EBILL REFERENCE GUIDE

Aug. 9, 2023
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Overview
eBill is an online portal where LCRA customers can view and pay invoices with a credit/debit card or by
direct payment (ACH).

eBill process summary:

e The contact person for an LCRA customer registers for eBill at www.|cra.org/ebill. The contact
person will need their customer number and invoice prefix, which can be found on their
invoice, to complete the registration form.

e The customer contact receives an email that their registration has been received and is being
reviewed.

e The customer contact receives an email with login information and a link to the eBill portal.

e The customer contact receives an email notifying them that they have an invoice ready to be
viewed and/or paid. The email contains a link to eBill and a PDF of the invoice.

e When the customer contact logs into eBill, they can view and download invoices, make
payments, see credits, send messages to Billing, change their contact information, and change
their password.

e Customer contacts who manage multiple LCRA customers can add customers to their profile at
www.lcra.org/ebill.
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Registration Process
Visit www.Icra.org/ebill and click the Register button.
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Registration page

Complete the registration form with your name, email address and phone number. You will need your
customer humber and invoice prefix, which can be found on your bill.

To fill in the Bill Type, click on the magnifying glass and select the invoice prefix on your bill. Multiple Bill
Types can be added by clicking the “+” sign.

e | A Environmental Invoice Number: 0'55723
uim‘.! Laboratory INVOICE Invoice Date:  07725/23

Serviees B Py
""""" Fayge: Tori
Remit To: Lower Colorado River Authority Customer No: 000112093
P.0. Box 301142 Payment Terms:  Net 30
Dallas TX 75303-1142 Due Date: 08/24/23

Bill To:  EBILLTESTER 2
ATT: ACCOUNTS PAYABLE

600 MAIN AVE
PARADISE, TX 78641
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If you select the incorrect Bill Type, email LCRA Billing at ebill@Icra.org.

Registration emails
Once the registration form has been submitted, you will receive a natification email within 48 hours. If
you do not receive an email registration notification, please email LCRA Billing at ebill@Icra.org.

From: ebill@lcra.org
Date: July 27, 2023 at 12:41:39 PM CDT

To: ebilltester2@gmail.com
Subject: Your request to create an LCRA customer contact profile

We received your request to create an LCRA customer contact profile. Your request for registration 1D 0000000601 has been submitted for approval.

We will notify you at this email address of any changes in your registration status. You will be able to access your online account within two days.
If you have any questions or feedback regarding your registration ID 0000000601, please call the LCRA Service Desk at 512-578-3300 Monday through Friday between 6 a.m. and 6 p.m.

Thank you,

LCRA Billing
ebill@lcra.org

T o,

ENERGY « WATER « COMMUNITY SERVICES
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If the registration is approved, you will receive an email with login information and a link to the eBill
portal.

Your new LCRA customer contact profile is now available.

Note: The username (EBOXXX) is autogenerated and it cannot be changed.

If the registration is denied, you will receive an email.
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Adding a customer to a profile

Additional customers can be added to a profile from the registration page.This is helpful for
management companies that pay bills for several customers. If multiple customer contacts are needed,
email LCRA Billing at ebill@Icra.org.

You will receive an email that the additional customer has been added to your eBill profile.

From: ebill@Icra.org

To: ebilltester2@gmail.com
Subject: LCRA eBill profile update has been approved for Registration 1D 0000000682

Your customer contact profile update has been approved. The following customer has been added to your e8ill profile.
Contact Name: Ebill Tester2

Customer ID: 000112133

Customer Name: EBILL TESTER 5

After you log into the portal, to switch between customers you represent, open a tile and select a customer from the top left box. Once a customer is selected, all iles will display their information until a different customer is selected. If you have any questions, please contact LCRA
8illing at ebill@lcra.org.

Sincerely,
LCRA Billing

LA

ENERGY + WATER » COMMUNITY SERVICES
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Customer Portal

Invoice notification email
Once registered, you will receive an email notification every time an invoice is generated by the LCRA
Billing department. The email will contain a link to the portal and a PDF of the invoice.

I Dear EBILL TESTER 2: |

I Customer Number: 000112093 |

I Due Date: 08/16/2023 |

dmncerery,
LCRA Billing

Contact Us

E = |

Login page

When you click on the link in the email or the Log In button on www.Icra.org/ebill, you will be directed
to a login page. Please note: there is no “Forgot Username” or “Forgot Password” functionality on the
login page. Please contact the LCRA Service Desk at 512-578-3300 if you need help with your
username or password. It is recommended that you save the username and change the password
upon first logging in.

Please log on. If you are unable to login, please contact the LCRA
Service Desk at (512) 578-3300 Monday through Friday 6 a.m. and 6
p-m.
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Homepage

Once logged in, you will see a homepage with tiles to make a payment, view your account summary, view

invoices, view pending payments and payment history, change your contact information and password,
and contact us.

Make a Payment Account Summary Invoice History

C IE)

1 Invoices

Pending & Payment History

Payment Cart Contact Us Account Settings Password Change

S N
T.-- ./‘

1 Invoices in the cart

Switching between customers

After selecting any tile on the homepage, you can switch between customers linked to your profile by

clicking the magnifying glass in the top left corner of the page. All tiles will then display information for
that customer.
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EBILLTESTER 3
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Make a Payment tile
Make a payment by clicking on the Make a Payment tile on the homepage.

l la!e a Iaymenl . Account Summary . Invoice History . Pending & Payment History I
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1 Invoices

Contact Us

@
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Payment Cart

Account Settings Password Change
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1 Invoices in the cart

There are options to “Pay Total Balance”, “Pay Past Due” or “Select Invoices”.

< eBill Payment Make a Payment

[EBLLTESTER 2 a]

Pay by Balance

Amount Currency Invoice Count
o
\ @ Pay Past Due 000 USD 0 ‘ > ‘

Pay by Invoice

& Select Invoice(s)

Selecting “Pay Total Balances” and “Pay Past Due” will take you directly to the Payment Cart.

B

E@ILl TESTER 3 Bayenent Ameint F00.00 SO
SEILLTESTER 2

wariani
Epden [l Gna O Dy Diaee Balenea © Daymmes bomars & Cyrrmnsy Diulees
LABOB3TZ2 A0 215.00 A0 USD ]
LA CORSTIR AESaDHA AT wpaps
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Click on “Select Invoices” for the option to select which invoices to pay.

€ Make 3 Payment Invoice Balances

EBILL TESTER 2 enilL TESTER 2 Q

Tetal Balance 000 USD

Totals Selected OUSD |

2 rows
Invoice | Line Invoice Date Due Date Ivoice Amount Balance © Currency In Cart
LAB-0066T23 Actors @ 07252023 08242023 174.00 17400 USD [~ »
LAB-00G6T22 Actors @ 07252023 082472023 21600 21600 USD (-] >

After selecting the appropriate invoices, click “Pay” to go to the Payment Cart. To make a payment, follow
the prompts at the top of the page.

Number 1 lists the invoices selected for payment.

Number 2 summarizes the total payment.

Step 2 of 3: Total Payment
EBILL TESTER 2

= Payment Totaly

Paymant Amount — Currenay Payment Dase

X000 USD L ik
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Number 3 includes a notice of credit card fees. Credit card payments will include a fee of 0.5% of the
invoice total (or $1, whichever is higher), and no more than $25. There is no fee to pay by ACH.

Payment Cart

D, ®

weaces to Pay Total Payment Review and Submit

Step 3 of 3: Review and Submit
EBILL TESTER 2

= Payment Totals

Payment Amount = Currency Payment Date Irvoice Details

38000 USD 08122023 »

Credit card payments include a fee of 5% of the invoice total (or $1, whichever is higher), and no more than $25. There is no fee to pay by direct payment (ACH). Credit card payments are limited to $5,000. ACH transactions are
limited to $500,000.

Click “Submit”, and the system will redirect you to a Paymentus page to enter your payment information.
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After payment is submitted and accepted, you will receive a confirmation email.

Dear EBILL TESTER 2,

Confirmation number: 74956246

Payment date: Aug 12, 2023, 5:33:44 PM
Payment amount: $390.00

Paymentus fee: $1.95

Total amount charged: $391.55

Payment status: ACCEPTED

Contact Information

First name: EBILL

Last name: TESTER 2

2IP Code: 78641
Daytime Phone Number: (512) 578-2266

ACCOUNT INTOrManion
Payment type Miscellaneous Payment
Account Number EB01163-000112093-4

Account Summary tile
Click on the Account Summary tile from the homepage to see the balance on the account, past due
balance, credits, recent invoices and recent payments.

Make a Payment Account Summary Invoice History Pending & Payment History

Eil

1 Invoices

Payment Cart Contact Us Account Settings Password Change

¢ ‘o
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< eBill Paymer Account Summary

EBILL TESTER 2 al
Description Amount Currency As of Date
Total Balance 217.45 USD 08/17/2023
Past Due usb 08/17/2023
Account Credits
Amount Currency
Payments on Account -200.00 USD
Recent Payments
Invoice / Line Invoice Amount Balance Currency Due Date Payment ID
OA-5182_LAB -200.00 -200.00 USD 08/17/2023 > 28095
LAB-0068070 417.45 417.45 USD 09/15/2023 > CK 1495
More 28096

Count

2 >
>

As Of Date

08/17/2023

Payment Amount Currency Payment Date Date Applied

216.00 USD 08/17/2023 08/17/2023 >
200.00 USD 08/17/2023 08/17/2023 >
174.00 USD 08/17/2023 08/17/2023 >

More.

To download invoices or select invoices for payment, click “More” under “Recent Invoices”. This will take

you to the Invoice Balances page.

[eBLL TESTER 2 al
Balance
Description Amount Currency As of Date Count
Total Balance 217.45 USD 08/3012023 2 >
Past Due 20000 USD 08/3012023 1 >
Account Credits
Amount Currency As Of Date
Payments on Account 20000 USD 083012023
Recent Invoices Recent Payments
Invoice / Line Invoice Amount Balance Currency Due Date Payment ID Payment Amount Currency Payment Date Date Applied
0A5182_LAB -200.00 20000 USD 0811712023 > 28085 216.00 USD 081712023 0811772023 >
LAB-0068070 41745 41745 USD 09/1512023 > K145 200.00 USD 081712023 08/17/2023 >
28096 17400 USD 081712023 081712023 >
More.

EBILL TESTER 2

EBALL TESTER 2 . a

sl Balance 000 USD

s Selected OUSD | Y

2 rows
m . o
Lo (Ctrl) ~
lvoice | Line vosd bnage Date Due Date Inwolon Amount Balance © Cumency -
LAB-DOS6T23 Acons @) Ema e 023 08242023 ma00 uso »
LAB-0066722 Aesons @ 07252023 08242023 21600 uso
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Click on “Actions” to email an invoice, view an invoice and attachments, if applicable, and send a
message to LCRA Billing.

Invoice History tile
To see six months of invoices, click the Invoice History tile from the homepage.

EBILL TESTER 2  ceul TESTERZ Q
2w
Invoice Imvoice Date D Date Paymant Method brwaice Amount Balance © Curmency
LAB-D0856T2Y Actes (2 oS0 0824202) AL 1Mapd USD
LAB-0086722 Actins @ oT252023 08242023 216,00 21600 USD
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Click “Action” to email the invoice, view an invoice image or attachment, see invoice activity, message
LCRA Billing, and view invoice details.

Invoice details

“Invoice Details” provides the details of the line items in an invoice.

15| Page



Send LCRA Billing a message

Send a message to LCRA Billing about a specific invoice by selecting “Message Center”.

Cancel

*Message

Add New Message

"Name |EBILL TESTER2

Email Address | ebilltester2@gmail.com

Emailme a copy (__ Yes
Subject | Billing v
Sub-Topic | Inquiry v

Invoice ID LAB-0066723

Hello LCRA,

| believe this invoice amount is incorrect. Can
someone contact me please?

Thank you,

Ebill Tester2

-4

4

Invoice Activity

“Invoice Activity” provides the status of an invoice.

Invoice Attachment

“Invoice Attachment” will download the invoice which allows you to attach it to an email.

Invoice Attachments

Invoice / Line LAB-0068070

Invoice Supporting Documents

View <

1

Description

Invoice Image

Balance 417.450

Due Date 09/15/2023

File Type ©

PDF

1row
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Download an invoice
Download an invoice by selecting “Invoice Image”. If there are additional details in an attachment, click
“Invoice Attachment” to view them.

Email Invoice
When “Email Invoice” is selected, this screen pops up.
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Pending and Payment History tile
See six months of payment history by clicking on the Pending and Payment History tile from the
homepage.

Make a Payment Account Summary

Invoice History

(&)

Payment Cart Contact Us Account Settings Password Change

i

1 Invoices in the cart

€ ofll Payment

Punding Pryments EBILL TESTER 2 ou 1e57ER 2 Q
Paymant Hstory
) ) Pending Payments Trown
T | | Payment Toam
lewnice | Line Type Dot Diate: [ Pryment Amowst & Cumeacy Paymean Dgte Paymens Mathod
LABDOBETI2 - ELAE pa2e3 2% usD [ k] Credt Card
LAB-S0ESTHY - ELAB w2y 17400 M usD [ Far ] Credit Card

Payment Cart tile

Click on the Payment Cart tile from the homepage to go to the payment cart where a payment can be
made for invoices that have been selected.
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To make a payment, follow the prompts at the top of the page.

Number 1 lists the invoices selected for payment.

% b aymnEent Car T
s |
St [ hem> |
Siep i of 3:irvoices to Pay
EBILL TESTER ? PaymentAmoant 30000 USD
 ows
earcan
voice | Line © Cwe Dane Bakance - Paymenm Amaure GI.IIT"“:! Oelee
LABLOBITZE CEPAZOEI Zino | UST [ ]
LAB(06ITIE 242003 17am 0| us2 ]

Number 2 summarizes the total payment.

Step 2 of 3: Total Payment
EBILL TESTER 2

» Fayyment Totaly

Payment Amours  Currency Paymans Dase

oM UED [y P

Number 3 has a notice of credit card fees. Credit card payments will include a fee of 0.5% of the
invoice total (or $1, whichever is higher), and no more than $25. There is no fee to pay by ACH.

I Credit card payments include a fee of 5% of the invoice total (or $1, whichever is higher), and no more than $25. There is no fee to pay by direct payment (ACH). Credit card payments are limited to $5,000. ACH transactions are
limited to $500,000,
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Click “Submit”, and you will be redirected to a Paymentus page to enter payment information.

Macellancon Pay EBOTEI-000NI0ND-4 WO00

Payment Method

After payment is submitted and accepted, you will receive a confirmation email.

From: ebill lcra@paymentus.com

Date: August 12, 2023 at 5:33:49 PM CDT

To: ebilltester2@gmail.com

Subject: Payment Information for Lower Colorado River Authority
Reply-To: Billpay@paymentus.com

Dear EBILL TESTER 2,

We are pleased to confirm your payment with Lower Colorado River Authority. Below is the
ary of your payment e posted to

your account. Thank you for your continued relationship with Lower Colorado River Authority.

nsaction. Your payment has been received and v
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Confirmation number: 74956246

Payment date: Aug 12, 2023, 5:33:44 PM
Payment amount: $390.00

Paymentus fee: $1.95

Total amount charged: $391.95

Payment status: ACCEPTED

Contact Information

First name: EBILL

Last name: TESTER 2

ZIP Code: 78641

Daytime Phone Number:
Email:

Account Information

(512) 578-2266
ebilltester2 @gmail.com

Payment type Miscellaneous Payment
Account Number EB01163-000112093-4
Payment method: Credit Card




Contact Us tile
Send a message to LCRA Billing by clicking the Contact Us tile from the homepage.

Make a Payment Account Summary Invoice History Pending & Payment History

h
h
r

)

IR
L)

Il

I
d

1 Invoices

Account Settings Password Change

Payment Cart

&in p -
- e}

1 Invoices in the cart . . .

After clicking “Add New Message”, complete the form and click “Send”. LCRA Billing will respond
within two business days.

Add New Message Send

*Name |EBILL TESTER 2

»

Email Address |ebilhester2@gmail.com |

-

Emailme a copy (_ Yes "
Subject | Billing vl
Sub-Topic | Inquiry V|

Invoice ID LAB-0066723

Hello LCRA, 2

| believe this invoice amount is incorrect. Can
someone contact me please?

Thank you,
*Message

Ebill Tester2|

4
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Account Settings tile
Change your contact information by clicking on the Account Settings tile on the homepage.

| Make a Payment | Account Summary 1 Invoice History Il Pending & PaymentHistory [
—1 A ——
A — H
a =S i — U jE=q (B | _— |
i L1 . [ |
[ | L1 . [ |

1 Invoices

Payment Cart Contact Us

£

1 Invoices in the cart

Account Settings

‘o

Password Change

IR
&
I
][]
HH
2 4
I I

To update your email, phone and address, select the appropriate changes and click “Save”.

€ ol Paymont Account Seftings

D) Contact ievormaton Contact Information m
=]

EBILL TESTER 2

“Mame EBLL TESTER 2
Ermad ) biestes H@gmad tom
Phone Information o
+
- — = Extennion Primary
Bunrass Bhoc S1ATH-2266 -

Password Change tile
To change your password, click on the Password Change tile on the homepage.

Make a Payment Account Summary Invoice History Pending & Payment History

—]

h

| » e | A
[~ | L1 == [ | [ |
== [Hl — [ | [ |
1 Invoices
. Payment Cart - Contact Us - Account Settings - Password Change .
& @
I L %<
1] Y L1 - [ | | |
i [ | [ | | |

1 Invoices in the cart
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| |

Signing Out of eBill

To sign out of eBiIll, click “eBill Payment” until you reach the homepage then select the three dots in
the upper right-hand corner and select “Sign Out”.

< eBill Payment Invoices
|EBILL TESTER 2 Q
- 3rows
Y
Ad
Invoice & Invoice Date & Due Date & Payment Method < Invoice Amount & Balance & Currency &
LAB-0068068 Actions @ 08/16/2023 09/15/2023 216.00 UsD ‘ >
LAB-0068070 Actions @ 08/16/2023 09/15/2023 417.45 417.45 USD ‘T
LAB-0068069 Actions @ 08/16/2023 09/15/2023 174.00 UsD ‘ >

Refresh

Make a Payment Account Summary Invoice History Pending & Payment History

Sigr
= = (&
2 Invoices

Payment Cart Contact Us

f <
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