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CLIENT PORTAL

QUICK START GUIDE

From start to finish, admin to user, we will quickly
cover each topic in your new Client Payment Portal.

This should only take a few minutes, we promise.




Log Into to Your Client Portal

You will find your Client Portal in your Bill4Time account under Settings.

YOUR CLIENT PORTAL E @

Firm/System Settings

Overview General System Invoice

O

File Storage Client Portal

N

- Or -

YourFirmID.b4tportal.com/admin/login

Use your Bill4Time email and password to login
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HTTPS:// YOUR CLIENT PORTAL

b1ll£t1me Account Settings  User Permissions  Invites impact Easy +
PORTAL ADMIN

Account Settings

Upload Your Loge Payment Setup

~\
Connect with Stripe to Accept Credit Card

COMPANYBRAN D Payments from Your Clients

JR BILLATIME CLIENT PORTA

§  Gonnect with Stripe

Stripe Pricing

For best results. logo should be a.png image Custom Payment Link v

between 200px-600px wide and about 200px tall.

A/‘

& b Accounting Settings

Allow clients to view their account history?

Other Payment Options

Email Settings

Send invoice emails to clients?

Let’'s Configure Your Payment Options

Upload Your Logo

For best results, your logo should be a PNG image between 200px and
600px wide and about 200px tall.

Pick a file, upload and you're done!

Stripe is the premier credit card processor
that allows your clients to pay with ease.
With a full integration, your client will always

stay in your portal.

Not a stripe user just click the “Connect with Stripe” and you'll be set within

minutes. More info - https://stripe.com/us/pricing

* Options are always good. If your client uses PayPal,
PayPal,

they can have that option as well or you can
link to an outside payment site.
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PORTAL ADMIN

Account Settings
Upload Your Logo
NQ\‘
COMPANY BRAND

OUR BILLATIME CLIEN

For best results, logo should be a .png image
between 200px-600px wide and about 200px tall.

Upload

Accounting Settings

Allow clients to view their account history?

Yes T3

Account Settings  User Permissions Invites Impact Easy ~

Payment Setup

Connect with Stripe to Accept Credit Card
Payments from Your Clients

§  Connect with Stripe

Stripe Pricing

Custom Payment Link « N
Other Payment Options %

Email Settings \/

Send invoice emails to clients?

Yes [T




YOUR CLIENT PORTAL CIient Settings

blll‘-tlﬂ]ﬁ Account Settings

PORTAL ADMIN

Before you start inviting your clients to your new payment portal, take a
fccount Setiings few moments to determine the following options:

Upload Your Loge Payment Setup

ACCOUNTING SETTINGS

N\
Connect with Stripe to Accept Credit Card

COMPANYBRAND B e Allow your clients to view their history of invoices or keep it strictly
‘ to payments.

Stripe Pricin:

)
For best results. logo should be a.png image Custom Payment Link v
between 200px-600px wide and about 200px tall,

EMAIL SETTINGS
When you create an invoice you can choose whether or not to

Accounting Settings Email Settings

automatically send an email notification to the client.

Allow clients to view their account history? Send invoice emails to clients?

No ves TS

N

The button hight-lighted in BLUE is the current selection.

YOUR CLIENT PORTAL

M) billitime e senirp e B et T
PORTAL ADMIN

Invites

Invite your clients to pay their invoices online!

Invite Your Clients

Invite Client

Invite

alex.trautt@outliook.com

Email, associated a company or client, send and you're done!

The inyited/liSer Willbe. ices and payment history for the

ve a
selected client(s). and wi il nof ed for the s clients)

Client(s)

SETTING USER PERMISSIONS Add cClient
Most of your user’s will be associated with one business/client. o
For your clients that have multiple businesses/clients, you <tient(s), and will rec.
can associate all with one user. Just click Add Client.

ant(s)
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Email Invitation

From: yourclient@_ema‘iLcom
o RogelvabiBtneor Your client will receive an email with a link to create an account. Be sure
Subject: Customer Portal Invitation

to upload your logo, it will be used within your invitations.

COMPANYBRAND

/ YOUR BILL4TIME CLIENT PORTAL

“Your Company Name" has invited you to join their customer portal, where you can

pay invoices and view your payment history.

To get started, click here to create your account.

If the link above does not work, copy and paste the following address into your
browser.

YOUR CLIENT PORTAL

http://dem.bdtportal . com/welcome?invite=54a2e18d969c74526e9dffef M billetime

CLIENT PORTAL

_—

A
COI\}PA!\IYBRAND

ZILLATIME CLIENT PORTAL

Client Password

Welcome, please log in.

With one creative password and a click, your client creates an account
and is ready to go!

Email

Password

Forgot your password?

billétime
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Invoice Dashboard

) billétime alex.trauttgoutionk.com

After creating an account or successfully logging in, your client will land

) ) on the invoices dashboard.
conjmmsmw YOUR COMPANY NAME

Invoices vrpaid  paic (D $7,094.10 [ Poy Now | If you have not allowed access to see their history, only unpaid invoices
oate mvolcs Deseription salance i will be shown. By default all unpaid invoices will be selected. For this

09/29/2009 20293 - $7.094.10 Payment History examp|e we ha\/e Choseﬂ to ShOW a”

12/03/2008 20214 - $4,077.06
08/04/2009

08/07/2008 20159 - $1,180.00 $3,425.00

05/29/2008 20114 - $4,638.50 n/21/2008
$2,060.00

02/06/2008 20081 - $2,060.00
11/21/2008
07/17/2007 20053 - $1,300.04 $4,700.00

06/20/2007 20047 - $2,261.50 T/21/2008
Payment $2,000.00

07/17/2007
prepaid in full $1,500.00

View full payment history

billétime

Portal Version: Beta

HTTPS:// YOUR CLIENT PORTAL

) billétime alex.trauttgoutiook.com ~
CLIENT PORTAL

Invoice 20293

Invoice Preview Balance:
Total Labor $1,050.00 $7’094.‘|0

Total Amount $1,050.00
By clicking directly on the invoice number, your client can preview each W akirncsTormom oo pelntapgeaion T Payments:
. . . " " N Date By Services Hours| Rates| Amount Hone
|nVO|Ce and eaS||y Pay NOW after reV|eW. 04/17/2009 |J Doe |Court Time: testsetset 010 $ 400.00/hr| $40.00
04/17/2009 |J. Doe |Deposition: asetaset 3.00 $400.00/hr,  $1,200.00

Total Hours 310 hrs
Total Labor $1,240.00
Total Amount $ 1,240.00

In Reference To: test matter 1 (Labor)

Date [By  [services Hours| Rates|  Amount
05/17/2009 |J. Doe | Administrative: test 1.00] 5400.00/0r 5 400.00

Total Hours. 1.00 hrs
Total Labor §400.00
Total Amount $ 400.00

In Reference To: test the box matter (Labor)

Date [By  [services Hours| Rates|  Amount
04242009 KO | Court Time: Test 220 5200000 §440.00

Total Hours. 220 hrs
Total Labor $ 440.00
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HTTPS:// YOUR CLIENT PORTAL Paym e nt co nfi rm atio n

billktime

One last review before payment. Your client will see all the invoices they

Eahi have selected to pay and can also make adjustments to the amount

paid on each, if necessary.

Date Invoice Description Due Payment

09/29/2003 20293 - $7,09610 S 7094.10

Total $7,094.10

Sanee! m

billétime

Portal Version: Beta

HTTPS:// YOUR CLIENT PORTAL

billétime alex.trautt@outiook.com ~
GLIENT PORTAL

Submit Payment

Smeit Payment Payment Total: $7,094.10
visa & O
If you provide both Stripe and PayPal payment options, both will be Sred cerd Homber Siien be

) B4 20014 v

available for your client to select from. If one option (Stripe or PayPal) is
provided, that will be the only option displayed.

Credit Card Number, Expiration Date and CW. The payment has been
made in 3 simple feilds.
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YOUR CLIENT PORTAL

View Sent Invites

m bllllmme Account Settings  UserPermissions  Invites Impact Easy ~
PORTAL ADMIN

Invite Your Clients

Allow your clients 24/7 access to pay their invoices and view their history. Once an invitation is sent, your client will be notified via
email to create a password to login.

Invite Client

Invite

Email

Now see the status of your invitations in real-time. Below is a quick
breakdown.

DATE & EMAIL
1 Invite I The date and email address the invitation was sent

The invited user will be associated with the selected Bill4Time client account(s). This user will have access to invoices and payment history for the
selected client(s), and will receive automatic email notifications when a new invoice is finalized for the selected client(s).

Client(s)

View sent invites

billétime

Portal Version: Beta

Status

on and to.

View sent invites

CLIENT

'%\ The client(s) associated with the invited user. If
you've allowed access to the wrong client, make
all changes in User Permissions. If the invitation
recipient has not accepted your invitation, send a
new invite with the corrected client(s). This action
will cancel the previous invite.

ACCEPTED
Your client has received your invitation and successfully created an account.

Your client has received the email invitation but hasn't clicked through to
create an account.

EXPIRED

The invitation either expired due to 7 days of inactivity or if an additional
invite was sent to the existing email address.

bill&étime
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bllM—tlIIE Account Settings  Usar Permissions  Invites Impact Easy ~

PORTAL ADMIN

Sent Invites

An invitation will expire after 7 days of inactivity. If multiple invites are sent to the same email address, only the most recent one will be valid.

If you have allowed access to the wrong client, make all changes in User Bermissions. if the the invitation recipient has not accepted your invitation, send a
new invite with the corrected client(s). This action will cancel the previous invite.

Date Email Client
02/03/2015 example@billatime.com Bill4Time
02/09/2015 example@billatime.com Bill4Time

02/09/2015 example@billatime.com Bill4Time Expired

I bill&time

Portal Version: Beta
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CLIENT PORTAL

That's it!
Now that you know your Client Portal inside and out,
start sending those invitations!
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