USER MANUAL OF
PAYCENTER



TAKE CONTROL OF PAYMENT
PROCESSING AT YOUR
FINGERTIPS

Self-service online portal - PayCenter
Functionalities include:
Make payments online via credit card
Download invoice copies directly
View orders and invoices

View account history

This document will walk you through how to use the
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ACCESS TO PAYCENTER

Access to PayCenter with just a few clicks

1. Login to Hilti Online www:.hilti.com.hk. If you are not yet a user,
please register first.

2. Click your username and select PayCenter under Orders
column.

G E| https://www.hilti.com.hk

2 Y
Account Orders Tool Management Favorites
View profile Order History Tool list Personal list
Login data My Quotes Repair tools Company list
Contact data Track shipment Repair tracking Recommendations
Account number Company data Reorder purchased items Recently purchased
Subscription preferences Request copy of invoice
Delivery addresses

» SWITCH ACCOUNT

Software s ¥ ns

s _LOGALT

3. If your email address is registered with multiple accounts, you
will be asked to select the account to view.

YOUR ACCOUNTS - PLEASE SELECT

You are associated with several accounts. Please choose the correct one to see your specific account information, prices and content.

4. After you select the account, you will be diverted to PayCenter
page.

m User Manual of PayCenter / 3


http://www.hilti.com.hk/

HOW TO USE PAYCENTER?

Invoice Page

1. View amount of open invoices up to the current moment:

INVOICES

ACCOUNT BALANCE

573,996.22

DUE NEXT 7 DAYS

0.00

OVERDUE

532,119.58

2. Past due invoices are shown in red color:

INVOICES

ACCOUNT BALANCE DUE NEXT 7 DAYS

573,996.22 0.00

OVERDUE

TEM = INVOICE NUMBER =

Invoice (FM) monthly 1231585254
Invoice (FM) menthly (531584075
rental

Invoice (FM) monthly -
rental

Invoice (standard) 1231578919
Invoice (FM) monthly 1231583684

LIS

532,119.58

CUSTOMER PO =

123

234

INVOICE DATE =

6/1/2024

5/31/2024

9/31/2024

2/2/2024

5/1/2024
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DUE DATE

6/21/2024

6/20/2024

6/20/2024

6/1/2024

5/21/2024

CURRENCY =

v EXPORT OPEN
sV INVOICES

= REMAINING AMOUNT = PAYMENT AMOUNT
34,733.00 34,733.00 PAY
4,432.60 4,432.69 PAY
2,710.95 2,710.95
2,76000
34,733.00 34,733.00 PAY



HOW TO USE PAYCENTER?

Invoice Page
3. Pay open invoices

- Click on the PAY button and the remaining invoice amount will
be copied in the Payment Amount box.

- Then click PROCEED TO PAYMENT button

PayCenter

S o ~ 'EXPORT OPEN
96.22 0.00 532,119.58 [ Cwocs™ |

2 selected Tot: nt 1o be 37.,403.00 PROCLLD TO PAYMING g

- You will be diverted to the credit card information page.
Please submit your credit card information and your billing
address to process the payment.

- Do not close your browser until you see the message below:

P TRANSACTION COMPLETE

Thank you for your payment. Your receipt will be emailed to you shortly.
Payment reference number: 0033001435
Mumber of invoices: 2 Amount: 37,493.00
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HOW TO USE PAYCENTER?

Invoice Page

4. View or download invoice copy

Click on the invoice number you want to view.

INVOICES

ACCOUNT BALANCE DUE NEXT 7 DAYS QVERDUE

Y
573,996.22 0.00 532,119.58 vorces

IEM = INVOICE NUMBER = CUSTOMERPO = INVOICE DATE = DUE DATE & CURRENCY = e = REMAINING AMOUNT = PAYMENT AMOUNT
Invoice (FM) monthly 1231585254 6/1/2024 6/21/2024 HKD 34,733.00 34,733.00

Inveice (FM) monthly

el 1231584975 5/31/2024 6/20/2024 HKD 4,432.60 443080

Inveice (FM) monthly - . -
o 1231584076 123 5/31/2024 6/20/2024 HKD 2,710.95 271095

rental

Invoice (standard) 1231578919 234 27272024 &/1/2024 HKD 2,760.00 2,760.00

Invcice (F) monthly Iw 231583684 E 5/1/2024 5/21/2024 HKD 34,733.00 34,733.00

- Then the invoice copy will be shown. You can print it out or
save it to your PC:

= Fleet Management Monthly Invoice 1231583684

Customer Servica Hong Kong.
T 5228 8118 (Hong Kong)

T 00800 8228 8118 (Macau Tall Fres)
F 2954 1751

hiksalea @Hitt.com | wivw,hit.com. bk

Page 1@
Fleet Management Monthly Invoice 1231583684 Hongkang,  01.05.2024

Customer No.: FM Contract No.:
Invoics Period: 052024 Tools under Contract:
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HOW TO USE PAYCENTER?

Invoice Page
5. Download open invoice data into csv / excel file
Click EXPORT OPEN INVOICES button

INVOICES
0
ACCOUNT BALANGE DUE NEXT 7 DAYS ovERDUE
oy v EXPORT OPEN
573,996.22 0.00 532,119.58 _
TEM = INVOICE NUMBER = CUSTOMER PO = INVOICE DATE = DUE DATE - CURRENCY = Cii,%‘dif = REMAINING AMOUNT = PAYMENT AMOUNT
Invoice (FM) menthly 1231585254 6/1/2024 6/21/2024 HKD 34733.00 34,733.00 m
‘Z:";e (FM) menthly 1231584975 5/31/2024 6/20/2024 HKD 4,432.69 4,432.69 m
‘Z:";e (FM) menthly 1231584976 123 5/31/2024 6/20/2024 HKD 271095 271095 “
Invoice (standard) 1231578919 284 2272004 6/1/2024 HKD 276000 2,760.00 m
Invoice (FM) monthly 1231583684 5/1/2004 5/21/2004 HKD 3473300 34732.00 E3
- Then you will have csv / excel file downloaded.
AutoSave open-invoices (17).csv v £ search
File Home Insert Page Layout Formulas Data Review View Automate Developer Help Analysis
If)\';’ g Arial = 25, Wrap Text General - ﬁ @ B
B Copy ~ i
Paste - = =] - v 5 «0 00 Conditional Formatas Good
v <¥ Format Painter Ty - Merge & Center = % 9 o= Formatting ~  Table ~
Clipboard ] Font ] Alignment ] Number ] Styles
1 Invoice type | {invoice number] [ Invoice amount | [ Remaining invoice amount]
12 D E F G H | J K
1 |lderived catego IDOC NO I CUSTOMER_PO  DOC_DATE DUE_DATE CURREMNCY EMT DOCCURYderived openAmaount |
2 |Invaice (FM) monthly 1231585254 01/06/2024 21/06/2024 HKD 34733 34733
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HOW TO USE PAYCENTER?

Account History Page
1. View opening balance within a date range
- You can filter the transactions by date range

- Then you will see the transactions that were made within the
defined date range, including the unpaid invoices (shown as
invoice type) and paid invoices (shown as Payment).

ACCOUNT HISTORY

| l
-
668,074.87 536,503.22 HISTORY

2. View or download invoice copy

- Click on the invoice number and you will see the invoice copy.

ACCOUNT HISTORY

OPENING BALANCE BALANCE TO DATE Enter a date range
668,074.87 536,503.22 iz _empoze B
TRANSACTION TYPE = PAYMENT REFERENCE = CUSTOMER PO = TRANSACTION DATE - INVOICE NUMBER CURRENCY =
Payment 0033001435 6/5/2024 1231583684 1231578824 HKD
1231569129 1231 5697
Payment 0033001434 6/4/2024 1231575321 1231564978 HKD
1231569128

- You can print out the invoice or save it in your PC.
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HOW TO USE PAYCENTER?

Account History Page

3. Export Account History into csv or excel file

be downloaded.

ACCOUNT HISTORY

OPENING BALANCE

668,074.87

BALANCE TO DATE

536,503.22

Enter a date range

4/15/2024

The list looks like the below:

- 6/5/2024

Click EXPORT ACCOUNT HISTORY button and the file will

AutoSave account-history (18).csv £ Search -
File e Insert Page Layout Formulas Data Review View Automate Developer Help Analysis
& Cut Arial - 2B, Wrap Text General - ﬁ @ Bad
[mcopy ~
Paste . . . 0 &0 .0 | Conditional Formatas Good Neutral
v Fromatpainter | © 1 Y RloE ECS e - %5 WA Formatting~ Table
F] ligr Number F] Styles
Transaction / Transaction / ~ Referenced Transaction
Invoice Type Invoice Number invoice Number Amount
B c D Vl‘ E E H
DOC_NO CUSTOMER_PO  DOC_DATE loricinaL BiLL Doc | CURRENCY [AvT DoccurR ]
2 0033001435 06/06/2024 1231583684 1231578919 HKD 37493
3 |Payment " 0033001434 04/06/2024 1231569129 1231569723 1231575321 1231564973 1231569128 HKD -11338.43
4 |Payment 0033001432 04/06/2024 1231582294 1231571110 1231566366 HKD -86866
5 |Payment " 0033001433 04/06/2024 1231572127 1231580902 1231572125 1231580629 HKD TT716.07
6 |Invoice (FM) - monthly 1231585054 | 01/06/2024 1231585254 HKD 34733

LIS
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THANK YOU

Hilti (Hong Kong) Limited

Contact our
Customer Service Hotline

Hong Kong: 852 8228 8118
Macau Toll-free: 00800 8228 8118
WhatsApp: 852 30016188
hksales@hilti.com

www. hilti.com.hk
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