Administrator Guide

Plan and Billing frieval

1. Overview

The Plan and Billing Tab in Arctrieval allows Administrators to manage their firm’'s subscription plan,
billing information, and disbursement account. This section centralizes all account-related payment
details so administrators can review current plans, track billing history, and ensure that automatic
payments and disbursements are functioning correctly.

Only users with Administrator or Administrator-User privileges can access and make changes within the
Plan and Billing tab. Maintaining accurate billing information and monitoring your subscription ensures
uninterrupted access to the Arctrieval platform and all associated features.

2. User Roles & Permissions

Feature / Setting Administrator Administrator-User User
Dashboard @ ves @ ves @ ves
Clients X No ™ ves @ ves
Record Requests X No Yes Yes
Contacts X No Yes Yes
Reports Yes (Fax Usage) Yes Yes
Forms @ ves ™ ves X No
Settings @ ves @ ves X No

Administrator accounts are intended primarily for firm administration and account management. Firms
that need administrative access plus operational access to clients, requests, contacts, and reports should
assign the Administrator-User role.

Only users with Administrator or Administrator-User roles will see the settings menu and
associated tabs. If you cannot access it, you may need to ask an existing Administrator to update
your user role.

Notices: Copyright © 2010-2026 Arctrieval, Inc. All Rights Reserved. This publication is protected by copyright, and all rights
are reserved. No part of it may be reproduced or transmitted by any means or in any form without prior written consent from
Arctrieval, Inc. You may make a copy or reproduce any part of this document for your own personal use. Making copies for any
other purpose is a violation of U.S. Copyright law.
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3. Accessing the Plan and Billing Tab

1. Click on = Actieval St Gllgher & Specer 1P R
Settings in
the left-
hand menu

2. Navigateto |[*™ S
the Plan —
and Billing
tab at the
top of the
screen.
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4. The Plan and Billing Summary

Upon entering the Plan and Billing Tab, you are presented with a summary of your firm's subscription
information, billing details, and disbursement account settings. This section provides administrators
with a centralized overview of the firm’s current subscription status, payment method, billing schedule,
and account funding configuration.

The information displayed in this section helps administrators quickly verify the current subscription
status of the account, determine how many user licenses are currently being used, and monitor the
financial settings associated with the account. Reviewing this information regularly helps prevent
interruptions to service caused by expired payment methods, insufficient disbursement balances, or
outdated subscription settings.

4.1. Subscription Status

The Subscription Status section displays the current status of your firm’s Arctrieval subscription. This
status determines whether the account is active and whether users can continue accessing Arctrieval's
features and services. Depending on the condition of the account and payment activity, there are five
possible subscription statuses that may appear in this section.

Users Account Plan and Billing Disbursement Account Document Types Document Templates Integrations
Subscription Status: Subscribed Disbursement Account Status: Enabled
Plan Details: Advanced 10 (10 Users @ $499/month) Current Balance: $66.14
Next Charge: 06/08/2026 Automatically Fund Account: $100
Payment Method: Visa ¥ xkk woiok 1835 expires 11/28 Recharge When Balance is Below: ~ $25
User Licenses Used: 10
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1.

Subscribed. This means your Arctrieval account has an active subscription and is fully functional.
Monthly subscription payments are processing successfully, and the account is in good
standing.

Suspended. This means access to the account has been temporarily disabled due to failed
subscription renewal attempts. If this occurs, administrators should review and update the
payment method on file.

Canceled. This means the subscription is no longer active. This can occur if a cancellation
request was submitted or if a suspended account remains unresolved after repeated failed
payment attempts.

Trial. This means the account is in a temporary setup period while subscription and billing
information are being completed. Trial status allows the account to be configured and prepared
for activation before recurring billing begins. If payment information is not entered within the
required timeframe, the account status will automatically change to Canceled. A canceled
account can be reactivated by completing the required billing information.

Pending. This means the account has been created, but the subscription setup process has not
yet been completed. The account is awaiting billing configuration before the subscription can be
activated.

Under the Subscription Status section, the following information is also displayed:

1.

Plan Details. This displays the subscription plan currently assigned to your firm. It includes the
plan name, number of user licenses, and monthly subscription cost.

Next Charge. This shows the date of the next scheduled subscription renewal. The billing cycle
is based on when the account was originally activated.

Payment Method. This displays the card currently on file for billing purposes, including the card
type, last four digits, and expiration date.

User Licenses Used. This indicates how many user licenses are currently occupied within your
firm's subscription plan.
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4.2. Disbursement Account Status

The left side of the Plan and Billing Summary displays the Disbursement Account Status. When enabled,
the Disbursement Account functions as a prepaid funding account used to pay for additional Arctrieval
services such as supplies, printing, postage, and handling for Automated Mail requests, as well as
payments issued directly to Contacts or providers. Additional information regarding this feature is
covered in the Administrator Guide - Disbursement Account.

Users Account Plan and Billing Disbursement Account Document Types Document Templates Integrations
Subscription Status: Subscribed Disbursement Account Status: Enabled
Plan Details: Advanced 10 (10 Users @ $499/month) Current Balance: $66.14
Next Charge: 06/08/2026 Automatically Fund Account: $100
Payment Method: Viga *¥ix wokk xoick 1835 expires 11/28 Recharge When Balance is Below: ~ $25
User Licenses Used: 10

1. Disbursement Account Status. This indicates whether the Disbursement Account is currently
enabled or disabled for your firm's account. If disabled, the firm will not be able to use services
that require disbursement account funding.

2. Current Balance. This displays the amount of funds currently available in the Disbursement
Account. Charges for additional services are deducted from this balance as they are incurred.

3. Automatically Fund Account. This displays the amount that will be added to the Disbursement
Account whenever it is automatically replenished.

4. Recharge When Balance is Below. This displays the balance threshold that triggers automatic
funding. When the balance falls below this amount, the system automatically replenishes the
account using the payment method on file.

4.3. TheBilling Table

Directly below the Subscription and Disbursement Account Summary, you will find the Billing table,

where all account billing

transactions are listed. This [orormoce ] orsowmmoe | orminenconn )
table includes the e s — T

transaction date, - ——

description, payment T

status, transaction amount,

and an option to download

03/08/2026

the corresponding receipt.

02/08/2026

01/08/2026

The Billing table allows

12/08/2025

administrators to monitor
account charges, verify
successful payments, and

maintain records for
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accounting or bookkeeping purposes. Depending on account activity, there are several types of billing
transactions that may appear in this section.

1. Subscription fee. This is the recurring monthly subscription charge required to keep the
Arctrieval account active. The charge occurs automatically based on the billing cycle established
when the account configuration and subscription setup were completed.

2. Arctrieval Customer Success Plan and Training Program. This is a one-time onboarding fee
that covers account setup, staff training, customer success checkpoints, and ongoing customer
support. The amount may vary depending on the subscription tier selected by the firm.

3. Additional fax pages sent during the month over included plan pages. This charge applies
when your firm exceeds the number of fax pages included in your subscription plan. Charges are
calculated based on the number of additional pages transmitted.

4. Disbursement account funding. This transaction reflects funds added to the Disbursement
Account when automatic replenishment occurs based on the settings configured by the
administrator.

Administrators can download receipts for completed transactions directly from the Billing table and
export billing activity to Excel for accounting, bookkeeping, expense tracking, reconciliation, and
financial reporting purposes.

5. The Edit Billing Information Button

The Edit Billing Information button is located in the top-right corner of the Plan and Billing Tab. Clicking
the Edit Billing Information button allows administrators to update the credit or debit card information
used for subscription charges, disbursement account funding, and other applicable account-related
fees.

Users Account Plan and Billing Disbursement Account Documen t Types Document Templates Integrations

[EXPORT TO EXCEL EDIT SUBSCRIPTION EDIT BILLING INFORMATION

Subscription Status: Subscribed Disbursement Account Status: Enabled |

Plan Details: Advanced d 10 (10 Users @ $499/month) Current Balance: $66.14
Next Charge: 06/08/2026 Automatically Fund Account: $100

Payment Method: Visa *4+# dwxs axak 1835 expires 11/28 Recharge When Balance is Below:  $25

User Licenses Used: 10
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At the top of the Edit Billing Information window, you will see the current credit or debit card

information saved on file for your account. To update the payment method, all required billing fields
must be completed with valid and current information before the changes can be saved successfully.
The required fields include:

Edit Billing Information X
e Card Number
° Expiration Date Current Credit Or Debit Card Information:
° Card Validation Card Number: Vi ik ook sokok 1835
Code (CVC) Expiration Date: 11/28
e Card Holder First Billing City: Scottsdale
Name and Last Billing Zip: 85262

Name
e Card Billing Street

New Credit Or Debit Card Information:

Address, City, State wsa 401200103714 1112 12/27 123 ‘
! ' Card Holder First Name: * Card Holder Last Name: *
and Countl’y John Nasam
1 Card Billing Street Address: *
After entfarlng .the updated 567 Eact Valley Road
information, click the Save
City: * State:*
Changes button to apply Mesa Arizona v
the updates. The payment S
method saved on file will United States
Cco ntlnue to be used for By clicking Save Changes below, | authorize Arctrieval Inc. to charge the credit or debit card above for agreed upon purchases. | understand my
information will be saved for future transactions on my account. Payments are processed securely through Stripe

monthly subscription

renewals, disbursement
account replenishments, CANCEL SAVE CHANGES
fax overage charges, and
other applicable billing transactions associated withthe account.

6. The Edit Subscription Button

The Edit Subscription button is located between the Export to Excel and Edit Billing Information buttons.
This feature allows administrators to make changes to the firm’s Arctrieval subscription plan and
Disbursement Account settings.

Users Account Plan and Billing Disbursement Account Document Types Document Templates Integrations
EXPORT TO EXCEL EDIT SUBSCRIPTION EDIT BILLING INFORMATION
Subscription Status: Subscribed Disbursement Account Status: Enabled
Plan Details: Advanced 10 (10 Users @ $499/month) Current Balance: $66.14
Next Charge: 06/08/2026 Automatically Fund Account: $100
Payment Method: Visa ***# #wxs sxak 1835 expires 11/28 Recharge When Balance is Below:  $25
User Licenses Used: 10
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At the top of the Edit Subscription window, you will see the current Arctrieval Plan set for your account.
If your firm needs to increase or reduce the number of user licenses, upgrade to a different subscription
tier, or modify disbursement account funding preferences, these changes can be managed through the
Edit Subscription window. Administrators can make changes to the following settings:

e Subscription Level
e Disbursement Edit Subscription X
Account Status
e Automatically Fund

Current Subscription:

Level: Advanced 10 (10 Users @ $499/month)
Account
° Recharge When Disbursement Account Status: Enabled
Ba I ance iS BeIOW Automatically Fund Account: $100

Recharge When Balance is Below:  $25

After selecting the desired
changes, click Save

Subscription

Level:*

Changes to con'ﬁrm and Advanced 15(15Users@$659/month) M
app|y the Updates~ Disbursement Account (Optional)
SUbscription upgrades, Disbursement Account Status: * (® Enabled (O) Disabled
I.nCIUdmg additional user Automatically Fund Account:* (@) $100 () $250 () $500 () $1000
licenses, take effect
Recharge When Balance is Below: * ®@ $25 O $50 O $100

immediately. Any prorated
charges associated with

The Disbursement Account is a trust account, and the funds are used to pay for additional services such
the u pg rade are supplies, printing, postage and handling for the Automated Mail service or payments issued to Contacts.

automatically calculated o ki e e
and added to the next information i be s
billing cycle. Subscription
downgrades, including CANCEL m
license reductions, remain
active through the end of the current billing period and take effect at the start of the next billing cycle.
Changes to Disbursement Account settings take effect immediately upon saving.

Arctrieval Inc. to charge the credit or debit ¢

s. | understand my

1 my account. Payments are processe

Note: Subscription downgrades are scheduled to occur at the end of the current billing period.
This allows firms to continue using their existing subscription level until the next renewal date.

7. When to Use the Plan and Billing Tab

The Plan and Billing Tab should be used whenever your firm needs to review or update subscription
information, payment methods, billing activity, or disbursement account settings. Administrators should
periodically review this section to ensure the account remains active, billing information is accurate, and
the current subscription plan continues to support the firm’s operational needs.

Here are some common situations when you should use the Plan and Billing Tab:
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Your payment method has changed. If the credit or debit card used for billing has expired,
been replaced, or updated, administrators should immediately update the payment information
in the Plan and Billing Tab.

Your account has become suspended due to failed payments. If the account enters a
Suspended status, administrators should review the billing information and resolve any payment
issues as soon as possible to restore access to the platform.

You want to monitor billing activity and receipts. The Billing table provides a complete
history of subscription charges, disbursement funding transactions, and fax overage charges.
Administrators may review or export this information for bookkeeping, accounting, or internal
financial tracking purposes.

You want to enable or manage the Disbursement Account. Firms using Automated Mail
services or provider payments may need to enable the Disbursement Account feature and
configure automatic funding settings. Monitoring the balance and recharge thresholds helps
ensure uninterrupted processing of these additional services.

Your firm needs to upgrade or downgrade its subscription plan. If operational needs
change, administrators can modify the subscription level through the Edit Subscription feature.
This allows firms to adjust the number of user licenses and account features to better match
current usage requirements.

You want to verify your account status and renewal schedule. The Subscription Status and
Next Charge information helps administrators confirm that the account remains active and
identify when the next subscription renewal will occur.
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