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1 General Information
1.1 Founder Message

RefPay.com - Increasing Convenience and Value. Thank you for using the
RefPay Payment Network. All of our efforts are directed to ensure you have the
tools necessary to pay Officials in a fast, easy and secure manner.

Our focus each day is to make improvements to provide you greater

convenience, service and value. We will continue to implement new innovative
programs that save time and money for our users. If you have any suggestions
on how we can improvei n any of these areas, |10d

Our office is open Monday i Friday 9 a.m. to 5 P.M. MST. We can be reached at
801-576-9436 or via e-mail at support@refpay.com. We are here to help you
any way we can and look forward to serving you.

Best Regards,

Daren W. Jackson
Founder RefPay.com
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1.2 Money Flow Chart

.-'“'--— T
L‘ F Bk gl il = .
[T Refr)ay
ADMIN PAYS OFFICIAL o\
EFT FUNDS THRU ARBITER
OR OFFICLAL or OFFICIALS
MAIL CHECK OFFICIATES GETS OFFICIAL'S REFPAY RECEIVE INSTANT
TO TRUST BANK GAMES INFO (NON-ARBITER USERS) PAYMENTS

1.3 Schematic 1 Paying Administrator

Benefits to Paying Administrators using RefPay:

Eliminates the task of
handwriting or printing checks. check processing times.

Saves you time and money.
Transfers 1099 earnings

REFPAY SYSTEM
RECORDS PAYMENT

FOR 1059 IC TAX

Eliminates postage, mail transit and

Allows you to pay officials anytime,

statement distribution
responsibility to RefPay.

Eliminates chances of checks

being lost or stolen.

anyplace at your convenience

Allows Officials to research their own
pay inquiries instead of infringing on
your time.

Eliminates your responsibility

of storing and

personal and financial
information.

han Simplifies bookkeeping by providing
detailed records of payments to Officials.

The old way:

The Ref PayE wa\)

Time consuming commitment
of hand writing or printing
checks.

Pay one or multiple Officials in seconds with
a few keystrokes.

Time investment of answering
and researching pay inquiries
from Officials.

Officials have access to online tracking
system that verifies up to 12 months of
payment history.

Postage costs, transaction
costs, check printing and mail
transit all cost you time and
money.

Postage, check printing and mail transit

costs are all eliminated. Transaction costs
are eith er eliminated or very minimal
depending on  how you fund your RefPay
account .

Compiling 1099 earning
statements is time consuming
and costly.  (Especially for
multi -sport Officials)

Ref paybés corporate offi
to Officials throughout the ye ar and
distributes 1099 earnings statements for

you.

Payroll Administrators are
required to handle and store
sensitive personal data for
Officials.

The only information you need to pay an
Official is the RefPay username and RefPay
account number.
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1.4

Schematic i Official Associations

Notify Officials of the date
Association dues will be
debited from their RefPay account.

Dues are debited from Officials

RefPay account.

3 Associations received
instant payments.

4 Funds can be accessed
instantly from Asscciations

RefPay account or

transferred to a traditicnal

bank account.

Benefits to Associations Using RefPay

Eliminates the headaches associated
with collecting dues or fees.

Saves your Association time and
money. Transfers 1099 earnings
statement distribution responsibility to
RefPay.

Eliminates chances of checks being
lost or stolen.

Eliminates Associations responsibility

Eliminates postage, mail
transit and check processing
times for sending & receiving
payments.

Allows you to pay officials
anytime, anyplace at your
convenience.

Allows Officialstor esearch
their own pay inquiries.

Simplifies bookkeeping by

of handling Official s & providing detailed records of

information.

payments to Officials.

The old way:

The Ref PayE w

Collecting Association dues or fees is
time consuming, difficult and the job
no one wants to do.

Notify Officials their RefPay Account
will be debited on a specified date
and your fAannual ful

Wait for leagues or conferences to
mail payments for officiating and
scorekeeping services.

Initiate and receive electronic

payments for officiating services,
eliminating mail transit, potential
check loss, and trips to the bank.

Associations are required to handle
and store sensitive personal data for
Officials and Scorekeepers.

Ref Payds secure dat;
Officials personal data and eliminates
potential liability for mishandling
information.

Postage costs, transaction costs,
check printing cost and mail transit all
cost your Association  time and
money.

Postage, check printing and mail
transit costs are all eliminated.
Transaction costs are either
eliminated or very minimal
depending on  how you fund your
RefPay account .

Compiling 1099 earning statements is
time consuming and costly.
(Especially for multi - sport Officials)

R e f P acprposate office records
payments to Officials throughout the
year and distributes 1099 earnings
statements for you.
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2 Account Information
2.1 Username & Password

You may login from the main website with the credentials you were issued

“Paying Officials is now
fast, easy, and secure.”

Privacy and Security by

10 McAfe SECURE™
TETED DALY 2334

2010 RefPay
Changes

The
RefPay
Payment

Each Paying Administrator and Official has their own unique Username and Password.

2.2 Security Key

Security

Keyds are

number s

feridehit clardst Everp Payng N

Administrator and Official has their own unique Security Key. In order for a

transact

on to be approved,

Security

is transferred into or out of a RefPay account. *Make sure you remember your
Security Key as it will only be given once through the messaging system.

‘“ Accounts

* Support
Q Transfers

- News

Yi_ Reports
' My Profile

Qi Logout

You will get an error
message without the proper
Security Key.

le. Transfers

Transfer to Other User

Keyds

Template Manager

Template: _Blank « | Load Delete

Debit from Account

Account Mumber: Select Account -

Account Type:
Available Balance:

Credit to Account

Payee Username:

Payee Account Number:

Transfer Details

Amount to Transfer:

* Use only decimal point separator

Description:

Transfer Fee:

Security Key: > 1([2]] 3

Template Manager

Template Mame:

[ save Template

Continue

Cancel
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2.3 Available Balance vs. Current Balance

Available balance is the money you can access immediately. Current balance

reflects money you can access plus or minus any credits or debits not fully collected.

In most instances these numbers will be the same. However,i t 6 s i mportant ¢t o
remember ACH debits and credits take aprx 3 business days to be fully

collected.

Description Available Balance Current Balance
Edit 0.00 0.00

Available Balance and Current

Description Balancemay differ because
ACH funds have not been fully
collected.

2.4 Multiple RefPay Accounts

RefPay allows users to have multiple RefPay Accounts if they desire. This function

wasdesigned specifically for users who want to Kke:

separate. A Paying Administrator may use this function to keep money designated to
pay Basketball Officials in one account and money designated to pay Soccer Officials
in another account.

-
u Accounts

Account Creation Date Account Humber Account Type Currency Description Available Balance Current Balance
0710212009 05:57 P 1538501130 Assoc. Main UsD Basketball | Edit 0.00 0.00
082672009 01:20 PH 1727901244 Assoc. Main Uso Soccer | Edt 0.00 0.00
08/26/2009 01:20 P 1202241150 RefPay Free Account UsD Volleyball | Edi 0.00 0.00
ﬂ Users can have multiple

Association Dat RefPay accounts if they Card Account Type Description Status

want to keep money and/o
earnin@ separate.
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3 Message System
3.1 Purpose of Message System

RefPay has an internal messaging system that allows you to communicate directly with
the RefPay administrator and support staff. This system can only be accessed when
you are logged in with your unique user ID and password. The quickest way to
resolve any problems that may arise is by communication through the messaging
system.

3.2 Sending a Message

Sending a message is easy. Click on the Support Tab, then on the New Message icon.

o=
| ) Messages

m Accounts
Recent Messages Status
Date | Time ¥ Unread
05/04/2009 04:36 PM
\\ New Message | Sent Messages | All Messages
4 = !

N

To send a message
Click Support Tab
Click New Message

Q] Logout

This screen will appear.

[;- Messages

New Message

To: administrator

Subject I E|

Message:

Send | | Cancel

Write your message and then click send. The administrator will respond through the
messaging system.

Administrators Quick Guidé Copyright 2010° RefPay.com



3.3 Receiving a Message

Receiving a message from the RefPay Administrator is easy. Click on the Messages
Tab. Then on the Subject line link you want to read.

L:_,- Messages

m Accounts — Status
Security Kev Unread
Date | Time ¥ 4
05/04/2009 04:36 PM New Hessage
N
\
N

To reada message
Click Support Tab.
Click the link you want to read,

Q] Logout

Your message will appear for you to read. The RefPay administrator will
communicate with you through the system.

L: Messages

Date | Time: 05/04/2009 04:36 PM

From: administrator

Subject: [Security Keyl: Security Key

Message: Please memorize this security key, since itis only going to be shown once.
Security Key: 9999

Message Thread || Print | Reply | Close
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4 Transferring Money/Paying Officials Via RefPay

4.1 Transfers Between RefPay Accounts (Owned by same individual or group)

For users who have multiple RefPay accounts, you can transfer money between them at
your discretion. To do this select the Transfers Tab, then select the Between My RefPay

Accounts Option.
L'-J Transfers
Transfer between accounts

Click Transfes.
Ak Account (E SelectTransfer between =

RefPay accoust N

To RefPay Debit Caro \ Enter

By Check \ Enter

Transfer Funds \

Between My RefPay Accounts ) Enter
Pay Officials, Personnel & Other RefPay Users (Individual) Enter
Pay Officials, Personnel & Other RefPay Users (Mass) Enter
gl Logout Pay Officials Fram Mon-RefPay Account (EFT) Enter
Upload Funds into RefPay (EFT) Enter

Fill out the form, click continue to confirm the transaction and then submit.

g Transfers
Transfer Between My RefPay Accounts

Debit from Account

(Jg Transfers Account Number: 1290401832 |+ ] i\fgﬁ:g:eggziff;;EFSZSCCU“”‘
B news Credit to Account

sr | Reports Account Number; Select Account[ =] i\fgﬁ;'glteg‘;fénce:

' ST Transfer Details

Q] Logout Amount to Transfer: EDD— * Use only decimal point separator

Transfer Fee: Processing Fee USD 0.00 E

Continue | | Cancel

The money will be instantly transferred to your other account.

Administrators Quick Guidé Copyright 2010° RefPay.com



4.2 Pay Officials, Scorekeepers & Others (Individual)

Paying Officials is one of the primary functions of the RefPay system. Select the
Transfers Tab. Then select the Pay Officials, Personnel & Other RefPay Users.

g Transfers

- News

f Reports
' My Profile

Q| Logout

‘“ Accounts
“ Support
g Transfers
- News
’f‘- Reports
' My Profile

Q] Logout

You must enter your
Security Key to proceed
with the transaction.

=1 Transfers

Send Funds

ToBark Account (EFT) Enter

To RefPay Debit Card Enter

By Check

\ Enter

Transfer Funds \

Between My RefPay Accounts \ Enter

Pay Officials, Personnel & Other RefPay Users (Individual) Enter
Pay Officials, Personnel & Other RefPay Users (Mass) Enter
Pay Officials with Mo RefPay account By Check (Individual) Enter
Pay Officials with Mo RefPay account By Check (Mass) Enter

Upload Funds into RefPay (EFT) Enter

Fill out the form, click continue to confirn

Template Manager

Pay Officials n submit.
Click the Transfers Tab

Select Pay Officials

Transfer to Other User

Template:

_.Blank[+] | Load

Debit from Account \

Account Mumber:

Account Type: RefPay Free Account
1290401832 El Available Balance: 0.00 USD

Credit to Accou

Payee Username:

You will need the

<+ Officials RefPay

Payee Account Mumber:

<«+—— username & RefPay

account number

Transfer Detail

Amount to Transfer:

* Use anly decimal point separator

Description:

Transfer Fee:

Processing Fee LISD 0.00 E|

Security Key:

1]||2]|[3]|a]|5]|e]||7]|8]l2]|0
= 4

emplate Mame:

Template Manager

Save Template

Continue Cancel

The Official will be paid instantly into their RefPay account.
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4.3 Pay Officials, Scorekeepers & Others (Mass)

MassPay is designed to allow Paying Administrators to pay multiple Officials and once.
ltds very simple and easy to use. proBesskdow are a f

correctly.

Using Excel you will enter the userod6s username |
description in column C, and the amount to be paid in column D as shown below.

1) Use the Excel Template as a guide to set up your spreadsheet.

2) If oneof your Officials has a username that is amail address, make sure the
hyperlink is turned off. (Right Click on the link and select Remove Hyperlink)

3) All RefPay Account Numbers at 10 digits.

4) Transfer Descriptions can be up to 265 characters.

5) Do NOT put a $ sign or format the transfer amount as currency. Type it as a
number with two decimal places.

6) Make sure the file is saved in a .CSV format before uploading into the system.

[ = ) -
Recent Documen
)
1 GAS
% open 2 Copy of Copy_
- ; I
4 Duke Universil
Save
5 BILLS
=] & Copy of Copy_
H Save As L .
71 Copy of Speciz

— & Mo RefPay Acc
|/ Open from Office Live » 9 gamerep

FINAL Payors C
H Save to Office Live » GAS

Copy of Copy_

i
L _.' Print .3 Refpay Phone
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