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Preface

This Account Track Online (ATO) User’'s Manual contains confidential information of
Ingersoll Rand, and is intended solely for the use and support of persons who are registered
users of the Trane ComfortSite™ System or American Standard Air DealerNet System. If
you are not a registered user, please call the Site Support at 800-430-5284, or email
support@comfortsite.com to apply for registration. Refrain from using the manual until you
have been authorized to do so. The use of this manual by registered users is subject to the
terms and conditions of the System Access and Use Agreement between the registered
user or its employer, and Ingersoll Rand, which among other things:

o Expressly prohibits users from using, disclosing, displaying, copying,
downloading, storing, reproducing, transmitting, distributing, reselling or
otherwise commercially exploiting the Manual, or any of the other Resources and
Functionality relating to or otherwise available on or through the ComfortSite™ or
ASDealerNet System; and

o Obligates such parties to use their best efforts and all diligence to safeguard and
protect the Manual, and all other Confidential Information of Ingersoll Rand, as
such term is defined therein.

If you have any technical support issues or concerns that this manual does not address, you
may wish to contact the Site Support by phone at 1-800-430-5284 or by email at
support@comfortsite.com.

INGERSOLL RAND, IN PROVIDING THIS SYSTEM, ACCEPTS NO RESPONSIBILITY OR
LIABILITY FOR THE SUITABILITY OF THE SYSTEM IN PROVIDING SPECIFIC
RESULTS. TRANE SHALL NOT BE LIABLE FOR ANY CLAIMS, CAUSES OF ACTION, OR
DAMAGES ARISING OUT OF OR ALLEGED TO ARISE OUT OF THE USE OR INABILITY
TO USE THE COMFORTSITE™ OR ASDEALERNET SYSTEM. UNDER NO
CIRCUMSTANCES WILL INGERSOLL RAND BE LIABLE FOR ANY INCIDENTAL,
CONSEQUENTIAL, OR SPECIAL DAMAGES, REGARDLESS OF THE LEGAL THEORY
ADVANCED.


mailto:support@comfortsite.com
mailto:support@comfortsite.com
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Account Track Online (ATO)

The Account Track Online (ATO) application provides you with the ability to view account
balance and invoice information as well as the ability to pay invoices online. Account access
is available for residential equipment (TRS) accounts and commercial (TCS) accounts,
including parts.

Functionality allows you to:

Display online payment and aging data for the selected (active) account
Manage accounts

View statements (for residential accounts only)

Load all open account line items

Search for invoices

Make payments by bank draft

Remit payments by check (for residential accounts only)

Make payments by credit card (for commercial accounts only)

Getting Started

To access the Account Track Online application, first log on to the extranet. Select
Financial Center and then Account Track Online. The ATO screen displays.

Account Number [5-1 S8R E I S - South ragien .] = Terms And Conditions = Statements Manage ATO Account Settings

() Invoice Generated || () Invoice Due | (o) Both.
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ATO Header

The ATO Header displays tabs and provides navigation to features for account selection
and management.

Account Number [9.. s 44 T, .] ~ Terms And Conditions  ~ Statements Wanage ATO Account Settings
Account Balanc View Ogenttems | Advanc search | pay Online.

The ATO Header is divided into distinct areas:
e Account Number
Terms and Conditions Information (for residential accounts only)
Statements (for residential accounts only)
Tabs
Manage ATO Account Settings

Account Number

The Account Number field displays the account that populates all data in the ATO view
area. The account displayed in the ATO view area is referred to as the active account.

If you have multiple ATO accounts, a drop-down menu containing a list of all available
accounts is accessible. Click the down arrow to access the menu, and click to select the
account. (The number of accounts listed is dependent on the number of accounts assigned
to your company.) Any account selected in the Account Number field becomes the active
account.

The account that displays by default upon login is referred to as the primary account. See
"Account Details" on page 5 for more information.

~ Terms And Conditions ~ Statements Manage ATO Account Settings

NOTE: If you have multiple
accounts of the same type (i.e.
multiple TRS accounts), an ‘all
accounts' feature lets you
access a combined view per
account type.

Account Number [352;»- '

931
931
9995

— —
Al TRS Accoun ts Dema DS0 Customer's -

Al TCE Accounts Demo D50 Customer's -

sun

Mon Tue Wed Thu

R R L1 |

Access the feature at the bottom of the Account Number drop-down menu. Click 'All TRS
Accounts..." or 'All TCS Accounts...' to select. You must have multiple TRS or TCS accounts
for this feature to display.

After selection, you can see a combined account balance, view all residential (TRS) or
commercial/parts (TCS) open items, search through all TRS or TCS invoices, pay by bank
draft (if TRS), pay by credit card (if TCS) or remit by check (if TRS).

Account Track Online (ATO) User Guide 2



Terms and Conditions (for residential accounts ONLY)
The Terms and Conditions menu provides access to a PDF copy of the terms and conditions
of purchase.

NOTE: These are the Terms and Conditions referenced on your invoices for this
account.

Account Number [s e e -South region - ~ Terms And Conditions - Statements Manage ATO Account Settings

To access Terms and Conditions:

Click Terms And Conditions. A PDF copy of the information displays.

Statements (for residential accounts ONLY)

The Statements menu provides access to the most recent statements for all residential
(TRS) accounts assigned to your company. The statements are grouped by account and are
accessible through links listed in MM/DD/YYYY format.

~ Terms And Conditions ~ Statements Manage ATO Account Settings

To view a statement:
1. Click Statements.
2. Select the needed account from the statement drop-down list.

3. Select the needed date from the predefined list. A separate browser window opens
and displays the selected statement in PDF format.

Tabs

The tabs (Account Balance, View Open Items, Advanced Invoice Search and Pay Online)
dictate the data seen the ATO view area. Click the tab to open the page for that tab.

Tabs include:

¢ Account Balance - Displays at-a-glance current and aging data regarding
invoices and payments

e View Open Items - Displays all open items
e Advanced Invoice Search - Allows you to search through invoices
e Pay Online - Allows you to pay invoices online in a number of ways

Account Track Online (ATO) User Guide 3



Account Number Lgmmm‘ - Sauth region. ~ Terms And Conditions  ~ Statements Wanage ATO Account Settings

Manage ATO Account Settings

Manage ATO Account Settings allows you to manage accounts and details, sign up for
email notifications and (for residential customers only) receive online paperless invoices and
statements.

Account Number Lgmmm‘ - Sauth region. | ~ Terms And Conditions  ~ Statements Wianage ATO Account Settings

Manage ATO Account Settings allows you to:

Select display of account details

Add new accounts

Sign up for email notifications

Opt-out of paper invoices and statements (for residential accounts ONLY)

To access management features, click the ‘Manage ATO Account Settings’ button in the
ATO header. The Manage Accounts screen displays.

- —
. TRAME  Account Track Online

Manage A

Vour Primary Equipment account in PeopleSoft will be the default account for viewing upan Iogin to Account Track Online, You can change the default account by
selecting the radia button to the [eft of the aceaunt you will designate as default and dlicking the Save Settings button,

Vou may alsa add a Nickname to desribe the account to help you better manage your accounts. Far example, you may label ane account Equipment for Region 1,
another Equipment for Region 2, and anather Parts, Then click the Save Seftings buttan.

Account | MNickname Toe

25218 Parts North | TCS commercial {includes ServiceFirst Parts accounts)

26108 Parts South TCS commercial {includes ServiceFirst Parts accaunts)
543 [ Parts East | TCS commercial {includes ServiceFirst Parts accaunts)
9120 South regian TRS residential (aquipment, warranty, literature, etc.)
931 [ Wast region TRS residential (equipment, warranty, literature, etc.}

a3Tee Horth region TRS residentlal {equipment, warranty, literature, etc.)

OOOOOOOI%

985 Spocial Piojadts | TRS residential (equipment, warranty, literature, etc.]
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Account Details
The Account Details feature
gives you the ability to ——

. Vour Primary Equipment sccount in PecpleSoft wil be the default account for viewing Lo login 1 Account Track Online, Vou can changs the default account by
des | g nate th e d efau |t or Lselecting the radio button-to the left of the account you wil designate as default and clicking the Save Settings button.
. ou may alsa add a Nickname to describe the account to help you better manage your accaunts. For example, you may label one account Equipment for Region 1,

primary account (th e account another Equipment for Regian 2, and ancther Part, Then click he Save Setzings bt

displayed upon login) and T T

enter descrlptlve tltles for O 25200 Parts North TCS commercial {includes ServiceFirst Parts accounts}

- - - O 261 Parts South TCS commercial (includes ServiceFirst Parts accounts)

individual accounts. o R ———
O 12 RS residential (equipment, warranty, literature, etc.)
@) 931 TRS residential (equipment, warranty, literature, etc.)

TO access t h € AC coun t O 931 TRS residential {equipment, warranty, literature, etc.)

Det ai | S fea_tu re, CIiCk the O 900 TRS residential (equipment, warranty, literature, etc.)

‘Account Details’ tab on the
Manage Accounts screen.

Save Seitings

NOTE: The type of account will be reflected by TCS for commercial / parts accounts and
TRS for residential customer accounts.

To set the default account (for multiple account situations):
1. Navigate to the needed account in the list provided.
2. Select the radio button to the left of the individual account.

3. Click the Save Settings button to save any changes. The account will now display
by default upon login.

To set the account nick name:
1. Navigate to the needed account.
2. Enter the name or descriptive text in the ‘Nickname'’ field.

3. Click the Save Settings button to save any changes.

NOTE: The “nickname” will appear in the Account Number field and (if applicable) Account
Number drop-down menu next to the account number.

Account Track Online (ATO) User Guide 5



Add New Accounts

The Add New Accounts
feature accesses a form that
allows you to add accounts for

E-Miail Address®

display in ATO. eionarhration

Account Number Add/Delete

To access the Add New
Accounts feature, click the
‘Add New Accounts’ tab on the
Manage Accounts screen.

*

Save Settings Cancel

NOTE: This request does not add accounts into the extranet for ordering or other purposes.
The ‘Add New Accounts’ feature adds accounts to ATO for online viewing and payment.

To add a new account;:

1. Enter information in to the ‘Name,’ ‘E-mail Address,’ and ‘Additional Information’
fields. All fields marked with an asterisk are required.

2. Enter account number information in the table. Options include:

Add more fields for

entry Click the icon to the right of the lowest field.

Remove an account
number from the
request

Click the icon to the right of that account number

3. Click the Save Settings button to save any changes and submit the request(s).

NOTE: Please allow 3 business days for the account to be added.

Sign up for Email Notifications

The Sign up for Email Notifications feature allows you to assign who receives emalil
notifications for selected accounts.

Account Track Online (ATO) User Guide 6



This feature is a great way to

ensure you do not miss your
electronic invoices (which are
generated in one (1) business
day after the order) and to

ou may sign upta be notifisd via email when invaices are generated or five days before an inveice due date.
« Check the notifications checkboxles)for the account(s).
« Enter the email address to which you want the account's notifications to be sent. You may enter multiple email addresses, separated by semi-colon (o spaces)
*  Click on the Save Settings button,

Account #

Invoice:

i Due Date | Nickname

E-Mail Address

always pay your invoices on l
time.

2

26

5

(7]

(]

(5]

3]

7]

¥

|

Parts North
Parts Sauth
Parts East
South region
West region
North region

Special Projects

emily dickinson@trane.com

william shakespeare@trane.com

emily.bronte@trane.com;jane.austen@trane.c
om

gecffery.chaucer@trane com

mark twain@trane.con|

To access the Sign up for Email Notifications feature, click the ‘Sign up for Email

Notifications’ tab on the Manage Accounts screen.

NOTE: You may sign up for notifications for invoice generation and/or due date notification

(issued five (5) days prior).

To assign email notifications:

1. Click to select the notification checkbox(es) in the ‘Invoice’ (for invoice generation
notification) and/or ‘Due Date’ (for notification five (5) days before an item’s due
date). Selection depends on your needs for the specific account.

2. Enter the email address where you want the account notifications sent in the
textboxes in the ‘E-mail Address’ column.

NOTE: You may enter multiple email addresses, separated by a semi-colon (no spaces).

3. Click the Save Settings button to save any changes.

Account Track Online (ATO) User Guide



Opt-Out of Paper (for residential accounts ONLY)

The Opt-Out of Paper feature
allows residential (TRS)

Instructions:

accounts to save paper and e R e v s s
view invoices and statements e e e e e i ety

online. This option replaces

receiving paper invoices and — P i —
statements through the mail. s Wt o

Selections are made per j_ e - 5
account in multiple account

situations.

To access the Opt-Out of Paper feature, click the ‘Opt-Out of Paper: Go Green! tab on
the Manage Accounts screen.

To opt-out of paper:

1. Select the needed 'Invoice' and/or 'Statements' checkbox and discontinue receiving
paper copies of invoices and/or statements for that account.

2. Click on the Save Settings button to save the changes made. Confirm any
changes.

Account Track Online (ATO) User Guide 8



Account Balance
The Account Balance screen allows you to see at-a-glance information about the selected
account’s statement and payment information.

To access the Account Balance page, click the ‘Account Balance’ tab in the ATO tabs
area. The Account Balance page displays. This page displays by default upon login.

= ACCO kO
Account Number [g.. P - South region .] = Terms And Conditions = Statements
() Invoice Generated || () Invoice Due | (o) Both.
March 2011 April 2011 May 2011
Sun  Mon Tue Wed Thu Fri  Sar Sun  Mon Tue Wed Thu Fri  Sar
1 £ 4 5 1 2
| | I

G 7 8 oo o e 3 o 6 o £ t]

3 |4 fs o fis 1z R fieo o i 2 13 ha s e

20 |22 a2 23 Jaa |5 (28 17 |18 J19 o |2 [22. |23

[l 1 L (] L
Ol [ [0 ho |n I A L A A A °
D 0 ast 90 Da
Current usp Received Confirmation Number Amount
1-30 Past Due usD| 05/10/2011 128750
Current Total Account Balance usD|
05/10/2011 128751
1-30 Past Duz ’
o 2000 Ao 6000 B0 10000 12000 14000 16000 18000 20000 2000
Trane eBusiness & 2011 Trane All rights reserved T T ——

The Account Balance page is divided into three areas:
e |nvoice Snapshot
e Account Balance Details
e Online Payments From the Last 90 Days

Invoice Snapshot

The Invoice Snapshot area displays icons in the calendar when an invoice was generated
and/or is due.

The area only shows the invoice information from the active account. The account

selected/displaying in the Account Number field in the ATO header (top left of the screen) is
the active account.

Account Track Online (ATO) User Guide 9



() Invoice Generated || | () Invoice Due | () Both

Sun  Mon Tue Wed Thu o Fri sun  Mon Tue Wed Thu  Fri Sun  Mon Tue Wed Thu  Fri
1 2 3 4 5 1 2 3 4 s 1 z
L 1 L1 [} 1
3 7 8 L] RS GG i 6 7 8 9 o Ju _jiz 3 | H 6 7 8 a
I (] I I I L (R 1] 1 1 1 I I
13 14 15 16 J17 _hie e 13 Jia _lis 16 f17 |18 l19 BTN G5 W - S S 15 16
1 (] ([l 1 I I 1 i (W[l 1 1 I
e 0 2 |3 ol |5 s 17 nfis f1s e nln 2 ol
©ly e

I
it . 127 28 29 30 i 31 24 125 126 27 28 129 30 °
L

To filter invoice icon display data:

1. Inthe top right of the Invoice Snapshot area, click to select the radio button to the left

of the appropriate option (detailed below). Selection depends on the information you
need to obtain. Options include:

Invoice Generated Only displays icons on dates on which an invoice was
generated

Invoice Due Only displays icons on dates on which an invoice is due

Both Displays both types of icons on invoice generation and due
dates

2. The calendar area repopulates to display the selected icons*. Icons include:

D Invoice generated information

[| Invoice due information

*Both’ results in both D and D

3. Use the arrows to the left and right of the calendar to adjust the three-month span.

NOTE: The current date is highlighted in the calendar.

4. Once the correct date is found, hover over the needed icon in the calendar area to
display that date’s item/invoice number(s) and amount(s) in a callout.

5. Click the icon to open the View Open Items page. The View Open Items page

populates with item/invoice information associated with the selected date. Options
on this page include:

Account Track Online (ATO) User Guide 10




View a copy of the Click the linked text in the ‘Iltem’ column (if available). The

invoice invoice displays in a separate window.
Download open Click the Download Open Items button. The date’s
items information item/invoice information downloads in spreadsheet format.

Account Balance Details

The Account Balance Details area displays a snapshot of account information, including
current, aging and total data. Hover over the bars in the graph to view exact information.

The data is current as of last processing and is not real-time. Items paid today will not be
reflected on this screen until after processing.

The graph only shows account information for the active account. The account
selected/displaying in the Account Number field in the ATO header (top left of the screen) is
the active account.

NOTE: There are no designated Credits, Disputed, or Unapplied Payment involving
residential (TRS) accounts. Any credits are factored into the aging data totals.

Account Balance Detalls-

Current usD
1-30 Past Due uso

Current Total Account Balance usD

1-30 Past Due

i} 2000 Ao B0 EIO 1000 12000 14000 16000 1E000 2o 22000
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Online Payments From the Last 90 Days

The Online Payments From the
Last 90 Days feature lists
recent online payments made
through ATO.

The table only shows the
payments made from the active
account. The account
selected/displaying in the
Account Number field in the
ATO header (top left of the
screen) is the active account.

To view payment details:

Online Payments From the Last 90 Days

Received Confirmation Number Ammount
05/10/2011 | 128750 |

05/10/2011 | 128751

1. Click the linked text in the ‘Confirmation Number’ column.

2. The Online Payment Details screen opens. Details regarding the payment of the
item/invoice are listed on the screen. Options on this page include:

View an invoice

Download payment
details

Click the linked text in the ‘Item’ column (if available). The
invoice displays in a separate window.

Click the Download Payment Details button. The date’s
item/invoice information downloads in spreadsheet format.

Account Track Online (ATO) User Guide 12



View Open Items

The View Open Items screen allows you to view all open items related to the active
account. The account selected/displaying in the ‘Account Number field in the ATO header
(top left of the screen) is the active account.

To access the View Open Items page, click the ‘View Open Items’ tab in the ATO tabs
area. The View Open Items page displays. The items are grouped by date, PO number,
item number, due date, amount, discount and other information.

NOTE: If Items remain unpaid (debits) or unapplied, the items stay on the open items list.

é TRANE' | Account Track Online

ATO User Guide Weicome, D50 Dealer

Account Number ([o B et o it s - ~ Terms And Condltions ~ ~ Statements | Manage ATO Account Settings

Select Al I Clear All I Print Al IS&\Ectﬂvbate I Download Open fems |

Discount Amount Discount Date l]jsc.A!gii]: Amount Due Date Net

06/15/2011 5 1.99 USD 06/30/2011 000 USD 210,60 USD D7/20/2011 21060 USD
06/15/2011 - 5.26 USD 06/30/2011 0.00 USD 556.49 USD 07/20/2011 556.49 USD
0B/15/2011 ' a3 14.26 USD 06/30/2011 0,00 USD 1,510.30USD 07/20/2011 1,510.30 USD
04/30/2011 . 36 11.51 USD 05/15/2011 0.00 USD 1,219.07 USD 05/20/2011 1,219.07 USD
04/26/2011 36 38,10 USD 05/11/2011 000 USD 4,033 80USD 05/20/2011 4,033.80 USD
04/26/2011 73 010 USD 05/11/2011 0.00 USD 10.80 USD 05/20/2011 10.80USD

04/22/2011 0.00 USD 0.00 USD 1,074.60USD 04/22/2011 1,074.60 USD
04/20/2011 " 26 2537 USD 05/05/2011 0,00 USD 2,686.05 USD 05/20/2011 2,686,05 USD
04/20/2011 3 12.74 USD 05/05/2011 0.00 USD 1,348.33 USD D05/20/2011 1,348.99 USD
04/18/2011 = 3 14,07 USD 05{03/2011 0.00 USD 1,489.32 USD 05/20/2011 1,489.32 USD
04/16/2011 a3 16.37 USD 05/01/2011 0,00 USD 1,733.32USD 05/20/2011 1,733.32USD
04/13/2011 > 36 17.28 USD 04/28/2011 0.00 USD 1,829.68 USD 05/20/2011 1,829.68 USD
04/11/2011 . 0.00 USD 000 USD 458,00 USD 05/20/2011 459.00 USD
04/05/2011 ' 35 1152 USD 04/24/2011 0,00 USD 1,230,61USD 05/20/2011 1,230.61USD
04/08/2011 0.00 USD 0.00 USD 545.00 USD 05/20/2011 649.00 USD
04/06/2011 36 22,41 USD 04/21/2011 0,00 USD 2,372 76 USD 05/20/2011 2,372.76 USD
04/06/2011 3 602 USD 04/21/2011 0.00 USD 643.10USD D05/20/2011 643.10USD
04/04/2011 ' 3 20,11 UsD 04/19/2011 0.00 USD 2,129.76 USD 05/20/2011 2,129.76 USD

03/23/2011 a3 11.17 USD 04/07/2011 0,00 USD 1,182.60USD 04/20/2011 1,182.60USD

SELECT
(]
]
=]
]
]
@]
]
]
]
("]
=]
o
]
@]
]
]
]
"]
=]

DARRDOEL 1407 1iSD 04/06/2011 0.00 LSD 148932 115D N4/20/2011 148932 LISD
USD Total: 36,231.96 USD. USD MetTotal: 36,231.96 USD

Trane eBusiness © 2011 Trane All rights reserved

NOTE: For residential (TRS) accounts, a credit card icon displays for items paid by
credit card online at the time of purchases.

To view an open invoice:

Click the linked text in the ‘Iltem’ column (if available). The invoice displays in a separate
window.

Account Track Online (ATO) User Guide 13



To download open items:

Click the Download Open Items button. All open item information downloads in
spreadsheet format.

To print alist of open invoices (for residential accounts ONLY):

1. Click the individual item's checkbox in the ‘Select' column to select. Other selection

options include the following:

Select all open Click the Select All button in the top right of the screen.
items

Select open items Click the Select By Date button in the top right of the
by date screen.

Clear all selections Click the Clear All button in the top right of the screen.

2. Click the Print All button in the top right of the screen. A separate window opens
with a print preview. Review the information.

3. To print, click the Print This button on the preview screen.

Account Track Online (ATO) User Guide
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Advanced Invoice Search

The Advanced Invoice Search feature allows you to search for invoices. The Advanced
Invoice Search screen allows searches by full invoice number, customer PO, date range,
and (if commercial/TCS) Pride order number.

To access the Advanced Invoice Search page, click the ‘Advanced Invoice Search’ tab in
the ATO tabs area. The Advanced Invoice Search page displays.

é TRANE®  Account Track Online

ATO User Guide Welcome, DSO Dealer

Account Number [ S8 4 i South region - = Terms And Conditions ~ Statements Manage ATO Account Settings.

Full Invoice # ‘ DateRange  From  |05,27/2005 ‘J To los/a6/2011 ]

Search Results

Date. Terms Due Date

06/14/2005 1% 15 DAYS; NET 20TH PF 07/20/2005
06/14/2005 2 1% 15 DAYS; MET 20TH PF 07/20/2005
06/14/2005 NET 30 DAYS 07/14/2005
06/15/2005 + - NET 30 DAYS 07/15/2005
06/18/2005 0 1% 15 DAYS; NET 20TH PF 07/20/2005
06/09/2005 3 " 1% 15 DAYS; NET 20TH PF 07/20/2005
06/14/2005 3 1% 15 DAYS; MET 20TH PF 07/20/2005
06/08/2005 3 1% 15 DAYS; NET 20TH PF 07/20/2005
06/09/2005 3 1% 15 DAYS; NET 20TH PF 07/20/2005
06/20/2005 2 : 1% 15 DAYS; NET 20TH PF 07/20/2005
06/20/2005 NET 30 DAYS 07/20/2005
06/21/2005 3 * 1% 15 DAYS; NET 20TH PF 07/20/2005
06/21/2005 3 1% 15 DAYS; NET 20TH PF 07/20/2005

06/21/2005 3 1% 15 DAYS; NET 20TH PF 07/20/2005

[ SeLEc|
[m]
(=]
m]
=]
=]
||
||
||
||
=]
=]
=]
[§]
m]
(m]

06/21/2005 NET 30 DAYS 07/21/2005

[ Clear Al J[ Dawnload Search Results ][ print Al ]

Trane eBusiness & 2011 Trane All rights reserved

To perform an invoice search:

1. Enter the appropriate data in the appropriate field (Full Invoice #, Customer PO, Date
Range, or (if commercial/TCS) Pride Order #).

2. Click Search, located in the top right of the Advanced Invoice Search page. Items
matching the search criteria populate the Invoices area of the Advanced Invoice
Search view page. Options include:

View an invoice Click the linked text for the individual invoice in the 'ltem’
column (if available). The selected invoice opens in a
separate window.

Reset for a new Click the Reset button in the top right of the page.
search

Account Track Online (ATO) User Guide 15



Print invoices (for
residential accounts

only)

Clear print
selections (for
residential accounts

only)

Download all
search results

Select the needed items individually (click the checkbox(es)
to select). Click the Print All button. A separate window
opens with a print preview. Review the information.

To print, click the Print This icon on the preview screen.

Click the Clear All button on the Advanced Invoice Search
page.

Click the Download All Search Results button. All search
results download in spreadsheet format.

Account Track Online (ATO) User Guide 16



Pay Online

Pay Online allows you to pay invoices online. There are options available for both
residential (TRS) and commercial (TCS) accounts, such as:

e Pay by Bank Draft
e Pay by Credit Card (for commercial and parts accounts ONLY)
¢ Remit by Check (for residential accounts ONLY)

To access the Pay Online page, click the ‘Pay Online’ tab in the ATO tabs area. The Pay
Online page displays. Payment options are detailed individually in the following sections.

Pay by Bank Draft

Pay by Bank Draft allows you to pay invoices online by bank draft. This payment option is
available for both residential (TRS) and commercial (TCS) accounts.

Please note the following:

The items selected for payment will be debited from the account entered at sign-up.
Contact your Credit Representative at Ingersoll Rand Enterprise Services for any
questions or concerns.

TCS accounts (commercial/parts accounts) receive a discount when paying online by
bank draft.

The 'All TCS Accounts...' feature (accessible in the Account Number field) does not allow
online payment by bank draft.

To pay by bank draft:

1. Onthe Pay Online — Payment Options page, select the Pay by Bank Draft radio
button.

NOTE: If you have already set up your banking information, the last four digits of the
bank account that will be drafted displays in the ‘Pay by Bank Draft’ information (below
the radio button).

If you need to change this banking information, click the ‘Change bank draft routing or
account number’ link.

If your account is residential (TRS), then follow the directions that display on screen.
If your account is commercial (TCS), enter information on the Banking Information
screen. Refer to the instructions after step 3 in this section for more information.

Account Track Online (ATO) User Guide 17



é TRANE Account Track Online

ATO User Guide Welcome, DSO Dealer

Account Number |5 sssmin sas = Terms And Conditions = Statements [ Manage ATO Account Settings

Payment Options

Please select an option to pay

% Pay by Bank Draft

Pay by Bank Draft allows you to pay inveices online You select the items and funds will be debited from the account you enter at signup:

Currently, this account s set up for Pay by Bank Draft with @ bank account ending fn *  Ehanze hank di=t rautins or

() Remit by Check

Remit by Check allows you to create 3 remittance statement and mail in your check Once the remittance statement is complete, you can write the confirmation number in the ‘mema’ portian of your check.

Save and Next

Trane sBusiness @ 2011 Trane Al rights reserved

Pay Online - Payment Options
2. Click the Save and Next button.

3. The Legal Agreement section displays. Read through the information provided.
Click the | Accept Terms button to continue with the transaction.

NOTE: Clicking the ‘I Do Not Accept Terms’ button returns you to the previous screen.

Account Track Online (ATO) User Guide 18



count Track Online

ATO User Guide Welcome, €SO Customer

Legal Documents

Authority to Transfer Funds

| authorize Trane US. Inc. {“Trane") o execute and charge my account(s) for any requests for the transfer of funds for bill payment purpases o otherwise as agreed to between Trarie and me without limit as to amount or beneficiary
when such requests are given by me, and are executed in accordance with the procedures established by Trane. | understand and acknawledge that Trane has no obligation to execute any transfer request that is nat intiated in
accordance with such pracedures, | further acknowledge that the acceptance and processing of a funds transfer request is subject to the terms and conditions stated in this Agreement and may be governed by other agreements
between Trane and myself

Reliance by Trane U.5. Inc,
Trane may rely on the infarmation | pravide in making & funds transfer request. Any errars in the information, including misidentification of transfereels), payeefs), ar beneficiaryfies), incorrect or inconsistent account names and

numbers, and misspellings are my respansibility. I identify a transferee, beneficiary or other entity by name and account number {ar any ather number), payment shall be made an the basis of the number pravided by me and
payment to Trane will be final,

Security Procedures

I agree that Trane will initiate a funds transfer request for me after | supply the bank rauting and account number correspanding to me bank account and | select the items and amounts to pay. | further agree to safeguard any
password that may be assigned to or selected by me that is required in cannection with a funds transfer request. Trane shall not be liable for any delay in pracessing my funds transfer request If| fail to provide this or other

information that s accurate to Trane, | acknowledge and agree that the use of this security procedure is commercially reasanable for me and understand that | must safeguard any numbers and/or password that allows me access to
this system. | understand that the security procedure is not designed to detect errors in the content of my instruction.

Indemnity

In consideration of the Agreement by Trane to act upan funds transfer instructionsin the manner pravided in this Agreement, | agreeta indemnify and hold Trane harmless fram and against any and all elaims, suits, judgments,
executions, liabilities, losses, damages, casts, and expenses - including reasanable attorney's fees- in connection with or arising out of Trane acting upan funds transfer instructions pursuant tothis Agreement. This indemnity shall
not be effective to relieve and indemnify Trane against its gross negligence, bad faith, o willful misconduct.

Mo Warranty
THE INFORMATION AND MATERIALS CONTAINED [N THIS SITE, INCLUDING TEXT, GRAPHICS, LINKS OR OTHER ITEMS ARE PROVIDED "AS 15" and "AS AVAILABLE". TRANE U.S. INC. DOES NOT WARRANT THE ACCURACY, ADEQUACY OR
COMPLETENESS OF THIS INFORMATION AND MATERIALS AND EXPRESSLY DISCLAIMS LIABILITY FOR ERRORS OR OMISSIONS IN THIS INFORMATION AND MATERIALS. NO WARRANTY OF ANY KIND, IMPLIED, EXPRESSED OR STATUTORY

INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR . PURPOSE, NON-INFRINGEMENT OF THIRD PARTY RIGHTS, TITLE, AND FREEDOM FROM COMPUTER VIRUS, 1S GIVEN IN
COMIUNCTION WITH THE INFORMATION AND MATERIALS.

[ | Accept Terms ][ 1 Do Not Accept Terms }

Trane eBusiness @ 2011 Trane All rights reserved AR oot

Legal Agreement

If this is your first time paying by bank draft through ATO, you will be prompted to
complete the Banking Information section. This process is detailed below.

Enter and verify bank account
and routing numbers.

Aok Nimber [

Click the Save and Next
button to continue.

e Chdk Aeotas

= e Rt Hiestem

e ) w— vk st

NOTE: Please allow two (2) it U

For
| el23uSEPA9  RWhA33SES2ER ooLLs

business days for processing e () i
before making your payment.

NOTE: All TRS accounts in
ATO are set up to bill to the
same bank account. If you
have multiple TCS accounts in
ATO, you will have to set up a
bank account for each one.
You do not have to use the
same bank account for your
different TCS accounts.

4. The Select Payment page opens. The page is divided into two areas:
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Unpaid Items

Items Paid Online
through ATO -
Pending
Processing

Lists all unpaid or open items associated with the account.

Recognizes the items as paid; however, PeopleSoft has yet
to process the payment. Processing occurs nightly.

NOTE: If items are not paid through ATO online, those
items will not be listed under the Items Paid Online

through ATO area.

é TRANE | Account Track Online

Account Number [ :

Date PO Number

Due Date

Online Disc Amount

Date

ATO User Guide

Welcome, €S0 Customer

Manage ATO Account Settings

Due Date | Opline Disc

12/23/2010
12/27/2010
12/29/2010
01/28/2011
12/30/2010
01/04/2011
01/11/2011
01/11/2011
01/13/2011
01/13/2011
01/14/2011
01/14/2011
01/14/2011
01/14/2011
01/17/2011

01/18/2011

DD OO e E i ER

n1I0AMT

01/22/2011
01/26/2011
01/28/2011
01/28/2011
01/25/2011
02/03/2011
02/10/2011
02/10/2011
02/12/2011
02/12/2011
02/13/2011
02/13/2011
02/13/2011
02/13/2011
02/16/2011
02/17/2011

MABR01

0.00USD

0.00USD

0.00USD

0.00UsSD

0.00USD

0.00USD

0.00USD

0.00USD

0.00USD

0.00USD

0.00USD

0.00USD

0.00UsSD

0.00USD

0.00USD

0.00UsD

a00oLisn

USD Total: © 4+ USD

Process Payment

03/27/2011

12/28/2010

01/27/2011

01/27/2011

0.00 USD

NyA

Trane eBusiness © 2011 Trane All rights reserved

Select Payment

5. Click the checkbox(es) to select the item(s) to be processed for payment. The item
must be pending and must result in a debit transaction. Options on this page

include:
Select by a date or range
of dates
Select all items

Clear all selections

Account Track Online (ATO) User Guide

In the Unpaid Items area, click the Select by Due Date
button. A selection area displays. Enter the needed
date range in the date fields.

In the Unpaid Items area, click the Select All button.

In the Unpaid Items area, click the Clear All button.

20



View the invoice In either the ‘Unpaid Items’ area or the ‘Items Paid
Online through ATO’ area, click the linked text in the
‘Item’' column (if available). A copy of the invoice
displays in a separate window.

NOTE: A running total of your current selections is available in the lower left corner of
the 'Unpaid Items' area.

6. Click the Process Payment button once all appropriate items are selected.

NOTE: If you have unclaimed  [FSEE i fa el

Cred|t5_ ava"able’_ then the ) Unclaimed credits exist. Return to Select Payment page and apply to
‘Unclaimed Credits' screen will  |selected amount?

display after clicking the
'Process Payment' button.

Click 'Yes' to return you to the
Select Payment page, where you can select credits to add to the payment. Any payment
must result in a debit transaction.

Click 'No' to continue to the Confirm Payment page. (See step 7.)

7. The Confirm Payment page opens and summarizes the transaction. Review the
information on screen. Options on this page include:

Remove individual items Click the trash can icon to the left of the item.
Revise the items on the Click the Edit button.
payment

NOTE: If you have already set up your banking information, the last four digits of the bank
account that will be drafted displays above the ‘Edit’ button.

If you need to change this banking information, click the ‘Change bank draft routing or account
number’ link. Follow the directions that display on screen.

Account Track Online (ATO) User Guide 21



% TRANE' | Account Track Online

ATO User Guide ‘Welcome, DSO Dealer

+ Terms And Conditions » Statements Manage ATO Account Settings

Due Date. Amount Discount Earned Net

04/26/2011 3 05/20/2011 4,033.30USD 0.00USD 4,033.80 USD

Payment Ameunt 4,033.80 USD

Currantly, this account is set up for Pay by Bank Draft with a bank account ending in 9827,  Chenzs bnk desft rauting ar 2ccaunt number

Confirm Payment

Trane eBusiness © 2011 Trane All rights reserved

Confirm Payment

8. Click the Confirm Payment button to continue the process.

9. The payment confirmation page opens after clicking the ‘Confirm Payment’ button.
This page summarizes the payment. Options on this page include:

View confirmed Click the linked text in the 'ltem ' column (if available). A
items/invoices separate window opens and displays the invoice.

Print confirmation Click the Print Confirmation button. This action prints
information a copy of the payment confirmation page.

Download payment details ~ Click the Download Payment Details button. The
information regarding the payment downloads in
spreadsheet format.

Make another payment Click the Make Another Payment button. You start
over from the Pay Online - Payment Options screen.

NOTE: You can view this payment in the ‘Online Payments From the Last 90 Days’ area
on the ‘Account Balance’ page.

Account Track Online (ATO) User Guide 22



é TRANE®  Account Track Online

ATO User Guide Welcome, CSO Customer

Wanage ATO Account Settings

Thank you for your enline payment. If you made this payment prior to 5:00 PM Central time, the payment will post to your account tonight. If your payment s made after 6:00 PM Central time, it will post to your account the following regular
business night.

Confirmation Number:

Payment drafted from the account ending in

l Date. Account # s Due Date Discount Earned.
01/11/2011 2 02/10/2011 0.00 USD

[ Print Confirmation ][ Download Payment Details “ Make Anather Payment ]

Trane eBusiness © 2011 Trane Al rights reserved

Payment Confirmation

NOTE: If you made this payment prior to 6:00 PM CST, the payment will post to your account

tonight. If you made this payment after 6:00 PM CST, it will post to your account the following
regular business night.

Pay by Credit Card (for commercial and part accounts ONLY)

Pay by Credit Card allows online payment of invoices by credit card. Payment is according

to terms & conditions. This option is only available for commercial and parts (TCS)
accounts.

To pay by credit card:

1. Onthe Pay Online — Payment Options screen, select the radio button to the left of
Pay by Credit Card.
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é TRANE®  Account Track Online

ATO User Guide Welcome, DSO Dealer

Account Number [ USSR partsorth - Wanage ATO Account Settings

Payment Options

Please select an option to pay

() PaybyBankDraft

Pay by Bank Draft allows you to pay invoices anline.You select the items and funds will be debited from the account you enter at signup.

%mymc:aanwd

Trane Financial Services allows access to pay via credit card on invoices that meet the following criteria
*  Invoice cannot excead $10,000.00 with a daily transaction limit of $25,000.00.
* Invoice must be paid in full. No short payments due to discounts, tax, or disputes
Please contact your Trane Financial Services Representative at (888) 832-5266 if you have any questions or need to make a payment that does not meet the above criteria,

Save and Mext

Trane eBusiness © 2011 Trane Al rights reserved

Pay Online - Payment Options

2. Click the Save and Next button.

3. The Select Payment page opens after clicking ‘Save and Next.” The page is divided
into two areas:

Unpaid Items Lists all unpaid or open items associated with the account.

Items Paid Online Recognizes the items as paid; however, PeopleSoft has yet
through ATO - to process the payment. Processing occurs nightly.

Pending
Processing NOTE: If items are not paid through ATO online, those

items will not be listed under the 'ltems Paid Online
through ATO' area.
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[ é TRANE Account Track Online

ATO User Guide

Account Number [z.m....- WA Oceanside East - Manage ATO Account Settings

Select All Clear All lSE\ECtEvDuE!JatE ems Paid e through ATO - Pending Proce

4 [
= 2

Date Ttem# Due Date Amount Date PO Number} Item# Due Date | Online Disc

02/01/2011 03/03/2011 01/27/2011 } pifarjzon1 | 000USD
02/03/2011 : 5 03/05/2011 e " 12/28/2010 0y/27/2011 L

02/07/2011 03/09/2011
02/08/2011 . 03/10/2011
2/10/2011 03/12/2011
02/14/2011 03/16/2011
02/17/2011 03/15/2011

02/23/2011 8 03/25/2011

=]
("]
(m]
(=}
(m]
™
(7]
=]
=]

03/03/2011 a7 04/02/2011

Process Payment

Trane eBusiness © 2011 Trane Al rights reserved P

Select Payment

4. Select the item(s) to be processed for payment. Click the checkboxes to select.
Options on this page include:

Select by a date or range In the Unpaid Items area, click the Select by Due
of dates Date button. A selection area displays. Enter the
needed date range in the date fields.

Select all items In the Unpaid Items area, click the Select All button.
Clear all selections In the Unpaid Items area, click the Clear All button.
View the invoice In either the ‘Unpaid Items’ area or the ‘ltems Paid

Online through ATO’ areas, click the linked text in the
‘Item ' column. A copy of the invoice displays in a
separate window.

NOTE: A running total of your current selections is available in the lower left corner of
the 'Unpaid Items' area.

5. Click the Process Payment button once all appropriate items are selected.
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NOTE: If you have unclaimed Unclaimed Credits
Cl’edlj[S available, _the_'UncIalmed Unclaimed credits exist, Return to Select Payment page and apply to
Credits' screen will display after |salected amount?
clicking the 'Process Payment'

button. Yes No

Click 'Yes' to return you to the
Select Payment page, where you can select credits to add to the payment. Any payment
must result in a debit transaction.

Click 'No' to continue to the Confirm Payment page. (See step 6.)

6. The Confirm Payment page opens after clicking ‘Process Payment.” The page
summarizes the transaction. Review the item information. Options on this page

include:
Remove individual items Click the trash can icon to the left of the item.
Revise the items on the Click the Edit button.
payment

é TRANE®  Account Track Online

ATO User Guide Welcome, CSO Customer

Account Number [z.uu,... P — T, - Manage ATO Account Settings

PO Number Due Date Amount

02/23/2011 03/25/2011 usD

Clicking Confirm Payment approves the items listed above and the paymant amount. Next, you must enter payment detalls.

Confirm Payment

Trane eBusiness © 2011 Trane Al rights reserved

Confirm Payment

7. Click the Confirm Payment button to continue the process.
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8. The Enter Credit Card Details page opens after clicking ‘Confirm Payment’. Enter
information into the fields in the ‘Credit Card Information’ and ‘Credit Card Billing
Address’ areas. Fields marked with an asterisk (*) are required.

NOTE: The email address(es) entered in the 'Email Address' field in the Credit Card
Billing Address area will receive transaction confirmation emails.

% TRANE | Account Track Online

Account Number [z SEREE g e Lane. Oceanside East

Credit Card Information

Card Type*

Card Number*
Expiration Date*
CVM Card Cade
Card Holder Name*

Amount To Be Charged

[] 1agreatothe Terms And Conditions to complete this transaction

ATO User Guide Weicome, €SO Customer

Wanage ATO Account Settings

Credit Card Billing Address

Address 1* :1234Ten$vael
Address 2

City*

Country*

State*

Postal Code*

Email Address*

Note: * specifies required field,

9. Review the terms and
conditions (link in the
lower left of the
screen). Once
reviewed, click to
select the checkbox to
agree to the terms and
conditions.

Trane eBusiness © 2011 Trane Al rights reserved

Enter Credit Card Details

Amount To Be Charged $20.22 USD

D | agreetothe  Terms And Conditions  to complete this transaction

Trane eBusiness & 203
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10. Click the Pay Now button.

NOTE: Click the ‘Back’ button to return to the Confirm Payment screen.

11. The Payment Confirmation page opens after clicking ‘Pay Now'. An email
confirmation of the transaction is sent to the email address entered on the previous
screen. This page summarizes the payment, including the confirmation number and
item(s) paid. Options on this page include:

View confirmed Click the linked text in the 'ltem ' column (if available).
items/invoices A separate window opens and displays the invoice.
Print confirmation Click the Print Confirmation button. This action
information prints a copy of the payment confirmation page.

Download payment details Click the Download Payment Details button. The
information regarding the payment downloads in
spreadsheet format.

Make another payment Click the Make Another Payment button. You start
over from the Pay Online - Payment Options screen.

NOTE: You can view this payment in the ‘Online Payments From the Last 90 Days’ area
on the ‘Account Balance’ page.
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ATO User Guide Welcome, €SO Customer

Account Number [zmu. PR — = Manage ATO Account Sattings

Thankyau for your online payment. If you made this payment prior to 6:00AM Cantral time, the payment will post to your account tonight. If your payment is made after 6:00AM Cantral time, itwill post to your account the following night. Please
allow up to two business days to complete the processing {i.e., for payments made to be shown in your ATO Account Balance Summary). Payments made on the last day of the month after & AM Central time may not be reflected in your monthly
statement.

Confirmation Number:

Payment was made by of card type VISA

Date PO Number 4 Due Date

02/23/2011 3 03/25/2011

Payment Amount | USD

[ Print Canfirmation J [ Download Payment Details ] [ MakeAnmherPaymanl_]

Trane eBusiness @ 2011 Trane All rights reserved

Payment Confirmation

NOTE: If you made this payment prior to 6:00 AM Central time, the payment will post to your
account tonight. If you made this payment after 6:00 AM Central time, it will post to your
account the following night.

Please allow up to two business days to complete the processing (i.e., for Paid Items to be

shown in your ATO Account Balance Summary). Payments made on the last day of the month
after 6:00 AM Central time may not be reflected in your monthly statement.

Remit by Check (for residential accounts ONLY)

Remit by Check creates a remittance statement that requires a check to be mailed-in. This
payment option is only available for residential (TRS) accounts.

To remit by check:

1. Onthe Pay Online — Payment Options page, select the Remit by Check radio button.
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ATO User Guide Weicome, DSO Dealer

= Terms And Conditions ~ Statements Manage ATO Account Settings

Payment Options

Please select an option to pay

() Pay by Bank Draft

Pay by Bank Draft allows you to pay invaices online You select the items and funds will be debited from the account you enter at signup

Currently, this account is set up for Pay by Bank Draft with a bank accountending in =~ *.  Chznge bank drzft routing ar szcount number

Remit by Check:

Remit by Check allows yau to create aremittance statement and mailin your check, Once the remittance statement s complete, you can write the confirmation number in the ‘memo' portion of your check.

Save and Next

Trane eBusiness © 2011 Trane All rights reserved (D it v

Pay Online - Payment Options
2. Click the Save and Next button.

3. The Select Payment page opens after clicking ‘Save and Next.” The page is divided
into two areas:

Unpaid Items Lists all unpaid or open items associated with the account.
Items Paid Online Recognizes the items as paid; however, PeopleSoft has yet
through ATO - to process the payment. Processing occurs nightly.

Pending

Processing NOTE: If items are not paid through ATO online, those
items will not be listed under the Items Paid Online
through ATO area.
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ATO User Guide ‘Weilcome, DSO Dealer

~ Terms And Conditions ~ Statements Manage ATO Account Settings

Select Al l Clear All lse\msyaueom ||

Due Date 0 Date Due Date

03/05/2011
03/08/2011
03/02/2011
03/13/2011
03/17/2011
03/14/2011
03/22/2011
03/23/2011
04/22/2011
04/04/2011
04/26/2011
04/13/2011
04/06/2011
04/06/2011
04/11/2011

04/16/2011

£ Bl e BN 0ER B i £ EN SR BIE B

04/18/2011

0472072011 03/03/2011 04/20/2011
04/20/2011 . 03/02/011 08/20/2011
04/20/2011
04/20/2011
04/20/2011
04/20/2011
04/20/2011
04/20/2011
04/22/2011
05/20/2011
05/20/2011
05/20/2011
05/20/2011
05/20/2011
05/20/2011

05/20/2011

05/20/2011

Process Payment

Trane eBusiness © 2011 Trane All rights reserved

Select Payment

4. Select the item(s) from the ‘Unpaid Items’ area to be processed for payment. Click

the checkbox(es) to select.

Select by a date or range
of dates

Select all items

Clear all selections

View the invoice

Options include:

In the Unpaid Items area, click the Select by Due
Date button. A selection area displays. Enter the
needed date range in the date fields.

In the Unpaid Items area, click the Select All button.
In the Unpaid Items area, click the Clear All button.
In either the ‘Unpaid Items’ area or the ‘ltems Paid
Online through ATO’ areas, click the linked text in the

‘Item ' column. A copy of the invoice displays in a
separate window.

NOTE: A running total of your current selections is available in the lower left corner of

the 'Unpaid Items' area.

5. Click the Process Payment button once all needed items are selected.
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NOTE: If you have unclaimed Unclaimed Credits
Cl’edlj[S available, _the_'UncIalmed Unclaimed credits exist, Return to Select Payment page and apply to
Credits' screen will display after |salected amount?
clicking the 'Process Payment'

button. Yes No

Click 'Yes' to return you to the Select Payment page, where you can select credits to add to
the payment. Any payment must result in a debit transaction.

Click 'No' to continue to the Confirm Payment page. (See step 6.)

6. The Confirm Payment page opens after clicking ‘Process Payment.” The page
summarizes the transaction.

% TRANE Account Track Online

ATO User Guide Weicome, DSO Dealer

Account Mumber [ 912 - = Terms And Conditions » Statements Manage ATO Account Settings

Due Date Amount Discount Earned Net

04/20/2011 1,485.32 UsD 0.00USD 1,489.32 USD

Payment Amount 1,488.32 USD

Please enter your Check Number(required)* |

lall payments confirmed before 400 AW Central Time will be processed with today's transaction,
Please allow up to two (2] business days to complete the transaction, Thank you

Edit Confirm Payment

Trane eBusiness © 2011 Trane Al rights reserved

Confirm Payment
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7. On the Confirm RAETR e R iR e R e i e e
Payment page, enter }
the check number in %
the Please enter your §
Check number $
(required) field. {

i1

Please erter your Check Number{required* | \ | g'
|41l payments confirmed befare 4:00 &M Central Time will be processed with today's transaction, ,}
Please allow upto two (2) business days to complete the transaction, Thank you, Y
g

4

J

Trane eBusiness & Zﬂg‘

8. Review the item information. Options on this page include:

Remove individual items Click the trash can icon to the left of the item.
Revise the items on the Click the Edit button.
payment

9. Click the Confirm Payment button to continue the process.

10. The remittance statement page opens after clicking ‘Confirm Payment’. Review the
information on screen.
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ATO User Guide Weicome, DSO Dealer

= Terms And Conditions ~ Statements Manage ATO Account Settings

Customer#
Customer Name
Address1

City

State

Postal Code

PLEASE PRINT THIS PAGE AND SEND THIS WITH YOUR PAYMENT TO ENSURE ACCURATE CHECK APPLICATION.
Send this page and your check ONLY. No back up is necessary.

Do not write any additional information on your check. You can write the confirmation number in the 'memao! portion of your check.

e
Demo DSO Customer's
119 ABER DR
CLAIRTON

PA

150253801

Amount: -~ USD

Canfirmationi: 128757

Special Lack Box Instructions:

Key anly the check Amaunt and Confirmationt:

[v] Print | Confirm and Next

11. Ensure the Print
checkbox is selected
(located to the left of
the ‘Confirm & Next’
button). This selection
links to printing a PDF
copy of the remittance

page.

Trane eBusiness © 2011 Trane All rights reserved

Remittance Statement

A e AL N PN o A S TN A e AT e P A e r‘\

Postal Code 150253801

Amount: % USD Confirmation#:

Special Lock Bo Instructions:

Key only the check Amount and Confirmations:

\,,wuvvwvv“\/\w_)\/wkfwf\,\_ S

fPrint Ml Confirm and Next
pY

Trane eBusiness ® 2011 Trane All rights reser

NOTE: You must print the remittance statement page and sent it in with the check.

12. Click the Confirm & Next button to continue the process.

13. The payment confirmation page and Print dialog box for the remittance statement
open simultaneously after clicking ‘Confirm & Next.’
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ATO User Guide Weicome, D50 Dealer

Account Number [ T . uf | ~ Terms And Conditions  ~ Statements Manage ATO Accaunt Settings

Thank yau for your online payment, If you made the payment before 4:00 AM Central time, the payment will past to your account tonight. (f your payment is made after 4:00 AW, it will post tomarrow night. Please allow up to 2 business days to
complete the transaction. Please write this confirmation number in the ‘meme’ portion of your check, Da not print this screen and send it with yaur check, Payment must be received 7 days to this transaction. Thank you for your payment.

Confirmation Number: 128757

Check Number

Date PO Number te Due Date Discount Earnad

04/26/2011 7 05/20/2011 UsD

Payment Amount © © USD

Print Confirmation ]i Download Payment Details ] [ Make Another Payment

Trane eBusiness ® 2011 Trane Al rights reserved

Payment Confirmation

14. Once printed, remember to mail in the remittance statement with the payment. Be
sure the confirmation number is written in the memo line of the check. Payment
must be received within seven (7) days f this transaction.

15. The payment confirmation page summarizes the payment. Options on this page

include:
View confirmed Click the linked text in the 'ltem ' column (if available).
items/invoices A separate window opens and displays the invoice.
Print confirmation Click the Print Confirmation button. This action
information prints a copy of the payment confirmation page.

Download payment details Click the Download Payment Details button. The
information regarding the payment downloads in
spreadsheet format.

Make another payment Click the Make Another Payment button. You start
over from the Pay Online - Payment Options screen.

NOTE: You can view this payment in the ‘Online Payments From the Last 90 Days’ area
on the ‘Account Balance’ page.
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NOTE: If you made this remittance payment before 4:00 AM CST, the payment will post to
your account tonight. If you made this payment after 4:00 AM CST, it will post tomorrow
night.

Please allow up to two (2) business days to complete the transaction.

Payment must be received within seven (7) days of this transaction.
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FAQs
GENERAL INFO

What are TCS and TRS accounts?
TCS and TRS are account types. TCS stands for commercial / parts accounts, and TRS
stands for residential customer accounts.

| have multiple accounts in ATO. How do | access my different accounts?

If you have multiple ATO accounts, a dropdown menu containing a list of all available
accounts is accessible. Click the down arrow to access the menu, and click on the
appropriate account number to select the account. (The number of accounts listed is
dependent on the number of accounts assigned to your company.) Any account selected in
the Account Number field becomes the active account.

How do | access a combined view of all my residential (TRS) and commercial or parts
(TCS) accounts?

Access the 'all accounts...' feature at the bottom of the Account Number dropdown menu in
the ATO header. Click 'All TRS Accounts...' or 'All TCS Accounts..." to select. You must have
multiple TRS or TCS accounts for this feature to display.

After selection, you can see a combined account balance, view all residential (TRS) or
commercial/parts (TCS) open items, search through all TRS or TCS invoices, pay by bank
draft (if TRS), pay by credit card (if TCS) or remit by check (if TRS).

What is a default or primary account?

The default or primary account is the account that displays upon login to ATO. This feature
is helpful in multiple account situations. See "Account Details" on page 5 for more
information.

How can | be notified when invoices are generated for an account and/or when an
item is due?

You can sign up for email notifications under Manage ATO Account Settings. See "Sign up
for Email Notifications" on page 6 for more information.

How do | access my statements online?
See "Statements (for residential accounts ONLY)" on page 3 for more information. Please
note that this feature is only available for residential (TRS) accounts.

How do | print a list of open invoices/items?
See "View Open Items" on page 13 for more information. Please note that this feature is
only available for residential (TRS) accounts.

PAY ONLINE - GENERAL
How do | pay online?
If you have residential (TRS) accounts, you can pay online by bank draft or remit by check. If

you have commercial/parts (TCS) accounts, you can pay online by bank draft or pay by
credit card. See "Pay Online" on page 17 for more information.
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Can | apply credits to my payment?
Yes. Select any credits on the ‘Select Payment’ page in the pay online process. However,
take note that the overall payment must result in a debit transaction.

Why am | seeing a pop-up referring to ‘Unclaimed Credits’?

If you have any unapplied/unclaimed credits on the account for which you are currently
processing a payment, then an ‘Unclaimed Credits’ pop-up will display after the ‘Select
Payment’ page.

Click ‘Yes’ to return to the Select Payment page. There you can apply credits to the
payment. The overall payment must result in a debit transaction.

Click ‘No’ to ignore the credits and continue with the payment process.

I am remitting by check. How do | print the remittance statement?

When going through the online remit by check process, ensure the ‘Print’ checkbox is
selected on the remittance statement page. After clicking the ‘Confirm & Next’ button, the
print dialog box will display and allow you to print your remittance statement.

How can | see my payment after completing the payment process?
Navigate to the Account Balance page (by clicking the Account Balance tab) and view
payment information in the Online Payments From the Last 90 Days area.

PAY ONLINE - PAY BY BANK DRAFT

This is my first time paying online. What information do | need to pay by bank draft?
If this is your first time paying by bank draft through ATO with a residential (TRS) account or
any commercial (TCS) account, you will be prompted to complete the banking information
screen. There is a two (2) business day processing time to complete this setup. After setup,
you can make your payment.

Why can’t | pay by bank draft?

If this is your first time paying by bank draft through ATO with a residential (TRS) account or
any commercial (TCS) account, you will be prompted to complete the banking information
screen. There is a two (2) business day processing time to complete this setup. After setup,
you can make your payment.

Also, the ‘All TCS Accounts...’ feature does not function with bank draft payment. See
"Account Number" on page 2 for more information.

I have multiple commercial/parts (TCS) accounts. How are the bank accounts set up
for paying online by bank draft?

If you have multiple TCS accounts, you will have to set up a bank account for each one. You
do not have to use the same bank account for your different TCS accounts.

I have multiple residential/equipment (TRS) accounts. How are the bank accounts set
up for paying online by bank draft?
All residential (TRS) accounts are set up to bill to the same bank account.

I've noticed the bank account being drafted is incorrect when I’'m paying online by
bank draft. How do | change this?

If you have already set up your banking information, the last four (4) digits of the bank
account being drafted displays in the ‘Pay by Bank Draft’ information on the Pay Online
page. If you need to change this information, click the ‘Change bank draft routing or account
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number’ link. If the account is residential (TRS), follow the directions the display on screen. If
the account is commercial (TCS), then fill out the Banking Information screen.

PAY ONLINE - PROCESSING TIME

What is the processing time for online payments made by bank draft?

If you made your payment prior to 6:00 AM CST, the payment will post to your account
tonight. If you made your payment after 6:00 AM CST, the payment will post to your account
the following regular business night.

What is the processing time for online payments made by credit card?

If you made your payment prior to 6:00 AM CST, the payment will post to your account
tonight. If you made your payment after 6:00 AM CST, the payment will post to your account
tonight. Payments made on the last day of the month after 6:00 AM CST may not be
reflected on that month’s monthly statement. Please allow up to two (2) business days for
processing. Online payment by credit card is only available to commercial (TCS) accounts.

What is the processing time for online remittance by check?

If you made your payment before 4:00 AM CST, the payment will post to your account
tonight. If you made your payment after 4:00 AM CST, the payment will post to your account
the following night. Please allow up to two (2) business days to complete the transaction.
Payment must be received seven (7) days to this transaction. Online remittance by check is
only available to residential (TRS) accounts.
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