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INTRODUCTION
ABOUT THIS DOCUMENT
When a Biller level user logs into BillerXchange, they have a number of options for performing various tasks,
including customer servicing and accessing reports for analyzing Biller level data. All these Biller level
functions are now accessible from a newly introduced Biller Portal, a central landing point for all Biller level
roles.
This document provides information on the new Biller Portal and how to perform the tasks starting from there.

INTENDED AUDIENCE
Biller level users fall into different categories, with different entitlements and rights. The options they have
access to, are also different.
This document is intended for all Biller level users, even when some of them may not have access to all the
options discussed here. In addition, it is useful for any user who wants to familiarize themselves with
BillerXchange common functions.

DOCUMENT CONVENTIONS
This guide is written mainly from the view of the Biller Main User (BMU). Screenshots are included
abundantly in the document so that readers can easily relate to what they see on BillerXchange. These
screenshots are captured from test Billers set up in test environments and never from actual live data.
Any information, useful but not a direct part of the function, is included as a Note, designated by an
icon, as in this example.
Any information that requires attention from the person setting up or using a function is included as
an Alert, designated by an icon, as in this example.
Any information about a recommended method of work or good practices to follow is included as a
Recommendation, designated by an icon, as in this example.

GLOSSARY OF TERMS
Term

Definition

BMU

Biller Main User

CSR

Customer Service Representative

PMB

Pay My Bills

MFA

Multi-Factor Authentication
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REVISION HISTORY
Date

Version

Change

Author

01/04/2021

0.1

Initial draft

Product Team

01/28/2021

0.2

Comments incorporated

Transactis Product Team

UPDATE SCHEDULE
This User Guide is provided as a handy reference to our users as the Biller Portal is being introduced. The
information contained in this document is also available by request through your Treasury Management
Officer. Those articles on the Knowledge Center will be updated frequently and new articles added as
BillerXchange undergoes enhancements and feature additions. This document is a one-time effort and will
not be updated. Please refer to the Knowledge Center for updated information.
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BILLER PORTAL
Starting with Release 21.0, Biller Users can perform all their activities within BillerXchange from a new Biller
Portal, designed specifically to make options easy to access and set up.
The new Biller Portal customizes and streamlines the user experience, so that the experience can be
tailored to the specific role that is logging in. For example, if a user role does not have access to certain
functions, they do not even see those functions.

BILLER PORTAL AS LANDING PAGE
When Biller Users log into BillerXchange, the new Biller Portal is their landing page. From this portal, they can
access all the functionalities available to them.

As Release 21.0 of BillerXchange is newly introducing the Biller Portal, the original Main Menu has been
retained. The users have access to both views and can move between the two as required.
In case users would like to go back to the previously familiar Main Menu, they can always click the button
Original Main Menu on the right panel of the screen to access the old screen.
While on the Main Menu, they can click the button New Biller Portal on the top of the screen to access the
Biller Portal
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BILLER PORTAL – ORGANIZATION
On the Biller Portal, the available options are organized into sections, displayed as tiles on the left panel of
the screen. On the right panel are displayed details of the Biller like biller type, login URL, payment methods
available, etc.

Every Biller Portal screen has two buttons on the top panel:
•
•

Biller Portal: takes the user back to the Biller Portal
User Settings: enables user functions like from the drop-down menu
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The activities that can be performed from the Biller Portal are organized under the following sections:
•
•
•
•

Customer Service Portal
File Import Functions
Maintain OperatorsFunction
Reporting Portal (Old and New)

Click on a tile to access the section.

A D D I T I O NA L C US T O MI Z E D P A Y ME NT M E T HO D S
When the Biller is enabled for additional payment methods, they appear under the heading Customized Biller
Configuration.

You can click the tile with the option name to define and set up.

8

Internal Use

CUSTOMER SERVICEPORTAL
The Customer Service Portal enables Customer Service Representatives to quickly search for accounts and
perform various activities from a central location. To access the Customer Service Portal, click the tile
Customer Service on the Biller Portal.

The Customer Service Portal opens, with the Search for Customers screen displayed.
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From the Customer Service Portal, users can click
•
•

Original Main Menu to go to the old Main Menu
Biller Portal to go to the new Biller Portal

There is no change to the display or functioning of the Customer Service Portal as part of Release
21.0; it works exactly as it used to previously.
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FILE IMPORT FUNCTIONS
Users can upload bill files or message files to the system, using the file import functions. To access the file
import function, click the tile Import Files on the Biller Portal.

The Import Files screen that is displayed, has two tabs:
•
•

Import Files
Search Imported Files

Either activity can be pursued by clicking the appropriate tab.
There is no change to the display or functioning of the Import Files function as part of Release 21.0; it
works exactly as it used to previously.
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MAINTAIN OPERATORS FUNCTION
To access the Maintain Operators function, click the tile Maintain Operators on the Biller Portal.

You are taken to the Maintain Operators screen. The list of active Operators of all roles is displayed. This is
the default search criteria. The actions that are available to a user on this screen are based on the user
role.
In the new Biller Portal, the Maintain Operators function is exclusively for the purpose of managing
Operators. All Customer management functions have been moved to the CSR (Customer Service
Representative) Portal.
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You can change any of the criteria and click the button Search to run a new search.

SEARCH BY ROLE
To search for Operators of a particular role, select that role from the drop-down.
Only roles below the level of the logged in role appear in the drop-down list. As an example, a user is
logged in as a Biller Main User will not see any Partner level roles in the drop-down list.

SEARCH BY STATUS
By default, the status Active Operators is used for the initial search.
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You can change this criterion to include All Operators or Operators with a specific status to run a new
search.
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The available statuses are:
•
•
•
•
•

Active Operators
All Operators
Deleted
Disabled
Locked Out

SEARCH BY UNIQUE PARAMETERS
You can also run searches using the following unique parameters:
•
•
•

Login ID
Name
Email
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ADD OPERATOR
To add an Operator, click the button Add Operator on the Maintain Operators screen.
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The Add Operator pop-up screen is displayed.

On this screen, enter or select information in all fields.
If Any field is optional if it is indicated as such.
You can hover over the question mark next to Password, to view the password rules applicable to the
Biller.
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When all the required information is entered on the screen, click the button Add to add the Operator.
If you did not enter any of the required information before clicking the button Add, you will see an error
message.
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You can correct the error and proceed.
If the passwords, entered first time and re-entered, do not match, you will see an error message.
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You can correct the error and proceed.
When the button Add is clicked after entering all the required information, a success message is displayed.
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EDIT OPERATOR
You can edit Operator information by clicking the button Edit on the Maintain Operators screen.

You are taken to the Edit Operator pop-up screen.
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On this screen, you can modify the personal details of the Operator, but not the login credentials. The
following details are displayed, but are not editable”
•
•
•
•

Login ID
Biller
Date Created
Last Update

When you have finished modifying the information, click the button Save to save the changes information.
You will see a success message displayed.
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OPERATOR MANAGEMENT
There are several actions listed below, that a Biller Main User can perform to manage Operators.
•
•
•
•
•
•

Delete Operator
Disable Operator
Reset Password
Reset Security Questions
Enable Operator
Activate Locked Out Operator

These actions depend on the status of the Operator and the access rights of the logged in user.

OPERATOR WITH ACTIVE STATUS
You can perform the following actions for all Active Operators:
•
•
•
•

Delete Operator
Disable Operator
Reset Password
Reset Security Questions
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DELETE OPERATOR

An Operator once deleted cannot be reactivated. No actions can be performed on a deleted
user. Users are advised to be sure before they delete Operators.
To delete an Operator, select the option Delete Operator from the drop-down menu, indicated by the downarrow, next to the button Edit. You are asked to confirm the deletion of the Operator.

When you click the button Yes to confirm, a success message is displayed.
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The Operator appears in a search (All Statuses) with the status Deleted.

DISABLE OPERATOR
To disable an Operator, select the option Disable Operator from the drop-down menu, indicated by the
down-arrow, next to the button Edit. You are asked to confirm the disabling of the Operator.
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When you click the button Yes to confirm, a success message is displayed.

The Operator appears in a search (All Statuses) with the status Disabled.
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RESET PASSWORD
To reset the password of an Operator, select the option Reset Password from the drop-down menu,
indicated by the down-arrow, next to the button Edit. You are asked to confirm the resetting of the
password.

When you click the button Yes to confirm, a success message is displayed.
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An email is sent to the Operator, with a link to rest their password.

RESET SECURITY QUESTIONS
To reset the security questions for an Operator, select the option Reset Security Questions from the dropdown menu, indicated by the down-arrow, next to the button Edit. You are asked to confirm the resetting
of the security questions.
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When you click the button Yes to confirm, a success message is displayed.

Next time the Operator logs into BillerXchange, they are asked to reset their security questions.

OPERATOR WITH DISABLED STATUS
An Operator gets disabled when they are manually disabled for any reason. You can enable a disabled
Operator from the Maintain Operators screen.
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Ena bl e D i s a bl e d O p er a t o r
To enable a disabled Operator, select the option Enable from the drop-down menu, indicated by the
down-arrow, next to the button Edit. You are asked to confirm the enabling of the Operator.

When you click the button Yes to confirm, a success message is displayed.
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The Operator is enabled and appears among the list of Operators with the status Active.

LOCKED OUT OPERATOR
Operators can get locked out of the system for reasons like consecutive entries of wrong password or failure to
follow MFA (multi-factor authentication), if required. A locked-out Operator can be activated from the Maintain
Operators screen.

ACTIVATE LOCKED OUT OPERATOR
Users get locked out of the system when they make more than the allowed number of unsuccessful login
attempts.
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To activate a locked-out Operator, select the option Activate Locked Out User from the drop- down menu,
indicated by the down-arrow, next to the button Edit. You are asked to confirm the activation of the
Operator.

When you click the button Yes to confirm, a success message is displayed.

The Operator is activated and appears among the list of Operators with the status Active.
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REPORTING
Release 21.0 of BillerXchange introduces a new Reporting Portal where users have access to the various
types of reports available, based on their roles and access rights. The new Reporting Portal provides a
uniform look and feel to the reports as well as a central location where the reports can be accessed.
The reports can also be accessed from the old Main Menu, as was done previous to Release
21.0. Both these options are available from the Biller Portal.

To access the reports the old way, click the tile Reporting Portal. You are taken to the Main Menu.
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Here you can select and view any report available to you.

NEW REPORTING PORTAL
The new Reporting Portal provides a single location where the reports available to a user can be
accessed.
The report availability is based on the particular role of the user.
To access the new Reporting Portal, click the link Reporting Portal (New) on the Biller Portal.
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You can also access the New Reporting Portal from the Main Menu by clicking Reporting Portal
– BETA under the section Reporting – System Reporting.

You are taken to the new Reporting Portal.
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The reports are organized on the left panel, under the following sections:
•
•

Financial Reports
User Reports

To view the reports under a section, click the small arrow next to the section name.
All reports may not be available in the new Reporting Portal yet. If such cases, they are still available
from the old Main Menu.
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To run and view a specific report, click the report name on the left panel. You are taken to the report popup screen to select the parameters for the report.
Some sample reports are shown below, with details of selection criteria and fields in the report.

PAYMENT STATUS REPORT
Payments made through any channel (WEB, IVR or CSR/TEL) are included in the Payment Status Report.
When you click Payment Status in the list of reports on the left panel, you are taken to the Payment Status
pop-up screen to select the criteria for generating the report.
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The following are the criteria you can use for the report:
•
•
•
•
•
•
•
•
•
•

Biller
Name(s) Contains
Account Number
Enter Confirmation #
Biller Invoice Number
Payment Amount Range
$ to $
Invoice Amount Range
$ to $
Payment Creation Range
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After selecting the criteria, click the button Search. The report is generated as per your selected terms and
displayed.

The following are the fields included in the report:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Method
Channel
Biller Name
Name
Biller Invoice Number
Report FDI Description
Account Number
Confirmation #
Payment Created
Payment Date
Card/AccountType
Future Payment Date
Total PaymentAmount
Payment Status

BILLER ACTIVITY REPORT
The Biller Activity Report displays the history of a Biller's Payer activity, for all enrolled Payers.
When you click Biller Activity in the list of reports on the left panel, you are taken to the Payment Status popup screen to select the criteria for generating the report
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The following are the criteria you can use for the report:
•
•
•

Biller
Customer Name
Date Range

After selecting the criteria, click the button Search. The report is generated as per your selected terms and
displayed.
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The following are the fields included in the report:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Biller Name
SysEnroll
Login ID
Company Name
Account Number
Address
Zip
Bill Amount
Date Created
Email Type Sent
Last Bill/Bill Notification Sent
Date Last Bill WebPaid
Date Last Bill Viewed
Date Last Auto Paid

BILLING ACCOUNT STATUS CHANGE REPORT
When you click Billing Account Status Change in the list of reports on the left panel, you are taken to the
Payment Status pop-up screen to select the criteria for generating the report.
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The following are the criteria you can use for the report:
•
•
•

Biller
Account Number
Date Range

After selecting the criteria, click the button Search. The report is generated as per your selected terms and
displayed.

The following are the fields included in the report:
•
•
•

Account Number
Biller ID
Biller Name
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•
•
•
•
•

Change Date
Change Source
Changed by Login ID
StatusType
Statuses

CUSTOMER STATUS REPORT
When you click Customer Status in the list of reports on the left panel, you are taken to the Payment Status
pop-up screen to select the criteria for generating the report.

43

The following are the criteria you can use for the report:
•
•
•
•
•
•

Biller
Customer Status
Search by Type
Login ID
User Name(s) Contains
User Email Address
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•
•
•
•
•
•

User Phone Number
Account Number
Is Consumer Enrolled
Is System Enrolled
Is Unique Only
Date Range

After selecting the criteria, click the button Search. The report is generated as per your selected terms and
displayed.

The following are the fields included in the report:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Biller Name
SysEnroll
Login ID
Status
Name
Relationship
Reference Number
Other Data
Email Address
Telephone
Address
Address2
City
State
Zip
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•
•
•
•

Enrollment Date
Paper Suppression
Profile Change Date
System Customer #

ENROLLED CUSTOMERS REPORT
When you click Enrolled Customers in the list of reports on the left panel, you are taken to the Payment
Status pop-up screen to select the criteria for generating the report.

The following are the criteria you can use for the report:
•
•
•

Biller
Customer Status
Date Range

After selecting the criteria, click the button Search. The report is generated as per your selected terms and
displayed.
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The following are the fields included in the report:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Biller Name
SysEnroll
Login ID
Name
Reference Number
Primary Email
Telephone
Date Enrolled
Enrolled for BillMail
Date Activated (Primary Email)
Secondary Email
Date Activated (Secondary Email)
Alternate Email
Date Activated (Alternate Email)

FILTERING REPORT CONTENT
You can narrow down the search results by clicking the button Show Filters on the top right of the report.
When you click the button Show Filters, the search screen is displayed for you enter the filtering criteria.
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Depending on the report, you can select or modify the terms for inclusion in the report.

EXPORTING REPORTS
You can export the results in CSV, Excel or PDF formats, by clicking the button Export and selecting the
format you want to export to.
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