse Tanner Kruse 3/16/2012 2:53:00 PM
yih001
New User
APEX

APEX
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B. Add New User

1. Toadda new user, clickthe New User button

SYour Logo Here

Q search Users

FILE MANAGEMENT

me,

Email or Los

Active Users ¥

Login

Name

Last Login Active

afenner
akinney
ekach
gbarmore
gsloan
heasey
jnelson
kellyf
npeterson
pbenson
pmallinger
prohs
skluck
testuser
thruse

yihoo1

Anthony Fenner

Al Kinney

Evan Koch

Greg Barmore

Grady Sloan

Haley Casey

Julie Nelson

Kelly Fischer

Nels Peterson

Paul Benson

Peter Mallinger

Phill Rohs

Sam Kluck

Tanner Kruse

9/11/2012 2:55:00 PM
7/26/2012 9:45:00 AM
9/11/2012 %:39:00 AM
3/20/2012 11:35:00 AM
8/22/2012 12:56:00 PM
6/26/2012 2:57:00 PM
3/21/2012 2:35:00 PM
5/30/2012 12:07:00 PM
9/12/2012 2:46:00 PM
9/11/2012 5:24:00 PM
9/12/2012 12:46:00 PM
9/5/2012 11:12:00 AM
7/17/2012 2:28:00 PM
2/15/2012 3:38:00 PM
3/16/2012 2:53:00 PM

/—-

ApEx

ﬁ

2. Fill in the user information and click Save

FILE MANAGEMENT | REPORTS

Q User Detsils
User Neme iapex
Email JoeApex@apesprint com
First Name Joe
Last Name. Apax
Login FileAs LastLoginDate Acdtive Active =]
e P - Dafault Tsb. Customer Support -
akinney Alexander Kinney 2/20/2012 B:30:00 AM Password Sndehiact-tald
amartin Alan Martin R
bkueppers Brian Kueppers2 10/21/2011 8:37:00 AM Upload Files
bkueppers Brian Kueppersl = Dafautt Location and Role | Accent Healtn Commorate % upportRep  +
brangorder Betty VanGorder 11/16/2011 54200 PM
dalbright David Albright 12/14/2011 8:06:00 AM
dalorignt David Albright
demoo1 9/25/2009 2:12:00 PM i
ekoch Evan Koch 9/2/2011 8:21:00 AM
Goarmore Greg Barmore 12 :18:00 P
gsioan Gragy Sioan 11 221:00 PV
hsmith Haley Sith 437:00 PM
kerickson Kurt Erickson
fischer Kelly Fischer
kgiimore Kariene Giimare 9/14/2011 1:43:00 PM
Kawrence Ken Lawrence 9/20/2011 1:41:00 PM
mac Jos Fyten 9/1/2008 2:55:00 PM I
New User
Apek
—

REPORTS CUSTOMER SUPPORT

UPLOAD |
‘Welcome Laurel 8chulz (Last login: 9/13/2012)

HELP
Logout

Q user Details

User Name

E-mail

First Name

Last Name

Active sl

Default Tab Approval g

Pazsword Must be & 1o 12 cnarsctars 1ong &nd cONLaIN UPRer and Iowsr ¢a8e Istters and
&t sgst one numbsr..

Gonfirm Password
Upload Files =
Group and Role Default Location ~ |Admin 1307 i

Group Member:

| ANALYTICS | CUSTOMERSUPPORT | UPLOAD | ADMINv | WHATSNEW |
Welcome Laurel Schulz (Last login: #42012)  Logout

Apex Revenue Technologies
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C. Create a new Administrative Role

Select Roles on the Admin drop-down menu
Select New Role button

PwnNE

Click Save

Welcome Hal
$Your Logo Here

FILE MANAGEMENT | REPORTS | CUSTOMER SUPPORT | UPLOAD | ADMIN el ilaTo ol

‘ .

Users

Groups

Lines of Business

Roles

Site Content

ke Nere Rk Name
Site Access
Administrator ]
File Management - Archive [}
Name Reports ]
Admin 1307 Customer Service B
Admin 1341 Notifications
Admin 1342 Upload ]
Admin 1343 - L)
Admin 1344 e B
Mail B
e Duplicate B
Support Staff mySecureBill
Delete Accounts =]
Edit Documents B

c

D. Edit an Administrative Role

Select Roles on the Admin drop-down menu

Select an existing role to edit

Under “Role Details”, click the Edit button

Select the items you want accessible for the user role
Click Updatetosave

uhwWNE

Apex Revenue Technologies
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VI. Customer Support Tab

A. Search for statements across all archived files

I. Enteryour searchcriteria (hame, address, account #, myEasyMatch® code, name,
group, LOB, and/or date)and click Search.

2. Alist of statements will appear under the “Search Results”.

3. Asummary of Account Information will populate below the searchresults for each
document that is selected.

FILEMANAGEMENT | REPORTS | CUSTOMERSUPPORT | UPLOAD | ADMINY | WHATSNEW |  HEL®

Addressee Pgs

JARE SMITH

5 1685 CITRLS AVE #0800
WALTER SMITH 5 ‘SAINT PALL W 387 ‘SAINT PALL M 321 700
MARY JOHNSON

B T 2

B. View statement PDFs

4. Completeyour document search
Select the document you wishto view

w

Resuts 100 [_Email §]  view Pay Encoll
B Account Information

S Sccount Nomber 200183 A Account Nomber 200150

1067 CTRUS AVE RPT 20¢ TrETAE

SANT PAL NN ECEST
Mating Dstas
Todey's Dt 63242012 valed

D Gar120n2 w
Due Dote. 10112012 anamazecm
Electronic Statements are w;ﬁ BaLAncE ouE (R

‘Welcome Haley Smith (Last login 5/202012)  Logout
5 Your Logo Here
(pa)siel -
; < (S o = & ®e i -
Groups [pron: | @ bz & ® @ [508% - = g (e
All Group e =] V.g 5 ® &) Asion- = 3
ccount# incudes ] | wecical ivoice [fing &
=5 Generic Statement :
‘m& Municipal Invoice e
” ;Ynur Loga Here s e ER
EE ] =

6. The PDF associated withthe selected document will automatically appear on the right side of

the screen
7. From here you can Print or Save theimage

*If you leave the “view” screen, click View to get back to the document PDF

C. Email statements via secure link

Complete your document search
Select the document you wish to email
Click the Email button

R WN R

Apex Revenue Technologies
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Enter the email address of the individual requesting their document
Relaythe unique PIN # to the customer over the phone
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6. Click Send Secure Link and the individual will immediately receive an email containing a
secure link to their statement PDF (they will be directed to enter their unique PIN # to access

their statement)

FILE MANAGEMENT | REPORTS | CUSTOMERSUPPORT | UPLOAD | ADMINYV | WHATSHNEW | HELP

Welcome Haley Smith (Last login: 9/20/2012)  Logout
gYour Logo Here

E-mail Statement

E-mail Add

All Groups ~| [anLoes v| [eroi12 2012 | @ e e e
PIN

Account #Includes  ~

Q Search Results

Send Secure Link

Date  Amount ’::‘“”‘ Addressee Pos

umber:

IS

[E 09111712 $30148 10048 EMILY RAMERIZ 2

[E 09/11/12 §13500 10047 ROGER WATSON
[E 0911712 $30148 10046 ANDREW UNDERWOOD 2 =

Resutts: 100 [ Email_|[ view ][ Pay |[ sB_|

Account Detail

MARTIN ROLL Account Number: 10049 Al Account Number: 10040
45034 PAGE ST Type: YLHOD1
SAINT PAUL. M 55107

my SecursBill Detail
MARTIN RCLL Account Number: 10040 Usemams: rdoisan @ivdesk com
45084 PAGE ST Phons: Crested; 22212012

SAINT PAUL, MN 55107 Deiivery Methot: Electronic  Last Logen: 8/1672012 :58.00 PM
Email: rdotson@iudesk com Verified: Yes 212212012

Mailing Detail
Today's Date: G3/24/72012 Suppressed
Statement Date 03/11/2012

Due Date: 10/1172012 Busiess Rulss

D. Take payment over thephone

APEX

Hwr —

Complete your document search

Select the document you wishto pay and click the Pay button
Add the dollar amount the individual wishes to pay

FILE MANAGEMENT REPORTS | CUSTOMERSUPPORT | UPLOAD | ADMiNv | waTsmew | vap

Wolcama by S (Lo ogs: 5202017 Lagsd
quur Logo Here

Apex Revenue Technologies
TOLL FREE 866 .676 . 2739 | EMAILINFO@ APEXREVTECH. COM |

Enter the individual’s email address and payment method (credit card or eCheck)click Continue
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5. Enterthe payment information and verify the credit card billing address, then click Submit

f

J Your Logo Here

T —

Amaunt

Resuts: 100

Number:

FILE MAMAGEMENT | FEPORTS | CUSTOMERSUPPORT | UPLOAD | ADWNY | VWHATSMEW |  HELP
"Weicome Haley ST (Las login #T02012) - Logout

~| [anLo8s -] po: @ vz |E

[[Search_

Q, sean esults

Aeeount

Addressee Fgs

MARTIN ROLL

ROGER WATSON

ANDREW UNDERWOOD 7.k

cose

Aceour Namorr 10045 A Acxmurs o 10048
Tyee VLRID

Statement Date Due Date Amount Due Amount 1o Pay

Totak 30148

Secure Payment . i ieis beiow e rscuied

s
o [

Gart umter
Expination Date 01 - Janvary [=]am2 [=]
Securty Code

First Name EMILY

Last Name RAMERIZ

Address 956 DUDLEY AVE

Gy, State, Zp FALCON HEIGHTS MN 55108

@ -

6. Ascreenwill appear with a confirmation number, payment amount, patient name, and date of payment

E. Enroll customers in mySecureBill® (e-statements)

NouswN =

APEX

Complete your document

search

Select the document of the individual you wish to enroll
myEasyMatch™ code allows the individual’s information to pre-populate

Click the Enroll button

Enter a username and email address for the individual

Generate a password, which the individual will be prompted to change upon their first login

Click Register Now, which will generate anemail to the individual with an activation link they must
click to confirm their registration for e-statements

[

P
s

J Your Logo Here

Passond WAGS1 & § 5 12 charactars long and Contain uppar
et oo number

H
HH
§
i
RE

TOLL FREE 866.676.2739 | EMAIL INFO@ APEXREVTECH. COM | APEXREVTECH. COM

Apex Revenue Technologies
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VII.

Logout

To log out of myEasyView®, clickthe Logout button in the menu bar.

FILE MANAGEMENT | REPORTS | CUSTOMERSUPPORT | UPLOAD | ADMINv |
Welcome Laursl Schulz (Last login: /137201

5‘(<|ur Loge Heve
Qe ]

APEX

Apex Revenue Technologies
TOLL FREE 866 .676 . 2739 | EMAIL INFO@ APEXREVTECH. COM | APEXREVTECH. COM
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VIII.

Notification Emails

Below are examples of the possible email notifications you can elect to receive

A. Upload Confirmation

From: customerservice@apexprint.com [mailto: customerservice @apexprint.com
Sent: Thursday, March 29, 2012 9:03 AM

To: Benjamin Mattson

Subject: Apex Upload Notification (Customerix)

UPLOAD CONFIRMATION

|3/29/2{)12 — File-Name01234567890,12345. txt.bak (987654)

|3/2 9/2012 — File-Name-01234567890987 (963741)

|3/29/2012 — File-Name-01234567890986 (963147)

Once the file has completed processing, you will receive a second confirmation detailing what has processed.

If you have any questions or comments about this upload, please contact us.

- Apex Support Staff

Phone : 651-287-8200
Fax : 651-287-8203
Email : customerservice@apexprint.com

Visit us on the web https://CustomerXX¥.myeasyview.com

Thank you for allowing us to serve you!

B. Review Notification

From: customerservice@apexprint.com [mailto:customerser
Sent: Thursday, March 29, 2012 9:03 AM

To: Benjamin Mattson

Subject: Apex Review Notification (Customer 300¢)

int.com]

REVIEW NOTIFICATION

Bl291’2012 — File-Name 01234567890,12345.txt.bak (987654)

Date File Name Line Of Business Total Documents | Total Amount  Suppressed Documents | Electronic
3/29/2012 | File-Name01234567890_12345_ 987654 mt bak | Customer XXX Statements | 145 80.00 15 30
3/29/2012 | File-Name01234567890_12345_ 987654 mtbak Customer XXX Letters %9 $55.459.08 5 10

[B/29/2012 — File-Name01234567890,12346.1xt.bak (963741)

Date File Name Line Of Business Total D Total A d Doc El i |
3/29/2012 | File-Name01234567890_12346_963741.ixt.bak | Customer XXX Statements 694 $3.947.49 5 28 |
3/29/2012 | File-Name01234567890_12346_963741 .=t bak  Customer XXX Letters 259 $180.143.73 |6 Z2 |

b/291’2012 — File-Name01234567890,12349.txt.bak (147369)

| Date File Name Line Of Business Total Documents Total Amount Suppressed Documents | Electronic
3/29/2012 | File-Name01234567890_12349_147369.mtbak  Customer XXX Statement 653 $923.508.05 12 33
3/29/2012 | File-Name01234567890_12349_147369.=t.bak | Customer XXX Payment Arrangement 20 $1.656.68 & o
3/29/2012 | File-Name012345678%90_12349%_14736%9 =t bak Customer XXX Final 42 $49.119.66 1 6
3/29/2012 | File-Name01234567890_12345_147369 mtbak Customer XXX Community Care Application | 1 £0.00 o (2]

You can review this job by visiting our web site at: https://Custome roo

PLEASE NOTE: THIS JOB WILL NOT PRINT AND MAIL UNTIL YOUR ORGANIZATION APPROVES 1]

APEX

Apex Revenue Technologies
TOLL FREE 866 .676 . 2739 | EMAIL INFO@ APEXREVTECH. COM | APEXREVTECH. COM
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C. Process Confirmation

APEX

From: customerservice@apexprint.com [mailto: customerservice@apexprint.com
Sent: Thursday, March 23, 2012 8:57 AM

To: Benjamin Mattson

Subject: Apex Process Notification {Customer 300¢)

PROCESS CONFIRMATION

[3/29/2012 - over123.out (387000}

Line Of Business | Documents | Amount | Approved | Suppressed | Elecronic | Mailed | Pages | Singles | Mults
123 Overdue PC | 136 000 |13 |2 0 134+ |34 |34 o
TOTALS 136 s000 1M |2 0 14 M |14 o
SUPPRESSION DETAILS NCOA DETALLS
Suppression Reason | Comt 'NCOA Code Description Comt
A, 2 |2 Found COA: Moved Lefi No Address (MLNA) |2
Stricken 0 [a COA Match 8
TOTAL 2 TOTAL 10

[3/29/2012 - wout123.0ut [987002)

Line Of Business. Amomt | Approve lectronic Mailed | Pages | Singles Multis
123 Without Appt PC | 61 $0.00 |37 4 o 37 15 37 0
TOTALS 61 s0.00 |57 4 o 57 15 57 0

SUPPRESSION DETAILS NCOA DETALLS

Suppression Reason | Count 'NCOA Code | Description Count
Address 4 02 Found COA: Moved Left No Address (MLNA) 1
Stricken 0 91 COA Match: Secondary Number Dropped from COA |1
TOTAL 4 A COA Match 3
TOTAL 5§

[3/29/2012 - Over321.out.txt (987004)

Line Of Business | Documents | Amount | Approved | Suppressed | Electronic | Mailed | Pages | Singles | Multis
321 Over DuePC| 11 000 |11 0 0 1 [z [u Jo
TOTALS m 's000 |11 0 0 m [3 [n e
SUPPRESSION DETAILS NCOA DETALLS
NCOA Code | Description | Count
TOTAL 0

For more detail, please log in to https://CustomerkXX myeasyview.cam.

Thank you for using Apex Print Technologies!

Apex Revenue Technologies
TOLL FREE 866 .676.2739 | EMAIL INFO@ APEXREVTECH. COM | APEXREVTECH. COM
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D. Mailed Notification

APEX

From: customerservice@apexprint.com [mailto: customerservice@apexprint.com
Sent: Monday, April 09, 2012 8:56 AM
To: Kelly Fischer

Subject: Apex Mail Notification (CustomerXxx)

MAILED CONFIRMATION

Received Date  Mailed Date

File Name

Line Of Business Print File Total Documents Total Pages
4/8/2012 4/9/2012 File_Name_12345678_123456.txt | Customer Non-Payment Plan Stmt w/Financial Aid App CustomerXXX 123444 LPF001PS |1 1
4/8/2012 /9/2012 File Name 12345678 123456 txt  Customer Non-Payment Plan Stmt CustomerXXX 123400 LPF001 PS | 1 1
4/8/2012 4/9/2012

File_Name_12345678_123456.txt | Customer Non-Payment Plan Stmt,

CustomerXXX.123400.LPN001 PS

1

For more detail, please log in te https://Customer.myeasyview.com.

Thank you for using Apex Print Technologies!

Apex Revenue Technologies

TOLL FREE 866.676.2739 I EMAIL INFO@ APEXREVTECH. COM | APEXREVTECH. COM

Page |22



Apex Revenue Technologies
APE X TOLL FREE 866 .676 . 2739 | EMAIL INFO@ APEXREVTECH. COM | APEXREVTECH. COM Page |22



	I. Overview
	II. Login Screen
	III. File Management
	A. Approve a file without reviewing document PDFs
	B. Review documents before approving a file
	C. Add a note to a document (internal)
	D. View all documents in a file

	IV. Reports Tab
	A. Search for reports

	V. Admin Tab
	A. Edit User
	B. Add New User
	C. Create a new Administrative Role
	D. Edit an Administrative Role

	VI. Customer Support Tab
	A. Search for statements across all archived files
	B. View statement PDFs
	C. Email statements via secure link
	D. Take payment over the phone
	E. Enroll customers in mySecureBill® (e-statements)

	VII. Logout
	VIII. Notification Emails
	A. Upload Confirmation
	B. Review Notification
	C. Process Confirmation
	D. Mailed Notification


