Baltimore-Washington Conference
» The United Methodist Church

July 2019
Using the BWC Payment Portal

Open your web browser
o The Payment Portal (“Portal”) can be viewed and accessed using any mainstream web browser
such as Google Chrome, Firefox, Safari or Internet Explorer

Go to https://financials.bwcumc.org/portal
o Note: All data sent and received from the web site is encrypted

Log into the Portal
o Enter the User Name and Password and click the Log On button

] <

Financials Home

<« 2 C 0 https://financials.bwcumc.org/porta 1

Baltimore-Washington Conference

[ Log Off]
Shelby Financials

User Name  pay1234 e
Password | sssssses oo e

Forgot Password? or  Forgot User Name?

e C(lick the link “View Invoices To Pay & Pay Bill”

Portal

< C ¢ @ https//finandials.bwcumcorg/porta

Baltimore-Washington Conference Invoices
Welcome UMC [ Log Off ]

Portal for UMC
View nvoc? Pay & Pay Bill _
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Baltimore-Washington Conference
» The United Methodist Church

e Viewing and Paying Invoices

o The invoice payment screen will display all Mission Share, Medical and Pension invoices with a
balance due
Invoices are sorted by Due Date

o To view the details of any invoice, click on the small arrow just to the left of the invoice
number (#1 below)

o Enter the amount you wish to pay in the Payment Amount box (#2 below)

o The total payment will display at the bottom of the invoice list, immediately above the “Pay
Invoices” button (#3 below).

o When you have completed entering your payments, click the “Pay Invoices” (#4 below) button
to begin the payment submission (aka “Check-Out”) process.

Baltimore-Washington Conference Invoices
Welcome UMC [ Log Off ]
Open Mission Share, Medical and Pension Invoices for UMCGC (Click Arrow Next to Invoice #éView Details)
‘ Invoice # Date Due Date Amount Sales Tax Payments Discounts Write Offs Outstandin Payment Amount
Vv 539213 5/10/2019  5/10/2019 $487.00 $0.00 $0.00 $0.00 $0.00 $487.00 $1.00
Description Quantity  Unit Price Amount
Premium Dental/Vison Program Part. CLERGY+2 - 1 $21.00 $21.00
Medical Premium Part. CLERGY+2 - 1 $466.00  $466.00
2 $487.00
2 539215 5M10/2019 5/10/2019 $598.32 $0.00 $0.00 $0.00 $0.00 $598.32 $0.00
*X_FO21§ - -5/ 9201 5802080, 4. S0 00 -50.00. - 5800 g GQ00-. e-5040. . SBS0.00. &L & 5090 @
» 532018 12/1/2019  12/1/2019 $8,949.50 $0.00 $0.00 $0.00 $0.00 88,949.N $0.00
28 invoices $65,587.21 $0.00 $652.54 $0.00 $0.00 $64,934.67 51.00
Pay Invoices
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Baltimore-Washington Conference
» The United Methodist Church

e Submitting your payment (Check-Out)

o The payment screen will display a list of the invoices and payments at the top of the screen

o The information contained in the Verify Billing Information should NOT be changed. However,
you can update the email address if you would like to have the transaction receipt sent to a
different address than the one shown

o Choose the account type and then enter the Routing Number and Account number where
indicated.

o Click the Submit button to send your payment

Baltimore-Washington Conference Invoices

\ Welcome UMC [ Log Off ]

I A, D 3 | ——— $1.00

Total Amount $1.00

Verify Billing Information
* First Name
* Last Name
* Address
* City
* state v
* Postal Code
Country v

* Phone Number

* Email

Bank Account Information
Account Type ® Checking ' Savings o

* Routing Number

@D

* Account Number
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e A confirmation message will display on the screen for several seconds to let you know your payment
was submitted. The confirmation will then disappear, and you will be taken back to the Invoice list

Baltimore-Washington Conference Invoices
Welcome UMC [ Log Off ]
Open Mission Share, Meadical and Pension Invoices for UMGC (Click Arrow Next to Invoice # to View Details)
c
~
NN
o Transaction Details [~ ]
ﬁ The amount of $1.00 was processed with —
the confirmation number of 625544175.

e Invoices that were recently paid will now be highlighted in yellow. You may click on the arrow to view
charge and payment information.

e You may pay additional invoices if you wish or Log Off by clicking the Log Off link in the Upper Right
area of the page.

Baltimore-Washington Conference Invoices
Welcome [ Log Off ]
Open Mission Share, Medical and Pension Invoices for (Click Arrow Next to Invoice # to View Details)
\ Invoice # Date Due Date Amount Sales Tax yments Discounts Write Offs Outstanding Payment Amount

¥ 539213 510/2019  5/10/2019 $487.00 $0.00 $1.00 $0.00 $0.00 $486.00 50.00
> 539215 5/10/2018 5/10/2019 §$508.32 $0.00 $0.00 $0.00 $0.00 $598.32 $0.00
¥ 530217 5/10/2018 5/10/2019 $860.00 $0.00 $0.00 $0.00 $0.00 $860.00 $0.00
¥ 539216 510/2019 5/10/2019 $350.00 $0.00 $0.00 $0.00 $0.00 $350.00 $0.00
¥ 530214 510/2019 5/10/2019 $860.00 $0.00 $0.00 $0.00 $0.00 $860.00 $0.00
¥ 541270 6/10/2019  6/10/2019 $860.00 $0.00 $0.00 $0.00 $0.00 $860.00 50.00
? 541267 6/10/2019  6/10/2019 $860.00 $0.00 $0.00 $0.00 $0.00 $860.00 $0.00
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e Your payment receipt should arrive in your email within 5 minutes (see sample below)

Transaction Receipt Inbox x

BWC Office of Finance & Administration <noreply@bwcumc.org=
tome =

Here is the receipt for your transaction

Billing Information
umMmc

Payment Information
Transaction Date: 7/25/2019
Confirmation Number: 625544175
Total: $1.00

Description Amount
Invoice #539213, Due 5/10/2019 $1.00

Please take a moment to review and print a copy of this receipt for your records.
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