Kemptville District Minor Hockey Association
TelPay On-Line Payment Help Guide

On-Line Payment Now Available to all KDMHA Registrants

KDMHA has entered into a long-term agreement with TelPay, Canada's largest independent payment processor.
TelPay has been in existence since 1985, processing over 22 million electronic payments worth 14 billion dollars
annually.

Now you can pay all minor hockey fees (e.g., 4-on-4, registration, conditioning camp, try-outs) to KDMHA on-line
regardless of where you bank in Canada at NO ADDITIONAL COST to you. There are no monthly fees, no
administration expense - a cost effective solution over credit card and cheque payments. You save even more
money with no postage, no envelopes, no cheque forms, reduced bank charges and simpler bank reconciliation.

KDMHA is a growing association, and we continue to search for opportunities to increase administrative
efficiencies and improve services to our members. TelPay provided the opportunity to “ease the burden”
associated with processing thousands of cheques each season (literally!) and offered a convenient on-line
payment solution which is simply a necessity in this day and age. While we acknowledge there is effort on the
part of members to initially sign-up to TelPay, we hope you are willing to “do your part” to assist our association
which is 100% volunteer-based.

The help guide was created to provide step-by-step instructions for sign-up and use of KDMHA’s TelPay system.
The guide is organized into four main sections:

e Account Set-Up (One-Time Only) — page 2

e Account Verification (One-Time Only) — page 3

e Personal Account Set-Up for Payments (One-Time Only) — page 4

e Making Payments (Recurring) — page 6

The information is very detailed and will be straightforward for those that are comfortable using on-line
payment systems such as banking, PayPal, etc. Account Set-Up and Account Verification are processes that will
likely not need to be reviewed in detail. Howeuver, it is absolutely critical to review the information provided in
Personal Account Set-Up for Payments and Making Payments. Here you will find required information on
account numbers and payment parameters.

There are two ways to receive help from TelPay:

e Click the Help icon on their website and review the detailed information.

e Contact a TelPay representative at 1.800.665.0302 (Monday to Friday, 7 AM to 5:30 PM CST) or email

service@telpay.ca.

If you have questions specific to KDMHA regarding the on-line payment system, please email the Treasurer at
treasurer@kemptvillehockey.com.
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Account Set-Up (One-Time Only!)

Setting up an account with TelPay is simple and free. In order to make payments, you’ll need to create a TelPay

account.

1. Click on the TelPay link on KDMHA’s website at www.kemptvillehockey.com or go directly to TelPay’s
website at www.telpay.ca and click Login to TelPay on the upper righthand corner of the screen.

2. Click the Sign Up button for Personal Payments as shown below.

New Customers

Personal Payments

Pay all your personal bills and
transfer funds online

Sign Up

3. Complete the fields in the Personal Payments Application Form (you’ll need a cheque from your personal
banking institution). Note: Please provide both a home phone number and work number (if applicable) — as
part of the verification process, a TelPay agent may call to review the information provided — please make it
easy to get in touch with you!

4. Once the customer and banking information is completed, you have the option of bookmarking the TelPay
website for future visits. The TelPay link on KDMHA’s website can also be used to return to the website.

5. Click the Submit button to finalize account set-up. Before proceeding, you will be prompted to re-enter the
fields in the Current Banking Information section. This is an intentional verification process to ensure
accuracy — if entered the same you will proceed to the next step, if not you will be required to re-enter the
information once again.

6. If all information is completed as required, you will receive a Thank You display and confirmation email.

Congratulations — you have successfully completed the One-Time Account Set-Up!
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Account Verification (One-Time Only!)

1. Security of banking information is a top priority for TelPay. By the end of the next business day, you
will receive your TelPay Access number and instructions for activating your TelPay account.

2. TelPay will make a small deposit into your bank account to be used as your initial PIN number (example
below). This small deposit verifies that you are authorized to access the bank account provided.

Apr 27, 2011 BILL PAYMENT 1.26
-TELPAY INC

Apr 27, 2011 BILL PAYMENT 1.26
-TELPAY INC

3. Go to the TelPay website and enter your Access Number (7 digit number received by e-mail) and PIN (bank
deposit amount).

Existing Customers

Telpay Access Number numéro d'accés de Telpay

PIM {or Deposit Amount) B votre NIP (ou montant de dépdt)

Having trouble logging in? f Difficulté de faire une connexion 7

4. Once logged-in, confirm that you have read and accepted the terms of the Customer Agreement (tip: you
need click on the link and open for the checkbox to be accepted). Then enter a permanent PIN and click the
Submit button.

Account Activation

Customer Agreement
| have read and accept the terms and conditions ofthe Customer Agreement

Permanent PIN
To use the TelPay Bill Payment service, you require an Access Mumber and a permanent PIN. Enter a 5-digit number
that you will use as your permanent PIM.

*Permanent PIN:
Re-enter permanent PIN:

*Itis important to remmember the PIM you have entered orto store itin a safe location, separate from your Access
Mumber. It will be required for future logins to the TelPay Bill Payment service.

Email Confirmation

Zince we have your email address on file, you will receive a session confirmation email each time you use the TelPay
Bill Payment service. This valuable feature will provide you with enhanced security.

Congratulations — you have successfully completed the One-Time Account Verification Process!
Remember to save the Access Number and PIN in a safe location, both will be required to access
your account in the future.

P.0. Box 1633, Kemptville, ON. KOG 1J0O 3 www.kemptvillehockey.com



Kemptville District Minor Hockey Association
TelPay On-Line Payment Help Guide T

Personal Account Set-Up for Payments (One-Time Only!)

1. Asanew TelPay customer, Kemptville and District Minor Hockey will already be set-up as a bill to pay. (If the
display below does not appear after log-in, complete step 2. on the next page and then return to review this
information). You will now need to enter an account number to make a payment.

Pay Bills 2l 7] o 2 omy 17 . End

b b i b b b = Help = ) i
Transfer Funds Profile Session

Add a Bill Add a Person View | Remove
You Want to Pay You Want to Pay Who You Pay

Add a Bill You Want to Pay HI

1. Enter part or all of your biller name, exactly as shown 3. Enter your full account number with this biller, then
on the invoice: click "Add". K
KEMPTWILLE & DIST MINOR HOCKEY =n

or the TelPay Biller Code: [ 7 ]
0077385 (¥ characters)

2. Click on the biller name if it appears on the list below.
(Mote: you may have to use the scrollbar)

KEMPTVILLE & DIST MINOR HOCKEY

Ifthe biller is not on the list above, check this box to add
it as a Customer Specific Biller: [

Ifyou are unsure ofthe correct biller to select please
contact us for assistance.

Account Number

A separate account number is required for each “family” registered with KDMHA. “Family” is simply defined as a
family that has one or more players registered with KDMHA. This is the primary way to track payments
received. For example, if you have two children and both are registered with KDMHA, one account number will
be required to represent the family.

The account number is the 10-digit home telephone number for the family (include area code, no parentheses,
dashes or spaces). If a home phone number is not available, a cell number is acceptable. Regardless of the
phone number provided, it should be one that can be used to easily contact you if payment questions arise.
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2. This step may not be required depending on the display for step 1. on the previous page.

Click on the Add a Bill You Want to Pay icon. You will be prompted to add a bill to pay as shown below.
KDMHA'’s TelPay Biller Code is 0077385 — enter this number and press Enter. Kemptville and District Minor
Hockey will populate the Biller Name fields. Alternatively, enter Kemptville as a biller name and press Enter
— Kemptville and District Minor Hockey can then be selected as a biller name.

Add a Bill You Want to Pay E

1. Enter part or all of your biller name, exactly as 3. Enter your full account number with this biller,
shown on the invoice: then click "Add". Hl

or the TelPay Biller Code: [ 7|

(7 characters)

2. Click on the biller name if it appears on the list
below.
{Mote: you may have to use the scrollbar)

If the hiller is not on the list above, check this box to
add it as a Customer Specific Biller: [

If you are unsure of the correct biller to select please
contact us for assistance.

3. Once you have the account number (i.e., phone number) for the family, enter the number and click the Add
button.

3. Enter your full account number with this biller,
then click "Add". [l

4. It is absolutely critical that the account number (i.e., phone number) is added correctly. If a mistake is made,
click View / Remove Who You Pay and delete the record. Then repeat step 3.

Congratulations — you have successfully completed the One-Time Personal Account Set-Up for
Payments!
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Making Payments (Recurring Process!)

1. To make a payment, click on the Pay Bills / Transfer Funds icon.

2. The following display is an example account set-up for a family.

H . Add/Remove * _ Pending '? _ Payment (? My |? . . End .
Billers/Recipients " Payments " History " Profile - " " session 7

Enter a Payment | Transfer

H D 4 Enter the last 3 characters of the account to be paid or click the account number below
3 I:I to be paid on |2010-05-18 m
i | Recurring Peyment

Your reference for this session: 009 Mo. of Payments/Transfers: 0 Total: $0.00
Date YYYY-MM-DD

KEMPTVILLE & DIST MINOR HOCKEY 6132581234

Legend: (CS) Customer Specific  (FT) Funds Transfer 2010-05-17 09:51 COT

3. TelPay provides the opportunity to make one-time or recurring payments, today or future-dated.
Select the account to be paid (remember, there should only be one account per family). Enter the
amount to be paid and the date of payment. Once entered, click Make another payment or I'm
finished.

4. KDMHA recommends taking full advantage of the payment options available. The following
example shows two payments future-dated for account debit. Once completed, the amounts listed
will be automatically debited on the dates shown. If need be, payments can be cancelled by
clicking Pending Payments.

H . Add/Remove ? _ Pending |? _ Payment /T My T = Help = End

Session =

Billers/Recipients ”  Payments “  History ~ Profile

Payment/Transfer Results @

Session Details: Mon May 17 09:54:46 2010 CDT
Your reference for this session: 009

Payment/Transfer Details:

P LT f
Biller ! Recipient ayment/ | ranster
Date YYYY—-MM-DD

KEMPTVILLE & DIST MINOR HOCKEY 6132581234 2010-07-30 $610.00
KEMPTVILLE & DIST MINOR HOCKEY 6132581234 2010-06-30 $610.00
MNo. of Payments/Transfers: 2 Total Payments/Transfers: $1,220.00
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Kemptville District Minor Hockey Association

5. TelPay charges KDMHA 50 cents for each account payment (a total of $1.00 would be charged
to KDMHA for the example of two payments on the previous page). Accordingly, as a cost
management strategy, KDMHA requires that no more than four payments be made for

registration fees, and only one payment be made for other fees such as 4-on-4, conditioning
camp, and try-outs.
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