‘P TADERA

TRK Tenant Portal Paiment Portal Quick Guide

Login to Truckee Tahoe Airport Authority’s Tenant Portal site. Credentials are provided by the TRK team.
URL: https://tenant-trk.airportiq.com

Making a Payment

Step 1 | Navigate to the Payment Portal Payments page.

@ }RH%EEE ABRM Tenant Portal 1.0.34 - Home
AIRPORT

Accounts Receivable

Contact Management

Dashboard

Account Summary

Account Details/Payment

Recurring Payment Management

Step 2 | Find the invoice you wish to make a payment towards. Enter the payment amount in the appropriate
column. Select Pay Selected Invoices.

Pay Total Open Invoices Pay Oldest Invoices Pay Selected Invaices
Teans, Date From: Toans, Date Tee
manthfdayfyear =] maonth/fdayfyear =]
Original Enter Payment Submitted
Dezeriptlon Ao unt Balance Amount Amount  * Ations
B 1
I Fieed Billings $25715.50 £2,575.50 I575.50 | B O o

Step 3 | Once the Payment Amount entered is submitted — | A second window will direct you to the secure
Tenant Portal will populate the warning below. hosted payments page below.

Do not close the browser, tab, or
navigate to another page.

TRUCKEE
TAHOE

AIRPOQRT

Daing so may prevent a successful payment from being posted.

This popup will autornatically close when payrment pracessing is Order Details
complete,

AMOUNT 5444 85

Closing the window will take us back to the Account Details page.

Close Iiake Payment
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Step 4

Credit Card Recurring Payment

On the payment screen of the hosted payments
page — enter in the card payment information you
wish to use for a recurring payment. Select the
Recurring Payment checkbox and set your
preferred parameters.

Example: Monthly payments will occur on the 15t of
the month beginning 12/1/2023 for 6 months.

Payment m
Choose any Payment Fe——
methad
Card Details
VISA B2 = 2 B8
Card Mumber * Expiration Da... CWY @

Recurring Transaction

Schedule date

12/1/2023 ol

Fraquency”

Manthly e |:\ At end of the manth

Total Installments

B

ACH Recurring Payment

On the payment screen of the hosted payments
page — enter in the ACH payment information
you wish to use for a recurring payment. Select
the Recurring Payment checkbox and set your
preferred parameters.

Example: Annual payments will occur on the 18t
of the month beginning 1/1/2024 for 2 years.

Payment m
Chasse any Paymert —
method

ACH Details

Account Type 0 Personal ( : ) Business

Account Mumber * Routing Mumber *

Re:urrmgTransact\om _

Fraquency® Sehedule date

Yearly - 17172024 3l [ &t end of the month

Total Instalments

2

Step 5 | Once submitted successfully, you will receive an emailed receipt from Tenant Portal and an email
granting access to Finzeo Client. Finzeo Client can be accessed via the Recurring Payment
Management module in Step 1 above. This allows you to make changes to any upcoming
transactions that have not been fully processed by the bank yet.

The Tenant Portal Payment Grid will now appear as follows.
Enter
Recurring QOriginal Payment Submitted
Payment +  Invoice Date  Due Date Acc. Period Description Amount Balance Amount Amount
Yes 2/1/23 210723 February, 2023 Fixed Billings $1,395.00 $1,395.00 $1,395.00
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