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Custumers%Bank

Go to the website:
https://digitalbanking.customersbank.com/customersbankonlinebanking/uux.aspx#/login

Customers‘%Bank

1. Supported browser:
Note: Any browsers not listed in the following table should be considered unsupported.

e Google Chrome (Current and previous two versions) for Windows and MACs
e Modzilla Firefox (Current and previous two versions) for Windows and MACs
e Microsoft Edge (Current version) for Windows

e Safari (Current and previous two versions) for MACs

You must use a computer that has:
e Microsoft Windows 10 or Mac 0OS X 10.10
e Available browser updates applied for improved security that provide antivirus
and spyware protection
e Aninternet connection with a minimum of 1 Mbps download speed.

Mobile Requirements

e Android 5.X and later Supported
e Apple iOS requirements for Q2mobility Apps:
> i0S 13.X Supported
> i0S 12.X Supported
> i0S 11.X Supported
> i0S 10.X Limited support
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2.

5.

Mobile connectivity requirements:
e Apps:
- 5G Supported
- 4G LTE Supported
- Wi-Fi Supported

Enter login credentials.
Login ID — individual user id provided by company administrator or the bank
Password — user’s password

Note: During the conversion users will use their existing Business Online Banking
password and then be asked to change it upon first time login.

Note: Bank will supply the company Administrator and all security token users their User
IDs via e-mail in a Welcome Letter. All other User IDs will be supplied by the company
Administrator.

Select Log In.

Note: When using Chrome or any browser that allows you to save your password for
future use, do not save the password. Passwords will expire every 90 days and you will be
required to create a new one. Also do not save your security code as that will change every
time you login.

A profile page will be displayed. This page is informational only. Any changes will need to
be made by the company Administrator or the bank.

Customers%Bank

lease contact us if any information displayed here is incorrect.

Select Submit at the bottom of the page.
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6. The Change Password screen will be displayed.

Customers‘%Bank

Please set your new password:

(@ password Requirements:

= Must be between 5 and 15 characters

= Must contain at least 1 number

- Password must contain a minimum of 1
lower case characters

- Password must contain a minimum of 1
upper case characters.

- Password must contain a minimum of 1
special characters.

- May not be the same as
current password

7. Enter the following information:

e Current Password — Temporary password supplied by bank or company
Adminstrator

Note: For the conversion this will be your password from the old Business Online Banking
platform

e New Password
e Confirm New Password

8. Select Submit.

Non-Security Token Users

9. Select Text Me or Call Me to receive a secure code for login.

Customers‘%Bank

Please select a target

1 have a Secure Access Code

Text me : (XXX) XXX-8797

Call me : (OO0 XXX-8797

10. Select Submit.
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Custnmers‘%Bank

Hard Security Token Users

11. For user with a hard security token or the Symantec App, the Secure Access Code screen will
be displayed.

Customers%Bank

Enter your Secure Access Code

‘ Submit

Note: First Time Login will display the following screen.

Customers%Bank

Enter your Secure Access Code

Enter Second Verisign Token

e Turn on the security token or access the Symantec app, enter the six (6) digit code in
the blank box.

e Wait for the token to turn off or the Symantec app to refresh. Turn the token back
on and enter another six (6) digit code into the Enter Second Verisign Token field.
The Symantec app will automatically fresh with a new code.

12. Select Submit.

Download App Security Token Users

13. From your cell phone select the Play Store app or the App Store app.

14. Search for VIP Access Symantec Access.

VIP Access :
Symantec VIP

39 INSTALLING...

15. Select Install.
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Custumers%Bank

16. Once the app is installed open the app.

17. The first 3 screens on the app are not supported, just swipe until you reach the Credentials

a § [ S 7l 63% @10:34 AM

= VIP Access

CREDENTIAL ID

SYMC 2769 7279

SECURITY CODE

402684

i /
\/Symantec.VIP e

< Q O O

18. Provide the Credentials ID to your banking representative.

19. Once the Bank has loaded the Credential ID into the Business Online Banking system you can
then login to Business Online Banking.
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Custumers%Bank

View Balances and Transactions

The Home page will provide current and previous day transactions on each account
along with images of paid checks, deposit tickets and deposited items.

Transactions

1. Upon logging into Business Online Banking each user will be brought to the Home screen.

Note: Use the menu navigation along the left-hand side to select other modules.

Cusmmers%ﬂank

Welcome back, Peg D
S e

Home Transfer Money Now

Home @

Messages
g ACCOUNTS & ~
Statements
Statement Savings : Test Acount :
Baveti=llanler Available Balance $1.18 Available Balance $30.40
Current Balance $1.18 Current Balance $30.40
Remote Deposit (DLM)
Enhanced Services Checking B CML LETTER CREDIT 3
Available Balance $330,015.81 Current Balance $0.00
Administration v Current Balance $330,015.81
Locations .
CML CONSTRUCTION : CML LETTER CREDIT H
Settings Current Balance $1,194,020.23 Current Balance $0.00
Lioln

2. The dashboard is customized based on user entitlements.

3. Select the ellipses next to each account for additional options.

Cus(omersgﬂank Welcome back, Peg D

Last login 12/03/2019 at 8:55 AM

Home Transfer Money Now

Home @

Messages

Reports ACCOUNTS & <

Statements

Statement Savings : Test Acount
Available Balance $1.18 Available Balance
Current Balance $1.18 Current Balance

Payments/Transfers

View AC[IVI(y
Remote Deposit (DLM)

Quick Transfer
Enhanced Services Checking H CML CONSTRUCTIO
Available Balance $330,015.81 Current Balance
Administration Current Balance $330,015.81

Nickname Account

Settings

Locations

CML LETTER CREDIT CML LINE

Settings Current Balance $0.00 Current Balance $15,000.00

Help

Log OFf CML LINE : CML LINE :
Current Balance $331,997.87 Current Balance $107,362.64
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4. Select an account and transaction details will be displayed.

5.

e View Activity — displays the transaction details

Custumers%Bank

e Quick Transfers — allows the user to perform a Book Transfer

Note: Quick Transfers cannot be used for Loan Payments and the account
select from the Home screen cannot be selected in the From account field.

e Nickname Account — allows the user to change the name of any account
e Setting — allows the user to decide if they want to remove the account from the

home page

Cusmmers%ﬂa nk

Home

Messages

= [

Reports

Statements

1]

Payments/Transfers

Remote Deposit (DLM)

Enhanced Services

=

Administration

Locations

Settings

Help

e & @

Log Off

Date

NOV 30
2019

NOV 20
2019

NOV 18
2019

NOV 14
2019

< Back to Home

Test Acount

Last Updated: December 2, 2019 2:39 PM

Transactions Details

Q Search transactions

QAT o= oL
Description Amount

INTEREST CREDIT - 0 30.01
$30.40
$30.24
AUTOMATIC TRANSFER TRANSFER FROM IS XXXXXXXX8161 - O i
EBANKING TRANSFER REF 32209071 FUNDS TRANSFER FRM DEP XXX8832 FROM ONLINE $0.15
FUNDS TRANSFER VIA - 0 5015
AUTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXX8161 - 0 ($25.00)
) $0.00

Welcome back, Peg D

$30.40 $30.40

Current Balance | Available Balance

Use the icons on the upper right-hand side for additional options.

Customers%ﬂa nk

Home
Messages

Reports

Statements
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services
Administration
Locations

Settings

Help

Log Off

< Back to Home

Test Acount

Last Updated: December 2, 2019 2:39 PM

Transactions  Details

Date Description

NOV 30 $0.01
02" INTEREST CREDIT-0 powi
NOV20" 5\, TOMATIC TRANSFER TRANSFER FROM ICS XXXXXXXX8161 - 0 $30:24
2019 $30.39
NOV 18 EBANKING TRANSFER REF 3220907L FUNDS TRANSFER FRM DEP XXX8832 FROM ONLINE $0.15
2019 FUNDS TRANSFER VIA - 0 5015
N 14 AUTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXXB161 - 0 (’Zifgg
NOV13 A ITOMATIC TRANSFER TRANSFER TO ICS XXXXXXXX8161 - 0 (3524
2019 $25.00
NOV 13 EBANKING TRANSFER REF 3170953L FUNDS TRANSFER TO DEP XXX8832 FROM ONLINE (50.04)

Welcome back, Peg D

$30.40 $30.40

Current Balance | Available Balance
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Custumers%Bank

6. The Search icon allows the user to search for specific transactions.

7.

Customersgaank Welcome back, Peg D

Home < Back to Home
g Test Acount $30.40 $30.40
Last Updated: December 2, 2019 2:39 PM Current Balance | Available Balance
Reports
Statements Transactions  Details
Search
Payments/Transfers > L
Remote Deposit (DLM)
ErbancadSeice ’\'71 Search transactions
Administration
Locations Description Amount
Settings ocT24
2019 AUTOMATIC TRANSFER TRANSFER FROM DEPOSIT SYSTEM ACCOUNT XXXXXX8832 - 0 $0.03 :
Help
Log Off OZ(; §3 AUTOMATIC TRANSFER TRANSFER FROM DEPOSIT SYSTEM ACCOUNT XXXXXX8832 - 0 $0.09 s
OZ(;: 21 AUTOMATIC TRANSFER TRANSFER FROM DEPOSIT SYSTEM ACCOUNT XXXXXX8832 - 0 $6.06 :
OZ(; ;8 AUTOMATIC TRANSFER TRANSFER FROM DEPOSIT SYSTEM ACCOUNT XXXXXX8832 - 0 $0.03 5

In the Search Transactions box, enter a transaction type, example Interest Credit and the
results will automatically display.

Custnmersgsank Welcome back, Peg D

Home < Back to Home

el Test Acount $30.40 $30.40
e Last Updated: December 2, 2019 2:39 PM Current Balance = Available Balance

Statements Transactions  Details

Payments/Transfers — -
Q =T & o4

Remote Deposit (DLM)

Enhanced Services o e—
b}

Administration

Locations Date Description Amount
Settings

NOV 30 .

2019 INTEREST CREDIT - 0 $0.01 :
Help
Page totals: Credits: [1] $0.01 | Debits: [0] $0.00
Log Off
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EQUAL HOUSING &
=== FDIC

LEN



8. The Filters icon allows the user to filter on various categories.

Customersgsank Welcome back, Peg D

Home < Back to Home

Messages Test Acount $30.40 $30.40

Reports Last Updated: December 2, 2019 2:39 PM Current Balance | Available Balance

Statements Transactions  Details

Payments/Transfers Q % &

Remote Deposit (DLM)

Enhanced Services Time Period Transaction Type Description

Administration v v v

Locations
Min Amount Max Amount Starting Check # Ending Check #

SEMNES $ 000 o 0.00 o

Help

Log Off

o Time Period — use the drop-down menu to select a date range: Today,
Yesterday, This Month or Custom Date
o Transaction Type -use the drop drop-down menu to select Pending, Posted,
Credits or Debits
o Description — enter a transaction description for example: Checks
e Min Amount - enter the minimum amount of the transaction(s) to search
« Max Amount - enter the maximum amount of the transaction(s) to search
o Starting Check # - enter the starting check number when searching for a range
of checks
o Ending Check # - enter the ending check number when searching for a range of
checks

9. Select Apply Filters. The results of the search criteria will be displayed.

Customersgﬂank Welcome back, Peg D

Statements Transactions Details
Payments/Transfers Q

Remote Deposit (DLM)

Enhanced Services Time Period Transaction Type Description

Administration V' Debits v

Locations
Min Amount Max Amount Starting Check # Ending Check #

Settings

$ 000 to § 0.00 to
Help
Log Off
Date Description Amount
Ozfuréz AUTOMATIC TRANSFER TRANSFER TO DEPOSIT SYSTEM ACCOUNT XXXXXX8832 - 0 ($0.01)
NOV 14
019 AUTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXX8161 - 0 ($25.00)
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Custumers%Bank

10. Select the Quick Transfer icon to make a Book Transfer.

Custnmersgsank Welcome back, Peg D

Home < Back to Home

Messages Test Acount $30.40 $30.40
y Last Updated: December 2, 2019 2:39 PM Current Balance | Available Balance
Reports

Statements Transactions  Details
Quick T/ansfer

Payments/Transfers

Q =
Remote Deposit (DLM)
Date  Description Amount
Enhanced Services
Administration NGV.30 INTEREST CREDIT - 0 $0.01
2019 $30.40
Locations
NOV20' AUTOMATIC TRANSFER TRANSFER FROM CS XXXXXXXX8161 -0 3024
Settings )
NOV18 EBANKING TRANSFER REF 3220907L FUNDS TRANSFER FRM DEP XXX8332 FROM ONLINE 5015
Help 2019 FUNDS TRANSFER VIA -0 $0.15
Log Off
o NV 1 AUTOMATIC TRANSFER TRANSFER TO ICS XXXXXXX8161 - 0 (3209
NOVI3 A UTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXX8161 - 0 ($5.24)
2019 $25.00
NOV13 EBANKING TRANSFER REF 3170953L FUNDS TRANSFER TO DEP XXX8832 FROM ONLINE (50.04)

11. Enter the following information:

. X
Quick Transfer
From Account
To Account
Amount Earliest Available

12/2/2019
$0.00

Advanced Options Transfer Funds

e From Account — the account to take money from

e To Account —the account to add money to

e  Amount — amount of funds to transfer

e Advanced Options — this feature is optional and allows the users to add a
memo, select a different effective date and/or setup a recurring transaction

12. Select Transfers Funds.
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13. A confirmation pop up box will be displayed.

©

Transaction Processed

Transaction #12467 was processed on 1/2/2020

From  Statement Savings
To TestAcount
Amount  $0.04
Date 1/2/2020

Memo  Funds Transfer via Online

i

14. Select the Export icon to export the transaction data.

(us(omersgﬂank

Welcome back, Peg D

Home < Back to Home
Messages Test Acount $30.40 $30.40
- Last Updated: December 3, 2019 8:37 AM Current Balance = Available Balance
Reports
Statements Transactions  Details
Export
Payments/Transfers Q =
Remote Deposit (DLM)
Eilncedieiuces (), search transactions
Administration
Locations Date Description Amount
Settings
NOV 30 $0.01 .
2019 INTEREST CREDIT -0 $30.40 :
Help
NOV 20 $30.24 .
Log Off 2019 AUTOMATIC TRANSFER TRANSFER FROM ICS XXXXXXXX8161 - 0 oo :
15. Select the appropriate export type.
Customers%ﬂank Welcome back, Peg D
Home < Back to Home
$30.40 $30.40

M

= Test Acount

Last Updated: December 3, 2019 8:55 AM
Reports

Statements Transactions  Details
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services \)\ o

Administration

Locations Date Description
Settings
NOV 30
2019 INTEREST CREDIT -0

Help

Log Off 2019
NOV18 EBANKING TRANSFER REF 32209071 FUNDS TRANSFER FRM DEP XXX8832 FROM ONLINE 5015 .
2019 FUNDS TRANSFER VIA - 0 5015 ¢
N o AUTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXX8161 - 0 (5255'0033 :

NOV20" \UTOMATIC TRANSFER TRANSFER FROM ICS XXXXXXXX8161 - O

CurrentBalance | Available Balance

Spreadsheet (xls)

Spreadsheet (csv)

Microsoft OFX (ofx)

1 Quicken (gfx)

Quickbooks (qbo)

$30.24,

17

Member

EQUAL HOUSING &
=== FDIC

LEN



Custumers%Bank

e Spreadsheet (xIs) — export to an excel spreadsheet
e Spreadsheet (csv) — export in a CSV format

e Microsoft OFX (ofx) — export to in OFX format

e Quicken (gfx) — export to Quicken

e Quickbooks (qbo) — export to QuickBooks

16. The following popup box will be displayed. Select Open to view the export or select Save to
save to the appropriate drive.

k.com? Open Save |  Cancel

Do you want ta open or save AccountHistory.xds (17.1 KB) from digil

17. Select the Options icon to print the transactions.

Custnmersgaank Welcome back, Peg D

Home < Back to Home

Messages Test Acount $30.40 $30.40
_ Last Updated: December 3, 2019 8:55 AM Current Balance ~ Available Balance
Reports

Statements Transactions  Details

Payments/Transfers _
SN =

Remote Deposit (DLM)

Enhanced Services P
() Search transactions

Administration

Locations Date Description Amount
Settings
NOV 30 $0.01
ra’ INTEREST CREDIT -0 e
Help
. NOV20 5\, 70MATIC TRANSFER TRANSFER FROM ICS XXOOOXXX8161 - 0 $30.24
og Off 2019 $30.39
NOV 18 EBANKING TRANSFER REF 3220907L FUNDS TRANSFER FRM DEP XXX8832 FROM ONLINE $50.15
2019 FUNDS TRANSFER VIA -0 5015
N o AUTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXXE161 -0 (52500
18. Select Print and then select the appropriate printer option.
Customersgaank Welcome back, Peg D
Home < Back to Home
Messages Test Acount $30.40 $30.40

. Last Updated: December 3, 2019 8:55 AM Current Balance | Available Balance
Reports

Statements Transactions  Details
Payments/Transfers
Remote Deposit (DLM)

Enhanced Services (
() search transactions

Administration

Locations Date  Description Amount
Settings
NOV 30 $0.01
o 3% INTEREST CREDIT -0 St
Help
: NOV20 5\ ;TOMATIC TRANSFER TRANSFER FROM ICS XXOXXXKXX8161 - 0 $30.24
Log Off 2019 $30.39
NOV 18 EBANKING TRANSFER REF 3220907L FUNDS TRANSFER FRM DEP XXX8832 FROM ONLINE $0.15
2019 FUNDS TRANSFER VIA - 0 5015
N o AUTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXXB161 - 0 (Szifgo)
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Custumers%Bank

19. Select the ellipses next to each transaction for additional options.

Customers@2Bank Welcome back, Peg D

Statements Transactions  Details

Payments/Transfers
@

]|
n
3

Remote Deposit (DLM)

Enhanced Services A
() search transactions

Administration

Locations Date  Description Amount

Settings v

2019 NTEREST CREDIT -0

Toggle Details

N 20 AUTOMATIC TRANSFER TRANSFER FROM ICS XXXXXXXXB161 -0

Print
NOV 18 EBANKING TRANSFER REF 3220907L FUNDS TRANSFER FRM DEP XXX8832 FROM ONLINE

2019 FUNDS TRANSFER VIA - 0 $0.15

NOY 1 AUTOMATIC TRANSFER TRANSFER TO ICS XX000OXXB161 -0 (5253003 :
NOVIS A UTOMATIC TRANSFER TRANSFER TO ICS XXXXXXXX8161 - O (5524
2019 $25.00 -
NOV 13 EBANKING TRANSFER REF 3170953L FUNDS TRANSFER TO DEP XXX8832 FROM ONLINE (50.04) .
2019 FUNDS TRANSFER VIA - 0 $3024
NOV7 EBANKING TRANSFER REF 3111533L FUNDS TRANSFER TO DEP XXX8832 FROM ONLINE (50.03) .

Toggle Details — expands to provide additional details on each transaction
Print — print the transaction
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Custumers%Bank

Naming Groups of Accounts

1.

Upon logging into Business Online Banking each user will be brought to the Home screen.

2. Select the pencil next to Accounts.

3.

Enter the name of the group and select the checkmark.

Customersgﬂank

Home

Home @
Messages
Reports ACCOUN P
Statements
5 Statement Savings Test Acount
Ryt anee Available Balarice $1.18 avellable Balce $30.40
Current Balance $1.18 Current Balance $30.40
Remote Deposit (DLM)
Enhanced Services Checking : CML LETTER CREDIT :
Available Balance $330,015.81 Current Balance $0.00
Administration Current Balance $330,015.81
Locations . .
CML CONSTRUCTION : CML LETTER CREDIT :
Settings v Current Balance $1,194,020.23 Current Balance $0.00
Help
Log Off CML LINE : CML LINE s
Current Balance $15,000.00 Current Balance $331,997.87
CML LINE : CML MULTI-FAM HFS :
Current Balance $107,362.64 Current Balance $3,218,065.48

®

Do &

Custnmersgaank . Welcome back, Peg D

2019 0t 8:55 AM

Home Transfer Money Now >
Home @
Messages /\
Reports )
Statements N\ 4
L Statement Savings : Test Acount H
AL e Available Balance $1.18 Available Balance $30.40
Current Balance $1.18 Current Balance $30.40
Remote Deposit (DLM)
Enhanced Services Checking : CML LETTER CREDIT g
Available Balance $330,015.81 Current Balance $0.00
Administration Current Balance $330,015.81
Locations . .
CML CONSTRUCTION : CML LETTER CREDIT :
Settings Current Balance $906,427.23 Current Balance $0.00
Help
Log Off CML LINE 5 CML LINE :
Current Balance $15,000.00 Current Balance $331,997.87
CML LINE : CML MULTI-FAM HFS :
Current Balance $107,362.64 Current Balance $3,218,065.48
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Custumers%Bank

Placing Accounts in Groups

1.

2.

4.

5.

Upon logging into Business Online Banking each user will be brought to the Home screen.

Select an account and begin to drag it anywhere on the page until the file folder appears at
the bottom of the page.

Cusmmers@aank Welcome back, Peg D

Last login 12/03/2019 at 8:55 AM

Transfer Money Now >

Home

Home @

Messages

Reports X v A

Statements

Payments/Transfers festiAcount :
Isters
Y Avallable Balance $30.40
Current Balance $30.40
Remote Deposit (DLM)

Enhanced Services 2 Checking g CML LETTER CREDIT s
Available Balance $330,015.81 Current Balance $0.00
Administration Current Balance $330,015.81
Locations .
CML CONSTRUCTION : CML LETTER CREDIT :
Semngs Current Balance $906,427.23 Current Balance $0.00
Help
Log Off CML LINE : | CML LINE
Current Balance $15,000.00 Current Balance
CML LINE : CML MULTI-FAM HFS
Current Balance $107,362.64 Current Balance

Wel
Cuslnmers%ﬂank g Some :’Ejkﬁ E?g?,

New Group ) X v A

CML LETTER CREDIT

Current Balance $0.00

ACCOUNT SUMMARY AN

Assets  Debts

Checking
99.99%
Available Balance $330,015.81
$330,047 Current Balance $330,015.81
Total Assets View Transactions
< Previous Next >

In the New Group box create a group name and select the checkmark.

To add more accounts to an existing group, select an account and drag to the appropriate
group heading.

2 1 Member

EQUAL HOUSING &
=== FDIC

LEN



Custumers‘%Bank

The Messages tab allows the users to view messages and alerts.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Messages tab from the left-hand navigation to view messages and alerts.

‘Welcome back, Peg D

Conversations

Security Alert Notification: Invalid Password °
Secury Alers-D0 No Reply s39am  SECURITY ALERT NOTIFICATION: INVALID PASSWORD

Security Alert Notification: Invalid Pass... This message should never expire |
Security Alerts - Do Not Reply 8:39am

Security Alert Notification: Recipient Ad...

Secrity Alerls SDo Nat Reply; 1030201, Security Alerts - Do Not Reply 10/31/2019 - 8:39 AM
Security Alert Notification: Wire Transf... This is your requested security alert notification.
Security Alerts - Do Not Reply 107302019

0N 10/31/2019 8:39 AM, an invalid password for your login ID was submitted for Peg D in the
Security Alert Notification: Wire Transf... Internet channel.
Security Alerts - Do Not Reply 107302019

I you suspect fraudulent activity, please contact us during business hours. As this is an

. - i automated notification, please do not reply to this message.
Security Alert Notification: Outgoing AC...

Security Alerts - Do Not Reply 101302019

Security Alert Notification: User Role Ch...
Security Alerts - Do Not Reply 101302019

Security Alert Notification: User Role Ch...
Security Alerts - Do Not Reply 101302019

Security Alert Notification: Company Po...
Securiy Alerts - Do Not Reply 103012019

Security Alert Notification: Company Po...
Securiy Alerts - Do Not Reply 103012019

2. Select a message to view the details.

3. Select the trash can in the upper right-hand corner to delete an individual message.
4. Select Delete Multiple from the bottom left-hand corner to delete multiple message.

Note: Please do not select the pencil icon to send a secure message. This feature is
currently not available.
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Custumers‘%Bank

The reports module allows users to run various types of reports.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Reports.

Customers@RBank

Home

Messages

Reports Results

Statements

Payments/Transfers

Remote Deposit (DLM)

Enhanced Services

Administration

Locations

Settings

Help

Log Off

Reports

Filters:

Private Shared

A Search

There are no reports to display

Welcome back, Peg D

+ New Report )

2. Once reports have been created users can use the Search field to search for specific reports.

3. Select + New Report a list of reports entitled to each user will be displayed.

Customers@RBank
Home
Reports
Messages
e Results
Name

gom@@IIlOINE I D

(i)

Remote Deposit (DLM)

Enhanced Services

Administration

Locations.

Settings

lielp.

1og OFf

¥ ACH Activity Report

Filters: ([

Private  Shared

current bay

ACH Activiry Report - Current Day
- curr

\ search

Previous Day(s)

ACH Activity Report - Previais
Pay(s)

Dalance and Activity Statement

Current Day

Dalance and Activity Statement
Previous Day(s)

Wwire Transter Report - Current

Cash Position - Previous Day(s)

Checks Paid Report Previous
ay(s)

Wire Transfer Report - Brevious
Day(s)

Welcome back, Peg D

+ Mewepor]

Online Banking Activity
ACH Online Originarion

ACII Passthru File Uploads
Company User Activity Report

wire Online Origination

o ACH Activity Report — Current Day — allows the user to run a report on Current
Day ACH activity
e Balance and Activity Statement — Current Day — allows the user to run a report
on Current Day activity

e User Defined Report — Current Day — allows the user to select the transaction
types to display in report
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e ACH Activity Report — Previous Day(s) — allows the user to run a report on
Previous Day ACH activity
e Balance and Activity Statement — Previous Day(s) — allows the user to run a
report on Previous Day
activity
e User Defined Report — Previous Day — allows the user to select the transaction
types to display in report

e Cash Position — Previous Day(s) — allows the user to run a report to display
balance and transaction activity with closing
cash position information

e Check Paid Report — Previous Day(s) — allows the user to run a report of paid

checks
e ACH Online Origination — allows the user to run a report of ACH transactions
originated in Business Online Banking
e ACH Passthru File Uploads — allows the user to run a report of ACH Passthru
files that have been uploaded into Business Online
Banking
e Company Entitlement Report — allows the user to run a report of user
entitlements

e Company User Activity Report — allows the user to run a report to show limited

user activity within Business Online Banking

Note: Audit reports must be requested from the bank.

e  Wire Online Origination — allows the user to run a report of Wire Transfers
originated in Business Online Banking
e Check Disbursement Report — this allows customer setup on Controlled
Disbursement to see checks that will post to their
account(s) today

4. Select the appropriate report type.
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5. Complete the fields for each type of report.

Customers' ank Welcome back, Peg D
Messages This report will generate the following file formats: PDF, CSV . Change report type
M Do you want this report to be private or shared?

Statements ) Private
Payments/Transfers @ shared
Remote Deposit (DLM) What do you want to name the report?

Enhanced Services

Administration

What account(s) do you want to include?

Locations All Accounts (3)

Settings ~ Select specific account(s)

Help How often do you want this report to run?
Log Off @® OnDemand

Every Business Day

Every Calendar Day

Weekly

Monthly

Coneel

6. Select Create and Run to create and run the report immediately or Create to run the report
at another time.

7. A confirmation pop up box will be displayed.

@

Report Scheduled

Your report has been scheduled

X

8. Alist of reports will then be displayed on the main Reports tab page.

Custnmers‘%ﬂank Welcome back, Peg D
Home
Reports * Search
Messages
Repor Results Filters: Private  Shared + New Report
Name LastRun = Download Type Actions

Statements
AT 2 % ACH Activity Report - Previous Day Never Run ACH Activity Report - Previous Day(s)
Remote Deposit (DLM)

% ACH Activity Report - Current Day Never Run ACH Activity Report - Current Day H
Enhanced Services
YRS Y% ACH Online Origination Never Run ACH Transactions originated in Online Banking
Locati .
SROR ¥ ACH Passthru File Uploads Never Run ACH Passthru File Uploads Report :
Settings

Y Balance and Activity Statement - Current Day ~ Never Run Balance and Activity Statement - Current Day ¢
Help
Log Off ﬁ Balance and Activity Statement - Previous Day ~ Never Run Balance and Activity Statement - Previous Day(s) s

ﬁ Cash Position - Previous Day Never Run Cash Position - Previous Day(s) E

{} Checks Paid Report - Current Day Never Run Checks Paid Report - Current Day E
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9. Select the ellipses next to each report for report options.

Custumers@fiank

Cusmmersgﬂank

Home

Messages

Reports

Statements
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services
Administration
Locations

Settings

Help

Log Off

Reports

Results Private Shared

Filters:

Name
¢ ACH Activity Report - Previous Day
¢ ACH Activity Report - Current Day
¢ ACH Online Origination
% ACH Passthru File Uploads
{} Balance and Activity Statement - Current Day
¢ Balance and Activity Statement - Previous Day
Y Cash Position - Previous Day

¢ Checks Paid Report - Current Day

Last Run

Never Run

Never Run

Never Run

Never Run

Never Run

Never Run

Never Run

Never Run

A Search

Download Type

ACH Activity Report - Previous Day(s)

ACH Activity Report - Current Day

ACH Transactions originated in Onlinf Ban

ACH Passthru File Uploads Report

Balance and Activity Statement - Currer{ C

Balance and Activity Statement - Previous D

Cash Position - Previous Day(s)

Checks Paid Report - Current Day

Welcome back, Peg D

+ New Report

Actions

View History

Run Now

Edit

Copy

Delete

o View History — allows the user to see when the reports were run
e Run Now -allows the user to run the report on demand

o Edit-allows the user to edit the report criteria
o Copy -allows the user to copy the report criteria
o Delete -allows the user to delete the report

10. Select Run Now.

Run Report

Your report ran successfully.

Close

©
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11. The status of the report will be displayed.

Custumers‘%Bank

Note: You may need to refresh the page once or twice before the viewing option(s) is

displayed.

Cusmmersgaank

Home
Messages

Reports

Statements
Payments/Transfers
Remote Deposit (DLM)

Enhanced Services

Administration

Locations

Settings

Q& 9

Help

Log Off

Reports

Results Filters: Private  Shared

Name
Y ACH Activity Report - Previous Day
¢ ACH Activity Report - Current Day
¥ ACH Online Origination
Y ACH Passthru File Uploads
Y Balance and Activity Statement - Current Day
¥ Balance and Activity Statement - Previous Day
Y Cash Position - Previous Day

¢ Checks Paid Report - Current Day

Last Run

12/3/2019

12/3/2019

12/3/2019 ACH Transactions originated in Online Banking

12/3/2019

12/3/2019

12/3/2019

12/3/2019

12/3/2019

A Search
+ New Report
Download  Type Actions
In Progress ACH Activity Report - Previous Day(s)

In Progress

Queued

In Progress

In Progress

In Progress

In Progress

Welcome back, Peg D

ACH Activity Report - Current Day

ACH Passthru File Uploads Report

Balance and Activity Statement - Current Day

Balance and Activity Statement - Previous Day(s)

Cash Position - Previous Day(s)

Checks Paid Report - Current Day

12. Select PDF, CSV or BAIl depending on the report display options to review the report.

e PDF —allows the user to view a printable report

e (CSV - allows the user to view and save the information in Excel in a Comma
Separated Value format
e BAI - allows the users to view and save the information in BAl format
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Custumers@fiank

The Statement tab allows users with the proper entitlements to view Online Bank

Statements, Loan Statements and Analysis Statements.

1.

Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Statements.

Customers @ Bank

Home
Messages
Reports

Statemanre

ViewEDocuments

Payments/Transfers

Remote Deposit (DLM)

Enhanced Services

Administration

Locations

Settings

Home @
ACCOUNTS & ~
Current: $5,871,661.39
: BUSINESS ANALYSIS H
$1,917,782.52 Available Balance $1,917,782.52
5000 | | Curencalance 19177835

$349,635.70
$349,635.70

$30.24
53024

292500.00
5000

572,019.00

SMALL BUSINESS CHECK
A ce $72,019.00

Your Personal Banker
=

Jake Danielski
jdanielski@cbpcb.com
Cell Ph: (631) 921-9522
Fax: (631) 921-9522

Address:

101 Park Avenue
Suite 1101,

New York,NY - 10178

2. Select View EDocuments.

3. Select an Account from the drop-down menu.

Customers @ Bank
Home
Messages
Reports
Statements
ViewEDocuments
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services
Administration

Locations

Settings

Help

Log Off

eDocuments

This page allows you to view any available eDocuments for your account, including eStatements

Welcome back, Peg D

To select a document/statement: Select the search method, account, if applicable, and date range for the eDocuments you would like to view

and select Continue.
ACCOUNT *

~Select Account-- v o

* Indicates required field

START DATE * END DATE *

4. Use the calendar icons to select the Start Date and End Date statement period.

5. Select Continue.

28

Member

st FDIC

LENDER



Custumers@fiank

6. Select the Document Type from the drop-down menu.

Customers#@2Bank Welcome back, Peg D

Home

P eDocuments
This page allows you to view any available eDocuments for your account, including eStatements.

Reports

B To select a document/statement: Select the search method, account, if applicable, and date range for the eDocuments you would like to view

and select Continue.

Statements
ACCOUNT * START DATE * END DATE *

piswEDocuments Test Account ~ =] =]

Payments/Transfers Available eDocuments

Choose the Document
Remote Deposit (DLM)

DOCUMENT TYPE * DOCUMENT *

Enhanced Services Statements \/ || -Select Document-- v
Administration v *-Indicates required field =
ese

Locations

Settings

Help

Log Off

7. Select the Document from the drop-down menu.

8. Select View Document and a PDF version of the statement will be displayed.
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Custumers@fiank
Payments/Transfers

Payment Hub

The Payment Hub is where all drafted, processed or rejected online originated
transaction will be displayed. The Payment Hub is also where users setup with dual
approval will approve transactions.

Single Transactions

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers heading then select Payment Hub.

Customersgﬂank Welcome back, Peg D

Home
Payments Hub
Messages
Single Transactions  Recurring Transactions
Reports
Statements
n w2 L F
Payments/Transfers
Payments Hub Created date Status Approvals Transaction Type Account Amount
ACH/Wire :
e — — A ACH Batch - Tracking ~ Statement Savings p— .
1D: 12885 .
ACH Pass-Thru
D tic Wire -
12122019 Processed 10f1 omestic Wire Test Acount $0.01
HooK [Tansfer Tracking ID: 12369
Domestic Wire -
Recipients
p 12/2/2019 Authorized 1of1 Tracking ID: 12368 Test Acount $0.01
Stop Payment
Domestic Wire -
11/26/2019 Drafted 0of1 Tracking ID: 11558 Test Acount $0.01
Tax Payment
Domestic Wire -
11/26/2019 Drafted 0of1 Test A it 0.01
Wire Activity Gl < Tracking ID: 11557 Ssticoun #
EenieBenast RN 11/26/2019 Authorized 10f1 Domesticiier Test Acount $0.01
Tracking ID: 11556
Enhanced Services 2

2. A list of transactions in various status will be displayed. Users setup with dual approval
entitlements to approve ACH, Account Transfers and/or Wire Transfers may approve all
transactions from this screen.

e Authorized — transaction has been approved and waiting to be processed by
bank

e Cancelled — the transaction has been deleted

o Drafted — the transaction is waiting to be approved

e Processed — the transaction has been processed by the bank and additional
details may be available. Example: The IMAD/Fed Reference
number will be available once a transaction is in a status of
Processed.
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3. Select the box next to the dollar amount,

options.

Custo

mers‘%ﬂank

select the ellipses next to each transaction for

Customers@2Bank

Home
Messages
Reports

Statements

Payments/Transfers ~ ~

Payments Hub Created date

ACH/Wire

12/9/2019
ACH Pass-Thru

12/5/2019
Book Transfer
Recipients 12/2/2019
Stop Payment

12/2/2019
Tax Payment

11/26/2019

Wire Activity

Remote Deposit (DLM)

Single Transactions

& search transactions

Payments Hub

Recurring Transactions

Status Approvals

Drafted 0of1
Cancelled N/A
Processed 1of1
Authorized 1of1
Drafted 0of1

Transaction Type

Domestic Wire -
Tracking ID: 13067

ACH Batch - Tracking
1D: 12885

Domestic Wire -
Tracking ID: 12369

Domestic Wire -
Tracking ID: 12368

Domestic Wire -
Tracking ID: 11558

Namactic Wira -

Account

Test Acount

Statement Savings

Test Acount

Test Acount

Test Acount

Credits: [0] $0.00 | Debits: [0] $0.00

Welcome back, Peg D

PAG=]

Amount

so.m

Toggle Details
Approve
Cancel

Copy

Print Details

o Toggle Details — view details of the transaction
e Approve —approve the transaction

Note: ACH Transaction must be approved a least one day prior to the
effective. If creating Same Day batches, the transactions must be drafted and

authorized the same day as the effective date.

e Cancel — delete the transaction
e Copy — copy or edit transaction
e  Print Details — print information on transaction

4. Users setup with dual approval will see the Secure Access Token Required box displayed.
Turn on your security token or access your Symantec App to get the access code. Enter the

code in the box.

®

Secure Access Token Required
below.

Enter token

A secure access code Is required to authorize this transaction. Please enter it

5. Select Verify.
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A confirmation pop up box will be displayed.

@

Approvals Successful

Transactions successfuly approved

#12452 (50.13)  Approved

#12446 (50.03) Approved

Close

Recurring Transactions

7. Under the Payments/Transfers heading select Payment Hub, then select Recurring

Transactions from the under the page heading.

Customers%ﬂank

Home

Messages

Reports

Statements

Payments/Transfers

Payments Hub

ACH/Wire

ACH Pass-Thru

Book Transfer

Recipients

Stop Payment

N

Payments Hub

Single Transactions

A Search transactions

Created date

12/5/2019

12/2/2019

12/2/2019

11/26/2019

Recurring Transactions

Status Approvals

Cancelled N/A
Processed 1of1
Authorized 1of1
Drafted 0of1

Transaction Type

ACH Batch - Tracking
ID: 12885

Domestic Wire -
Tracking ID: 12369

Domestic Wire -
Tracking ID: 12368

Domestic Wire -
Trackino 10115

Welcome back, Peg D

S Lk F
Account iAMOUNE
Statement Savings $0.03
Test Acount $0.01
Test Acount $0.01
Test Acount $0.01

8. A list of transactions in various status will be displayed. Users setup with dual approval
entitlements to approve ACH, Account Transfers and/or Wire Transfers may approve all
transactions from this screen.

Customers%ﬂank

Home
Messages

Reports

Statements
Payments/Transfers
Payments Hub
ACH/Wire

ACH Pass-Thru

Book Transfer

Recipients

N

Single Transactions

Created date

11/25/2019

Payments Hub

Recurring Transactions

Status Approvals

Drafted Oof1

Transaction Type

Funds Transfer -
Tracking ID: 11337

Welcome back, Peg D

% e LT
Account Amount
Test Acount $0.01
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9. Select the box next to the dollar amount, select the ellipses next to each transaction for
options.
o Toggle Details — view details of the transaction
e Approve — approve the transaction

Note: ACH Transaction must be approved a least one day prior to the
effective. If creating Same Day batches, the transactions must be drafted and
authorized the same day as the effective date.

e Cancel — delete the transaction
e Copy — copy or edit transaction

Note: You must select a processing data in order to Draft or approve the
copied transaction.

e  Print Details — print information on transaction

10. Users setup with dual approval will see the Secure Access Token Required box displayed.
Turn on your security token or access your Symantec App to get the access code. Enter the
code in the box.

®

Secure Access Token Required

ess code is required to authorize this transaction. Please enter it

“

11. Select Verify.

12. A confirmation pop up box will be displayed.

X

9

Approvals Successful

Transac

essfully approved

#12452 (50.13)  Approved

#1246 (50.03) Approved
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Approve Multiple Transactions

Custumers%Bank

13. Under the Payments/Transfers heading select Payment Hub, select the checkboxes next to
the transactions to be approved.

Customers@RBank

Home
Messages
Reports

Statements

gmnmsg s

Payments Hub

ACI IWire

ACH PassThiu

Bill Pay

Book Transfer

Recipients

Payments/Transfers

12/30/2019

121302019

12/30/2019

12/30/2019

Created dare

Single Transactions

ctions

stanus

Payments Hub

Recurring Transactions

Approvals

Drafted

Drafred

Authorized

Drafted

0of 1

Transaction Type

00f 1 ACH Collection - Tracking ID- 17453
10f 1 ACH Collection - Tracking ID. 12452
00f1  Funds Transfer - Tracking ID: 12451

ACI Datch - Tracking ID: 12454

Account

Statement Saving:

Sratemenr Saving:

Statement Saving:

Test Acoun

Welcorme back, Peg D

Amaunt

s $0.13

14. Select the ellipsis at the top of the last column.

Customers@BBank

Home
Messages

Reports
Statements
Payments/Transfers
Payments Hub
ACHMire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients.

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

15. Select the appropriate action:

Payments

Single Transactio

Created date
12/3012019
12/3012019
12/3012019
12/3012019
12/3012019
12/3012019

12/3012019

12/3012019

Hub

ns  Recurring Transactions

nsactions

Status

Drafted

Drafted

Authorized

Drafted

Drafted

Cancelled

Cancelled

Authorized

Approvals

0of1

00f1

1of1

00f1

0of1

N/A

N/A

1of1

Transaction Type

ACH Batch - Tracking ID: 12454

ACH Collection - Tracking ID: 12453

ACH Collection - Tracking ID: 12452

Funds Transfer - Tracking ID: 12451

Funds Transfer - Tracking ID: 12450

ACH Pass Thru - Tracking ID: 12449

ACH Pass Thru - Tracking ID: 12448

ACH Batch - Tracking ID: 12447

Account

Statement Savings

Statement Savings

Statement Savings

Test Acount

Test Acount

Statement Savings

Welcome back, Peg D

Approve Selected

Cancel Selected

Print Selected
Details

$0.02

$140,765.41

$1,017.76

$0.09

Approved Selected — will approve multiple transactions with one approval code

Note:

ACH Transaction must be approved a least one day prior to the

effective. If creating Same Day batches, the transactions must be drafted and
authorized the same day as the effective date.

Cancel Selected — delete multiple transactions
Print Selected — print the details on the selected transactions
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16. A confirmation pop up box will display.

X
Approve Transactions
Are you sure you want to approve these ransactions?
-]

17. Select Confirm.

18. Users setup with dual approval will see the Secure Access Token Required box displayed.

Turn on your security token or access your Symantec App to get the access code. Enter the

code in the box.

X
Secure Access Token Required
A secure access code is required to authorize this transaction. Please enter it
below
Enter token

19. Select Verify.

@

Approvals Successful

Transactions successfuly approved

#12452 (50.13)  Approved

#12446 (50.03) Approved

20. A confirmation pop up box will be displayed.
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ACH/Wire

Custom ers‘%Bank

The ACH/Wire tab allows users with the proper entitlements to create ACH and/or Wire

Transfers.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers heading then select ACH/Wire.

Note: Recipients must be created before transactions can be created. Please refer to the
Recipients section of this guide for step by step instructions for setting up Recipients.

Customersgﬂank

Home
Messages
Reports

Statements

Payments/Transfers

Payments Hub
ACH/Wire
AACH Pass-Thru
Book Transfer
Recipients
Stop Payment
Tax Payment
Wire Activity

Remote Deposit (DLM)

T

> o X X X

Templates

27 Results  Filters: [l

Name

Addenda test

Finoff International

Incentives

Intl 2 testing targe

ACH Collection Batch

Type

Single ACH Payment (CCD)

Single ACH Payment (PPD)

Domestic Wire

Domestic Wire

Domestic Wire

ACHPayments Batch ~ Domestic Wire  International Wire  Single ACH Payment

Welcome back, Peg D

+ Create Template

Recipients Last Paid Date Last Paid Amount Actions

2. Once batches are created, they will display.

Note: Conversion customers will have their batches from the old Business Online Banking
platform automatically populated on this screen.

New Payment - ACH

3. Select New Payment.

4. Select the appropriate payment type.

ACH
ACH Collection Batch
ACH Payments Batch

Payrall

Wire Transfers

Domestic Wire

International Wire

36

Member

S— E
LENDER FDIC



Custumers%Bank

o ACH Collection Batch — allows the user to create an ACH Batch to collect money
from businesses or people
o ACH Payments Batch - allows the user to create an ACH Batch to make
payments to businesses or people

5. Complete the screen for all required information.

Customers @ Bank 20
Home
. Upload From File
ACH Collection Batch chanzeTyee
Messages
Hepos Origination Details
Statements SEGCode To Company 1D Account
Select a SEC Code---- e omba,
payments/ransters -~ | B 8
— Effective Date iy
es | None
ACHWire
ACH Pass-Thru
Recipients (1) Filters Pre-Notes \ Find recipients in collectior

Bill Pay

Book Transfer +Add multiple recipients

Recipients

Recipient/Account Amount

Stop Payment

Wire Activity .3 m c $0.00

Remote Deposit (DLM)

+Add another recipient

Administration

Locations

$0.00
Settings Cancel
1 collections (1 for $0.00)

e Select a SEC Code
» PPD to pay or collect from a person
» CCD to pay or collect from a business
e To Company ID — this is the tax id number you want associated with the batch.
One tax id number is attached to one offsetting account
number. If only one tax id number is setup the company
information will automatically populated.
e Account — this is the offsetting account number for the batch
o Effective Date — the date the payment or collection is due to post to the

recipient’s account

Note: To create a Same Day ACH transaction select the current day’s date. The
following pop up box will be displayed. Selected Agree to continue.

PROCESS CONFIRMATION

Same-Day ACH processing confirmation

By clicking "agree", you acknowledge this transaction as a Same-Day ACH and you
agree to pay a potential fee for the expedited processing

e

Note: The Find recipients in search field is to search for a recipient once it is
added to the batch.
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Custumers@fiank

Recurrence — allows the user to setup batch(es) to recur on a specific date(s)

6. Under the Recipient/Account section click on the Search by name or account field and a list
of recipients will be displayed.

Customers @3 Bank

Reports

Statements

Payments/Transfers

Payments Hub

ACH/Wire

ACH Pass Thru

Book Transfer

Recipients.

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

[3::]

Administration

Locations.

Setings

Q& <

Help

i

Log Off

Origination Details
SEC Code

~—-Select a SEC Code-

Effective Date

Recipients (1)
+ Add multiple recipients
Recipient/Account

\ tes

Test

Test

Test

© Test (1)
0.0 Checking

1 coll gy

Test (1)

Testing

Testing

To Subsidiary
ABC Company

Recurrence
None

Amount

A 000

- Add another recipient

Welcome back, Peg D

Account

L Find recipients in collection

S m m

Note: To narrow down the search enter the first few characters of the recipient name in
the Search by name or account field.

7. Inthe Amount field enter or edit the amount of the transaction.

8. Select Add another recipient to more recipients.

9. Repeat steps 6 -8 until all recipients have been added to the batch.

10. A grand total of the batch will display at the bottom of the page.

Customers @B Bank

Messages
Reports

Statements
Payments/Transfers
Payments Hub
ACH/Wire

ACH Pass Thru

Book Transfer
Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)
Enhanced Services

Administration

B @

Locations

Settings

e &

Help

()

Log Off

Origination Details
SEC Code

: Effective Date
12/09/2019
Recipients (3)
-+ Add multiple recipients
Recipient/Account
e

Test (1)

Testing

$0.03
3 collections (1 for $0.00)

Select a SEC Code---

To Subsidiary

ARC Comnany

Recurrence
set schedule
Amount
0.01
$0.02
5003

- Add another recipient

Welcome back, Peg D

Account

Statement Savings

\ Find recipients in collection

cancel m
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Custumers‘%Bank

11. If the company is setup on dual approval, select Draft. If the company is not setup for dual

approval, select Approve.

12. The Payments Processing pop up box will be display.

®

Payments Processing

13. The Transaction Draft pop up will display.

Transaction Drafted

Transaction requires 1 approval(s).

Transaction ID: 13230

Total Amount:  $0.02

“ et sralin

X

14. Select View Payment Hub to approve or view the status.
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Upload ACH File

15. In the upper right-hand side of the screen select Upload From File.

Custumers‘%Bank

Customers@3 Bank

Home
ACH Collection Batch changeTye

Messages

Reports Origination Details

SEC Code To Subsidiary Account

Statements v

~——Select a SEC Code---
Payments/Transfers A~

Effective Date
Payments Hub

ACH/Wire

ACH Pass-Thru

Bill Pay

Recipients (1) Filters: Pre-Notes A Find recipients in collectio

16. The File Mapping Management screen will be displayed.

Note: Recipients, Beneficiaries, must exist in the Recipient module, before a file import can
be completed. You may upload a recipients only file prior to uploading the import file.

Use the New Mapping feature for a recipients only file.

File Mapping Management

SAVED FILE MAPPINGS

2Results

Mapping Instruction Name Mapping Type

NACHA System Standard

5-Column-CSV System Standard

Customers @3 Bank

17. Two options will be displayed.
e NACHA - bank industry standard format

Note: NACHA files must be single batch files and must be a balanced file (includes the

offsetting account number).

e 5-column CSV — customer created format
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18. Select the ellipse and two options will be displayed.

File Mapping Management X

SAVED FILE MAPPINGS

2 Results

Mapping Instruction Name Mapping Type

Click to view mapping zctions

NACHA System Standard

5-Column-CSV System Standard

View Specifications

e Use —select this option to upload a file
e View Specifications — view the file layout

Note: Select New Mapping to import a file and use the Upload Wizard to define a
format.

(o) 3
File Set-up Revie'
How is your data separated?
@ Delimited
What separates your data?
@® Comma
Tab
Colon
Semi-Colon
Other
Your uploaded data: AchCollection-sample.csv (Showing 2 of 2 rows) First row contains column headers
[cotumn_1 [cotumn_2 [cotumn_3 [cotumn_a [cotumn_s |
|ACH Recipient [62203984 [123456789 [ [10 |
= = = = = = 1
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Custumers%Bank

19. When using the NACHA format, select Use and the Upload Guidelines screen will be
displayed.

Customers @ Bank Welcome back, Peg D

Home
Payment From File

Messages
Reports L ACH Collection Sample File (.csv)

Statements

ACH COLLECTION UPLOAD GUIDELINES

Payments/Transfers =
« You can import a list of recipients and amounts from a 5-column Comma Separated Values (CSV) file to add recipients and amounts to a new ACH
Payments Hub Batch, or ACH Collection, or Payroll
o The CSV file must contain the following columns: Recipient name, Routing transit number, Account number, Account type, & Amount
ACH/Wire o Account Type is a numeric value: Checking = 1; Savings = 2; & Loan = 3

o For 5-column imports, you will be prompred to select a SEC code, select a Pay From/Pay to account, select a Subsidiary (where applicable), and

T select an effective date

OR
Bill Pay
« You can import a balanced NACHA format file to create an ACH Batch, or ACH Collection, or Payroll payment
Book Transfer © NACHA files are not processed as uploaded into the system. The system is extracting the information (Routing Number, Account Number,
Amount(s), Effective Date, SEC Code, and Subsidiary/Originator) needed to create an ACH Payments, ACH Collections, or ACH Payroll Online
Recipients Banking transaction. To upload a NACHA file and have it processed as uploaded, please use ACH PassThru

o Classifying the payment as PPD or CCD, selecting Pay From/Pay To account, selecting a Subsidiary, and selecting an Effective date should not
be necessary as that info should be in the balanced file

The import uses the name and the order of the file to create recipients and amounts

You can include a recipient multiple times to create multiple payments

The payments can be to the same account or a different account

Stop Payment

Tax Payment

Wire Activity

L ACH Collection File Specification (.pdf)
Remote Deposit (DLM)
Import File *

Enhanced Services )
Please Select A File To Import.-

Administration

* - Indicates required field

| acarions

20. Read the guidelines.
21. Click on the Import File box to search for the appropriate file.

22. Select Upload File in the bottom right-hand corner.

23. The Payment From File — Additional Information screen will be displayed.

Customersgnank Welcome back, Peg D

Home . L. .
Payment From File - Additional Information
SEC Code Pay From/Pay To

Messages

L PPD - Prearranged Payment and Deposit -—Select From Account:-— v

Statement:
atements Company / Subsidiary

Payments/Transfers ABC Company v

Payments Hub Effective Date

3
;

ACH/Wire

El

ACH PassThru Recipients

Bill Pay

count Type

Book Transfer John Doe 011000390 12345 Checking $1.05
Recipients Mary Doe 011000028 123456789 Savings $1.55

e P Mary Smith 011075150 9876 Checking $1.30

Wire Activity

Total Amount: $3.90 To 3 recipients
Remote Deposit (DLM)

Back

Enhanced Services

24. Use the drop-down menu under Pay From/Pay To to select the offsetting account number.

25. Use the calendar icon to select an effective date.
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Custumers@fiank

26. If the company is setup on dual approval, select Draft. If the company is not setup for dual

approval,

select Approve.

27. The Payments Processing pop up box will be display.

®

Payments Processing

~

Your payments have been received and are being processed. Please be patient

28. The Transaction Draft pop up will display.

Transaction Drafted

Transaction requires 1 approval(s).

Transaction ID: 13230

Total Amount:  $0.02

“ et sralin

X

29. Select View Payment Hub to approve or view the status.

30. When using the 5-column CSV format, select Use and select the appropriate file to upload.

31. The information will auto-populate the appropriate fields.

Customers @ Bank

Reports

Statements

Origination Details

SEC Code

-—-Select a SEC Code----

Payments/Transfers ~ ~

Payments Hub

ACH/Wire

ACH Pass-Thru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Effective Date

Recipients (2)

+ Add multiple recipients

Recipient/Account

v

ACH Recipient
Checking

Another Recipient

Enhanced Services

Administration

Locations

Settings

$35.00

Nl 2 collections

To Subsidiary

ABC Company

Recurrence
None

Filters:

Amount

$10.00
$25.00

+ Add another recipient

Account

Welcome back, Peg D

X Find recipients in collection

cancel ﬂ
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32. Complete the required fields at the top of the page.

Customers @ Bank

Home
ACH Collection Batch crangetype

Messages

Reports Origination Details

Statements o  SEC Cocte To Company ID Accoun t

Select a SEC Code----
Payments/Transfers  ~

Effective Date Recurrence

Payments Hub

None

ACH/Wire

e Select a SEC Code
» PPD to pay or collect from a person
» CCD to pay or collect from a business

e To Company ID — this is the tax id number you want associated with the batch.
One tax id number is attached to one offsetting account
number. If only one tax id number is setup the company
information will automatically populated.

e Account — this is the offsetting account number for the batch

o Effective Date — the date the payment or collection is due to post to the

recipient’s account

Note: To create a Same Day ACH transaction select the current day’s date. The
following pop up box will be displayed. Selected Agree to continue.

PROCESS CONFIRMATION

Same-Day ACH processing confirmation

By clicking "agree", you acknowledge this transaction as a Same-Day ACH and you
agree to pay a potential fee for the expedited processing

s

Note: The Find recipients in search field is to search for a recipient once it is

added to the batch.

e Recurrence — allows the user to setup batch(es) to recur on a specific date(s)

33. If the company is setup on dual approval, select Draft. If the company is not setup for dual

approval, select Approve.

34. The Payments Processing pop up box will be display.

®

Payments Processing

Your payments have been received and are being processed. Please be patient

,)
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35. The Transaction Draft pop up will display.

X

Transaction Drafted

Transaction requires 1 approval(s).

Transaction ID: 13230

Total Amount:  $0.02

“ et sralin

36. Select View Payment Hub to approve or view the status.

New Payment — Wire Transfer

37. Select New Payment.

38. Select the appropriate payment type.

ACH Wire Transfers
ACH Collection Batch Domestic Wire
ACH Payments Batch International Wire
Payroll

o Domestic Wire -allows the user to create a Wire Transfers going to a bank in
the US

o International Wire — allows the user to create a Wire Transfer in US dollars
going to a bank in another country
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Domestic Wire

39. Complete the screen for all required information.

Customers@RBank Welcome back, Peg D

Hom
it Upload From File

Domestic Wire changeType

Messages

Reports Origination Details

From Subsidiary Accou
Sements om Subsidiary \ccount
Use same Subsidiary for all wires Use same Account for all wires
Payments/Transfers /x

Process Date Recurrence

) Use same Date for all wires .
Payments Hub None

ACH/Wire

ACH Pass-Thru
Wires (1) Find recipients in paymen

Bill Pay.

Book Transfer ~ Add multiple recipients

Recipients.
Recipient/Account Amount

Stop Payment

Tax Payment From Subsidiary Account
ABC Company

Wire Activity 1

Remote Deposit (DLM) OPTIONAL WIRE INFORMATION v

Enhanced Services

~ Add another wire

Administration

Locations.

$0.00 Cancel
Setings o e

o From Subsidiary - this is the tax id number you want associated with the Wire
Transfer. One tax id number is attached to one offsetting
account number. Select Use same Subsidiary for all wires if
the same tax id number will be use on all Wire Transfers.

e Account — this is the offsetting account number for the Wire Transfer. Select
Use same Account for all wires if all Wire Transfers will be debited
from the same account.

e Process Date — the date the Wire Transfer is to be processed. Select Use same

Date for all wires if the same effective date will be used for all
Wire Transfers.

Note: Select Recurrence to complete the information to have the Wire
Transfers automatically initiate on specific dates.

e Recipient/Account — used the drop-down menu to select a recipient or
create a new recipient
e Amount — enter the amount of the Wire Transfer

e Optional Wire Information — allows the user to add a memo to the Wire
Transfer

40. Select + Add another wire to create a group of Wire Transfers.

41. A grand total of the number of Wire Transfers and total amount will display at the bottom of
the page.
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Custumers%Bank

42. If the company is setup with dual approval the user will select Draft. If the company is not

setup for dual approval the user may select Approve.

Note: Wire Transfers that are drafted will then appear in the Payment Hub to be

approved.

43. The Payments Processing pop up box will be display.

®

Payments Processing

Your payments have been received and are being processed. Please be patient

,)

44. The Transaction Draft pop up will display.

X

Transaction Drafted

45. Select View Payment Hub to approve or view the status.

47

Member

iEnoer FDIC



International Wire

46. Complete the screen for all required information.

Customers@RBank Welcome back, Peg D

Home -
International Wire changeType Upload From File

Messages

Reports Origination Details
T From Subsidiary Account Currency

Use same Subsidiary for all wires Use same Account for all wires Use same Currency for all wires
Payments/Transfers A

Process Date Recurrence

/| Use same Date for all wires Nosie
Payments Hub

ACH/Wire

/ACH Pass-Thru
Wires (1) Find recipients in payment

Bill Pay

Book Transfer + Add multiple recipients

Recipients.

Recipient/Account Currency Amount
Stop Payment
Tax Payment From Subsidiary Account
ABC Company
Wire Activity )
Remote Deposit (DLM) OPTIONAL WIRE INFORMATION v
Enhanced Services v
- Add another wire

Administration v

Locations.

$0.00 Cancel
Setiings o e

e From Subsidiary - this is the tax id number you want associated with the Wire
Transfer. One tax id number is attached to one offsetting
account number. Select Use same Subsidiary for all wires if
the same tax id number will be use on all Wire Transfers.

e Account — this is the offsetting account number for the Wire Transfer. Select
Use same Account for all wires if all Wire Transfers will be debited
from the same account.

e Currency —select US dollar from the drop down menu

e Process Date — the date the Wire Transfer is to be processed. Select Use same

Date for all wires if the same effective date will be used for all
Wire Transfers.

Note: Select Recurrence to complete the information to have the Wire
Transfers automatically initiate on specific dates.

e Recipient/Account — used the drop-down menu to select a recipient or
create a new recipient
e Amount — enter the amount of the Wire Transfer

e Optional Wire Information — allows the user to add a memo to the Wire
Transfer
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Custom ers‘%Bank

47. Select the ellipsis to view additional options.

Eusmmers‘@ﬂank Welcome back, Peg D
Reports Origination Details
T From Subsidiary Account
ABC Company m
Payments/Transfers  ~ ([N
Process Date [—
Payments Hub ) [
ACH/Wire
Show payment actions
Recipient/Account Currenc Amount
ACH PassThru p y
ABC China

JPY - Japanese yen

Book s SWIFT/BIC ADBNCNB] 12
Expand Row

OPTIONAL WIRE INFORMATION

Recipients Show Details

Stop Payment

Demtes S m

Tax Payment

Wire Activity

Remote Deposit (DLM)

48. Select + Add another wire to create a group of Wire Transfers.

49. A grand total of the number of Wire Transfers and total amount will display at the bottom of
the page.

50. If the company is setup with dual approval the user will select Draft. If the company is not
setup for dual approval the user may select Approve.

Note: Wire Transfers that are drafted will then appear in the Payment Hub to be
approved.

51. The Payments Processing pop up box will be display.

®

Payments Processing

Your payments have been received and are being processed. Please be patient

S

52. The Transaction Draft pop up will display.

X

Transaction Drafted

Transaction requires 1 approval(s).

Transaction ID: 13260

Total Amount:  $0.01

“ e SRS S

53. Select View Payment Hub to approve or view the status.
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Upload Format

54. Select Upload From File in the upper right-hand corner.

Customers@RBank

Home.

International Wire change e

Messages

Reports Origination Details
From Subsidiar Account Curreng
Statements Y 4
Use same subsidiary for all wires Use same Account for all wires
Payments/Transfers A
Process Date Recurrence
/) Use same Date for all wires Nora
Payments Hub

ACH/Wire

/ACH Pass-Thru
Wires (1) Find recipients in payment

Bill Pay

Use same Currency for all wires

Upload From File

55. The File Mapping Management screen will be displayed.

Note: Recipients, Beneficiaries, must exist in the Recipient module, before a file import can
be completed. You may upload a recipients only file prior to uploading the import file.

Use the New Mapping feature for a recipients only file.

File Mapping Management

SAVED FILE MAPPINGS

1 Result
Mapping Instruction Name Mapping Type

Domestic Wire System File System Standard

56. Select the ellipsis and two options will be displayed.

File Mapping Management

SAVED FILE MAPPINGS

1 Result
Mapping Instruction Name Mapping Type

Domestic Wire System File System Standard

Click (o view mapping actions

Use

View Specifications

e Use —select this option to upload a file
e View Specifications — view the file layout
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Note: Select New Mapping to import a file and use the Upload Wizard to define a

format.

Upload Wizard X
File Set-up File Review
Mapping

How is your data separated?
@ Delimited
What separates your data?
® Comma

Tab

Colon

Semi-Colon

Other
Your uploaded data: DomesticWire-sample (3).csv (Showing 3 of 3 rows) First row contains column headers
[cotumn_1 [cotumn_2 [cotumn_3 [cotumn_a [columns [columné  [column.7 [column_g [cotumn s
[recipient.account | recipient_name [ recipient_addr_1 | recipient_addr_2 | recipient_city | recipient_state | recipient_postal_code | beneficiary_routing_number | beneficiary_name
I ————T T—— == e T ==

Customers @B Bank

57. Select Use.
58. Select the appropriate file to upload.

59. The information will populate the Wire screen.

Customers @ Bank

o

Home ] n
Domestic Wire changetype

Messages

Reports Origination Details

From Subsidiary Account

Statements v

Use same Subsidiary for all wires Use same Account for all wires

Payments/Transfers  ~ [ =
i Recurrence

/) Use same Date for all wires None

Payments Hub
ACH/Wire

ACH PassThru

Wires (2)

Bill Pay

+Add multiple recipients

Book Transfer

Recipients

A Find recipients in paymer

Welcome back, Peg D

Upload From File

Recipient/Account Amount
Stop Payment Acme Products Ltd LLC A ‘ 5003
Tax Payment From Subsidiary Account
p— A€ Campary A
Remote Deposit (DLM) OPTIONAL WIRE INFORMATION
Enhanced Services

Recipient/Account Amount

Administration

$0.04

2 wires

Locations

conce! ﬂ

60. Complete the fields at the top of the page.

From Subsidiary - this is the tax id number you want associated with the Wire

Transfer. One tax id number is attached to one offsetting
account number. Select Use same Subsidiary for all wires if
the same tax id number will be use on all Wire Transfers.
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e Account — this is the offsetting account number for the Wire Transfer. Select
Use same Account for all wires if all Wire Transfers will be debited

from the same account.
e Currency —select US dollar from the drop down menu

e Process Date — the date the Wire Transfer is to be processed. Select Use same
Date for all wires if the same effective date will be used for all

Wire Transfers.

Note: Select Recurrence to complete the information to have the Wire

Transfers automatically initiate on specific dates.

61. If the company is setup with dual approval the user will select Draft. If the company is not
setup for dual approval the user may select Approve.

Note: Wire Transfers that are drafted will then appear in the Payment Hub to be

approved.

®

Payments Processing

63. The Transaction Draft pop up will display.

X
Transaction Drafted
Transaction requires 1 approval(s)
Transac ID: 13260
Total Amount:  $0.01
——

62. The Payments Processing pop up box will be display.

64. Select View Payment Hub to approve or view the status.
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Templates

Custumers%Bank

Customers can opt to just build recipients or create templates (batches) to group recipients.

65. Select + Create Template.

Customers@RBank
Home
Messages
Reports
Statements
Payments/Transfers
Payments Hub
ACH/Wire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations

Setings

ACH/Wire

Templates

- Create TemplaN]

ACH Wire Transfers

20Results  Filters: [[]  ACH Payments Batch Do

ACH Collection Batch Domestic Wire

Name Type ACH Payments Batch International Wire

payrol

¢ Finoff International Domestic Wire

¢ incentves Domestic Wire

¢ intl2 testing targe Domestic Wire 1
¢ intTestng Domestic Wire 1
o Domestic Wire 1
¢ John Smith Domestic Wire 1
¢ MaureensBoutique  Domestic Wire 1
¥y Staples Domestic Wire 1

66. Depending on the user’s entitlement ACH or Wire Transfers templates can be created.

ACH Batch Templates

67. Select the appropriate ACH Batch Template option.

Customevsgaank

Home
Messages

Reports

Statements
Payments/Transfers
Payments Hub
ACH/Wire

ACH Pass-Thru

Bill Pay

Book Transfer
Recipients

Stop Payment

Wire Activity

Remote Deposit (DLM)
Administration

Locations

Settings

Welcome back, Peg D

ACH Collection Batch cnangetyee

Template Properties

Template Name Template Access Rights

12 0f 21 user roles selected

Origination Details

SEC Code To Company ID Account
Select a SEC Code--- v | | & searchbynam L s
Recipients (1) Filters: Pre-Notes X Find recipients in collection

+ Add multiple recipients
Amount

Recipient/Account

+Add another recipient

$0.00

1 collections (1 for $0.00)
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68. Complete the required fields:

Template Name — create a name for the template that will display on the main
ACH/Wire page
Template Access Right — click on the number of user roles selected hyperlink to
select the users who will be able to use the template
SEC Code
> PPD to pay or collect from a person
> CCD to pay or collect from a business
To Company ID — this is the tax id number you want associated with the batch.
One tax id number is attached to one offsetting account
number. If only one tax id number is setup the company
information will automatically populate.
Account — this is the offsetting account number for the batch
+ Add multiple recipients — allows the user to select multiple recipients at
one time
Recipient/Account — allows the user to search for individual recipients
Amount — enter a default amount that will always appear when the template is
selected. If the amount will change often it is best to set the default
amount to $0.00.

69. Select the ellipsis next to each recipient for additional options.

Payments/Transfers

Payments Hub

ACH/MWire

ACH PassThru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations

Settings.

@& o ma@ll

Help

Template Properties

Template Name Template Access Rights
60f 15 user roles selected

Origination Details

SEC Code To Subsidiary Account

ABC Company
——Select a SEC Code—— ompar

reNotes

Filters:

Recipients (2)

Copy

Remove

Expand Row

Show Details

$0.00
2 collections (2 for $0.00)

cancel

70. A total of the number of recipients and the total amount will display at the bottom of the

screen.

71. Select Save.
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Wire Templates

Domestic Wire Templates

72. Select the Domestic Wire.

Custumers%Bank

Customers@BBank

Home

Messages

Payments/Transfers  ~
Payments Hub

ACH/Wire

ACH PassThru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhance

Administration

Locations

Settings v

Domestic Wire changeType

Template Properties

Template Name

Origination Details

From Subsidiary
Use same Subsidiary for all wires

Wires (1)
+ Add multiple recipients

Recipient/Account

From Subsidiary

ABC Company

OPTIONAL WIRE INFORMATION

$0.00

1 wires

Template Access Rights
11 0f 15 user roles selected

Account

Amount

Account

~ Add another wire

coneel ﬂ

73. Complete the required fields:

o Template Name — create a name for the template that will display on the main

ACH/Wire page

o Template Access Right — click on the number of user roles selected hyperlink to

select the users who will be able to use the template

e From Subsidiary — this is the tax id number you want associated with the batch.

One tax id number is attached to one offsetting account
number. If only one tax id number is setup the company
information will automatically populate. Select Use same
Subsidiary for all wires if the same offsetting tax id should be
use for all Wire Transfers in the template.

e Account — this is the offsetting account number for the batch. Select Use same
Account for all wires if the same offsetting account will be used for
all Wire Transfers in the templated.

e Recipient/Account — allows the user to search for individual recipients

e Amount —enter a default amount that will always appear when the template is
selected. If the amount will change often it is best to set the default
amount to $0.00.

74. Select + Add another wire to add additional Wire Transfer recipients to the template.
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75. Select the ellipsis next to each recipient for additional options.

Customers@Bank

B3  Payments/Transfers
Payments Hub
ACHWire
ACH PassThru
Bill Pay
Book Transfer
Recipients
Stop Payment
Tax Payment
Wire Activity
Remote Deposit (DLM)
Enhanced Services
Administration

Locations

Setings

Help

Log Off

Origination Details

From Subsidiary
V) Use same subsidiary for all wires

ABC Company
..... "

Wires (2)

+ Add multi

e recipients

Recipient/Account

Test
Checking

OPTIONAL WIRE INFORMATION

Recipient/Account

Testing
Checking

OPTIONAL WIRE INFORMATION

$0.00
2 wires

11 0f 15 user roles selected

Account
(V) se same Account for all wires

Test Acount
53040
A Find recipients in payment
Amount
$0.00
Amount
$0.00

- Add another wire

Welcome back, Peg D

Ccopy

Remove

Expand Row

Show Details

Cancel save

Custumers%Bank

76. A total of the number of recipients and the total amount will display at the bottom of the
screen.

77. Select Save.

International Wire Templates

78. Select the International Wire.

Customers @B Bank

Home
Messages
Reports
statements

Payments/Transfers

Payments Hub

ACH/Wire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations.

Settings

79. Complete the required fields:
Template Name — create a name for the template that will display on the main

International Wire changeype

Template Properties

Template Name

Origination Details

From Subsidiary
Use same Subsidiary for all wires

Wires (1)

+ Add multiple recipients

Recipient/Account
From Subsidiary
ABC Company

i1

OPTIONAL WIRE INFORMATION

$0.00

1 wires

Template Access Rights
11 of 15 user roles selected

Account
Use same Account for all wires

d recipients in payment

Currency

Account

+ Add another wire

Currency
Use same Currency for all wires

Amount

cancel ﬂ

ACH/Wire page
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Template Access Right — click on the number of user roles selected hyperlink to

select the users who will be able to use the template

From Subsidiary — this is the tax id number you want associated with the batch.

One tax id number is attached to one offsetting account
number. If only one tax id number is setup the company
information will automatically populate. Select Use same
Subsidiary for all wires if the same offsetting tax id should be
use for all Wire Transfers in the template.

Account — this is the offsetting account number for the batch. Select Use same
Account for all wires if the same offsetting account will be used for
all Wire Transfers in the templated.

Currency — select the appropriate current for the Wire Transfer templates.
Select Use same Currency for all wires if the same currency will be
use for all Wire Transfers in the template.

Recipient/Account — allows the user to search for individual recipients

Amount — enter a default amount that will always appear when the template is
selected. If the amount will change often it is best to set the default
amount to $0.00.

80. Select + Add another wire to add additional Wire Transfer recipients to the template.

81. Select the ellipsis next to each recipient for additional options.

Customers @3 Bank
Reports.
Statements
Payments/Transfers
Payments Hub
ACHMWire
AACH Pass-Thru
Bill Pay
Book Transfer
Recipients
Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations.

Setings

Help

Log Off

Welcome back, Peg D

Template Properties
Template Name Template Access Rights
11 0F 15 user roles selected

Origination Details

From Subsidiary Account Currency

Use same Subsidiary for all wires Use same Account for all wires Use same Currency for all wires

Wires (1)

X Find recipients in paymen

+ Add multiple recipients

Show payment actions

Recipient/Account Currency Amount

nccina EUR- Euro
From Subsidiary Account
ABC Company Test Acount

_ Expand Row
OPTIONAL WIRE INFORMATION
Show Details

- Add another wire

$ (No USD Equivalent)
1 wires

cencel ﬂ

82. Select Save.
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ACH Pass Thru

ACH Pass Thru allows user to upload a NACHA formatted file directly into Business Online
Banking to be passed to the bank for processing.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers heading then select ACH Pass Thru.

Customers@RBank Welcome back, Peg D

Home

ACH Pass-Thru  isemifianmcons

Messages
Import File * Pending  Processed

Reports Select a fle to upload

No history available
Statements Memo

Payments/Transfers

Payments Hub

ACHMWire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients.

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations.

Setings

x
This PC > mdonovans (\\phoenifpsopT) (U:) > DemoFiles > ACH Test Files v & | sesrch ACH Test Files »
Ider = @
I Name Date modified Type Size
5] ACH BFS Import Fixed Format Test M TextDocument K8
5] ACH Nacha File Tedt Document KB
[F] ACH Test Nacha File 4-2-14. KB
[£] ACH Test Nacha Fle 4-4-14 KB
5] ACH Test Nacha File 12:9-13 KB
5] ACH Test Nacha File 12 168
[5] ACH Test Nacha File B 2k8
83 BFS ACH s Test N i K8
5] Customers Bank ACH Nacha File Text Document KB
[ Testing ACH file this works 5-24-16 Tett Document KB
[ Testing ACH il thi KB
[ Testing ACH il thi KB
name: | [anFies v
Open Cancel

3. The Memo field is optional.

4. |If the company is setup with dual approval the user will select Draft. If the company is not
setup for dual approval the user may select Approve.

Note: ACH Pass Thru files that are drafted will then appear in the Payment Hub to be
approved.
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A confirmation message will be displayed.

X

Transaction Drafted

Transaction requires 1 approval(s).

“ hbcileibls il

Select View in Payment Hub for the file to approved.
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Bill Pay — Login

Custumers‘%Bank

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Bill Pay.

2. Select an account(s) to enroll in Business Bill Pay.

Customers @ Bank

Home .
Bill Pay
Messages

Reports

Statement Savings
Statements

Test Acount
Payments/Transfers
Payments Hub

ACHMWire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients.

Stop Payment

Please select at least one account below to enrollin Bill Pay

cancel

Welcome back, Peg D

3. Select Enroll in Bill Pay.

4. The Enrollment Successful pop up box will be displayed.

Q)

Enrollment Successful

You have successfully enrolled in Bill Pay.

Continue to Bill Pay

5. Select Continue to Bill Pay.

Note: A blank page will display for a few seconds. Do not attempt to exit.

6. The home page of Business Bill Pay will be displayed.

MyBills | Pending Agproval | Make Payments | Pay Invoices

My Bills

To view scheduled and in process payments go to your Payment Outbox:

e & Foymens Peymon Recrts | FondingAccomts | hamision | iy

Your Bill Inbox presents the bills you received online. Select the bills you want to pay and click "Schedule payments " For bills received in the mail or to make any other payment. access the Make Payments page

Bill Inbox

There are currently no items in your inbox.

Payment Outbox

There are currently no items in your outbox.

View payments - last 30 days

HowDol.. Glossary FAQs
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Bill Pay — Add Payee

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Bill Pay.

2. The Dashboard will be displayed.

e

My Bills

“our Bill Inbox presents the bills you received online. Select the bills you want to pay and click "Schedule payments.” For bills received in the mail or to make any other payment, access the Make Payments page. To view scheduled and in process payments go to your Payment Outbo

Bill Inbox

There are currently no items in your inbox.

Payment Qutbox

Deliver By Send To Paid From

1112812017 ABC Lawn Co

Checking, "8201

View payments - last 30 days

HowDol. Glossay EAQs

Amount

100.00 In-Process - View Payment

$100.00

3. Select the Payee Management tab.

4. The My Payee screen will be displayed. Select the Add Payee option.

My Payees
Pavee E-bill Status Payment Option
1) Not available
8765

Manual
Set up automatic

Payment Category

None

‘ Addapavee - Chan

HowDol. Glossary FAQs

5. Enter a Payee name or select the View Our Payee List to view a list of common vendors.

TR T T

Add a Payee

Specify payee to add
Please provide your payee's information below.

Payee name:

Caontinue

HowDol.. GClossary FAQs

6. Select Continue.
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7. Enter the following fields:

Add a Payee

Specify payee to add

Please provide your payee's information below.

Payee name: Tester View our payee list
Account number: [ | Learn more...

O This payee does not have an account number.

Zip code! l:l - l:l

{Where you mail your payments
Entering all 9 digits helps us to
more accurately idenfify this

payee.)
Nickname: |Tester ‘ Learn more.
Payment category:

Add payee Cancel

e  Account number — the account number of the receipent

e |[f the receipents doesn’t have an account number select the checkbox, This Payee

does not have an account number.
e Zip Code — enter the zip code of the recipent

e Nickname —this is the Payee Name from screen one but can be changed
e Payment Category — this is an optional field, use the drop-down arrow to select a

category
8. Select Add payee.

9. Enter the following fields.

Add a Payee

sSince the payee that you're adding does not match any records, please provide this payee's
information below:

Specify payee to add

Payee name: View our payee list
Account number:
Payment category:
Address line 1: I:l
(Where you mail your payments)
Address line 2: ]
cn: —
State:
Phone:

(If you ask us to investigate a
payment issue, we'll use this
number to contact the payes.)

Add payee Cancel

e Address 1 —first line of the recipent address

e Address 2 — optional field, the second line of the recipent address
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e City — the city of the recipent

e State — Use the drop down menu to select the recipent’s state

e Zip Code — will prefill from previous page but may be edited

e Phone - recipent’s phone number, however, this is an optional field

10. Select Add payee.

11. A confirmation screen will be displayed.

Add a Payee Confirmation

Your payee was successfully added on 11/27/2017.
Address information updated to comply with the USPS

Payee information Chanae information
Payee: Tester
Address: 40 Westminster St
Suite 602
Providence, RI 02903
Account number: 1234
Nickname: Tester
Payment category: None
Phone number; Not on file
Memo: Not on file

‘What would you like to do next?
« Add another pavee

« Pay this payee

12. To setup payment to be reoccurring, select the Payee Management tab from the main
menu bar.

My Bills
Your Bll nboxWgsents the bils you received online. Sefect the bits yougfBnt to pay an click“Schedule payments.” For bils received in the mail o o make any ofher payment, access the Make Payments page. To view din s go to your Payment Outoox

Bill nbox ~N

There are currently no items in your inbox.

Payment Outbox

Send To

1282017 ABC Lawn Co Checking, 8201 100.00 In-Process « View Payment

$100.00

View payments - last 30 days
HowDol. Glossay EAQs
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13. Under the Payment Option column select Set Up Automatic.

My Payees

7~ O\

Payee E-bill Status Payment Option

Show inactive payees

Payment Category E-mail Notifications History

Not availablg Manual

Set up automatic

ABC Lawn Co Receiving
8765 Change

Add a payee + Change payment categories -

HowDol.. Glossay FAQs

14. The Set Payment Option screen will be displayed.

15.

16.

17.

18.

19.

20.

21.

Set Payment Options
You currently don't have any automatic payment rules for Tester, 1234.

Payment option O Pay manually (turn off autopay)

'é'F’ay automatically at regular intervals

Funding account: [Aways use my default (Checking, ..8201) v|
Memo: 1
(Appears on every check payment)
Amount: §
Frequency:
Deliver by: 12/18/2017 E] Learn more
Continue payments: (@ indefinitely
Quntl ] Ei
_or-
number of instances:
Different last payment amount: § = (optional)
Save changes Don't save changes

Next to Payment Option, select the radio button for Pay automatically at regular intervals.
Select the Funding account from the drop-down menu.

The Memo field is optional. It will send the same memo with each payment.

In the Amount field enter the amount to be automatically paid.

Select the Frequency from the drop-down menu.

Using the calendar icon select the Delivery By date.

Note The first time you are setting up automatic payments this Delivery By date tells the
system when to send the first payment.

Next to Continue Payments select:
e Indefinitely — to have the payments continue to be processed as scheduled
e Until — use the calendar icon to select an end date for the payments
- Number of instances — select if you have a certain number of times the payment
should be made of the course of a certain time frame
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- Different Last Payment Amount — optional field
22. Select Save Changes.

23. A confirmation message will be displayed.

Set Payment Options Confirmation

You have successfully set an automatic payment rule for Tester,
1234. If the automatic payment date is a non-business day, the
payment will be scheduled on the previous business day.

Funding account: Always use my default {Checking)

Memo:

Payment option: Fay automatically at regular
intervals

Amount: $1.00

Frequency: Weekly

Deliver By: 12192017

End payments on: Continue payments indefinitely

View all details for this payee
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Bill Pay — Make a Payment

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Bill Pay.

2. The Dashboard will be displayed.

q

Your Bill Inbox: presents the bils you received online. Select the bills you want to pay and click "Sehedule payments.” For bills received in the mail or to make any other payment, access the Make Pavments page. To view scheduled and in process payments go to your Payment Quibos.

Bill Inbox

There are currently no items in your inbox.

Payment Outhox
Send To Paid From Amount
100.00 In-Process + View Payment

111282017 ABC Lawn Co Checking, 8201
$100.00

View payments - last 30 days

Select the Make Payments from My Bills screen from the main menu.

A list of payees will be displayed.
IR e [ oeveeots | e [ paniision | o]

Make Payments

Doyou need to enter invoice detai with your payment? Leam more

To make a regular payment, pleasa enter an amaunt and deliver-ay date for 2ach aayment ard clic< "Make payments." To expand ycur istof payees, you can always add apayes,

Use funds from: Checking, 201 v

Deliver By

o |
i

Amount

Last Paid

$10000 on 11282017

ABC Lawn Co, 8765

Make paymenis Total: $0.00 JLndate folal

HowDol. Glossay FAQs

Note: If the company has more than one account please use the drop-down menu next to
Use Funds From.

Enter the dollar amount(s) of the payment(s) in the $ Amount field.

Use the calendar icon under the Deliver By column to select the payment date.

Select Make Payment.
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8. A confirmation screen will be displayed.

Payment Confirmation

‘The folcwing payment was successiully scheculec on 11/28/2017. Please nofe ihat some payments may reqire approvel be‘are they will be submitted. The current oayment staius is disolayed with the payment detai below. To change or cancel fhe payment, you may]

Send To Amount  Deliver By Additional Information

Tester, 1234 10y Canfimaton:  YBTBOZ64
Paidfrom:  Checking, *3201

Add a note Paymenttype:  Check - 9001
FPayment stafus: Scheduled
Nemo:

e ————

Note: Select Add Note to add a message to the payment.
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Bill Pay — Pending Approval

This feature is used for companies using dual approval for Business Bill Payments. One
user will follow the instructions for Making a Payment. The Admin will then use the
Pending Approval steps below to approve the payment.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Bill Pay.

2. The Dashboard will be displayed.

N

Your Bill Inbox presents the bills you received online. Select the bills you want to pay and click "Schedule payments.” For bills received in the mail or to make any ather payment, access the Make Payments page. To view scheduled and in process payments go to your Payment Quibox,

Bill Inbox

There are currently no items in your inbox.

Payment Outbox

Deliver By Send To Paid From Amount

1112872017 ABC Lawn Co Checking, *8201

100.00 In-Process + View Payment

$100.00

View payments - last 30 days

3. Select Pending Approval from the main menu.

4. The Pending Approval screen will be displayed with a list of payments needing approval.

Pending Approval

Here'sat of payments that need to be reviewed. Please approve the appropriae payments and then cick"Agprcve oayments”

Approve Send To Amount Pay From Deliver By Initiated By

0 Tester, 1234 50000 Checking, 8201 12052017 Sub User e + Edt + Cancsl

Since the original payment dats has already pzssed, your new payment date will be 12124/2017. Ifyou woukd Ike to change this payment date, plzase click the "Edit " ink.

Approve pzyments Seiectall « De-selectall

5. Select:
e View —to view the details of the payment
e Edit — to edit any information in the payment. Since only the Admins are allowed

to approve pending items, they are also allowed to edit the payment without
additional approval.

e Cancel —to delete the payment
6. Select the checkbox(es) next to the appropriate payment(s).

7. Select Approve Payment.

68

Member

EQUAL HOUSING &
=== FDIC

LEN




8. A confirmation screen will be displayed.

Customers

Approval Confirmation
The following payment was apgroved on 12/15/2017. To change of cancel the payment, you may access the Payment Outbox now

Approved Payments

Amount Pay From

Tester, 1234 L Checking, *8201

1202172017
(Deliver by 12/21/2017)
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Bill Pay — Pay Invoice

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Bill Pay.

2. The Dashboard will be displayed.

My Bills

Your Bill Inbox presents the bills you received online. Select the bills you want to pay and click "Schedule payments.” For bills received in the mail or to make any other payment, access the Make Pavments page. To view scheduled and in process payments go to your Payment Outbox.

Bill Inbox

There are currently no items in your inbox.

Payment Outbox

Deliver By SendTo Paid From

Amount
111282017 ABC Lawn Co Checking, 8201 100.00  In-Process * View Payment

$100.00

View payments - last 30 days

3. Select Pay Invoice from the main menu.
4. The Pay Invoice screen will be displayed.

Pay Invoices

Do you need to make a standard payment? Learn more.

Please enter the details of your payment and click "Submit invoices.” To add another
invoice to this payment, click "Add another invoice " Please note, all payments will be
made by check

Send to: Select a payee v
Deliver by: 12/0172017 a

Use funds from Checking v
Pagment catsgory

Invoices
Invoice
Type Number Amount: Description
[invoice M | | mnvoice: [ |

$
Discount:  §
Adjustment: $

Type: Credit v

Net: $ 0.00

Total invoices: LY Update total

Submitinvoices |  Add another invoice |

5. Enter the following fields:
e Send to — select the payee from the drop-down menu

o Deliver by — use the calendar icon to select the payment date

e Use funds from — use the drop-down menu to select your account to be debited for
the payment

e Payment category — this is an optional field. Use the drop-down menu to select a
category.
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e Memo — use this field to enter a note on the payment

Under the Invoice heading complete the following fields:
e Type —select an invoice type from the drop-down menu
e Invoice Number — enter the number of the invoice to be paid
e Amount —enter the amount in the correct category
e Description — this is an optional field, enter a description for the invoice

Select Submit Invoices.
A confirmation message will be displayed.

Pay Invoices Confirmation

The following invoices were successfully scheduled on 11/29/2017. To change or
cancel these payments, you may access the Payment Outbox or Pending Aporoval

page now.

Send to: Tester

Deliver by: 12/04/2017

Use funds from: Checking. *5201

Payment status: Scheduled

Payment category None

Memo

Note: Add a note to this pavment

Invoices

Type Invoice Number Amount Description

Invoice 123 Invoice: 100.00
Discount: -1.00
Adjustment: 0.00
Net: 99.00

Total: $99.00
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Bill Pay — Payment Records

1. Upon logging into Business Online Banking each user will be brought to the Home screen.

Select the Payments/Transfers tab from the left-hand navigation menu then select Bill Pay.

2. The Dashboard will be displayed.

-_®—-
My Bills

Your Bill Inbox presents the bills you received oniine. Select the bills you want o pay and click "Schedule payments.” For bills received in the mail or to make any other payment, access the Make Payments page. To view scheduled and in process payments go to your Payment Outbo:
Bill Inbox

There are currently no items in your inbox.

Payment Outbox

Deliver By Send To

Paid From

Amount
ABC Lawn Co Checking, 8201

1112812017

100.00 In-Process - View Payment

$100.00
View payments - last 30 days

3. Select Payment Records from the main menu.

View Reports

Here are the payments for this report. To view a different report, please select the new report from the "Select a different report to view” listbox. If you want to adc a report fo this listbox, go to the Create a Report page.
Selext a different report fo view:

CurentMonth_v| [View | Create areport

Records from 11/01/2017 to 11/3012017

Deliver By Date

Print | Dowrload | Editidelee report
PaidTo Amount  Status/Confirmation Paid From
12812017 ABCLawn Co $100.00 Completed Checking, *8201 Payment details
LBXBVZG4 Check 9000

Add a Note
Grand total:

$100.00

Use the drop down menu to adjust the time frame of payments.

Select View.

Select Payment Details to view information on an item or Add a Note to add information to
the payment.

Select Create a Report to run a report with various selection criteria.
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8. Enter the following fields:

"Edit/delete a

Report title:

Create a Report

To create a new report, please complete the following information. Once saved, your report will appear in the
"Select a different report to view” listbox on the View Reports page. To edit or delete a report, click th

Time frame:

n existing report” link at right below.
Edit/delete an existing report

I
@ uUse pre-defined range
O Define custom date range
From: [10/30/2017 | 78] To: [11/29/2017 | T4

Subtotal:
Include: [ Fileditems [ unpaid bills
Payees: Select all payees De-select all payees Hide inactive payees
[ aBC Lawn Co O Tester
Funding accounts: lect all accounts De-select all account:
[ Ghecking, *8201
Payment statuses: Select all statuses De-select all statuses
M completea O cancelea [ insufficient Funds
1 scheduled [ inProcess 1 Pending
Options: [0 save as default report [0 show audit activity for each payment
Create a report
e Report title — create a name for the report
e Time Frame — select the appropriate time frame for this report
e Subtotals — use the drop-down menu to select the appropriate category
e Include — select the appropriate type of item for the report
e Payees — select the payee(s) to be included on the report
e Funding Account — select the appropriate funding account for the report
e Payment Statuses — select the appropriate status(es) for the report
e Options — select the appropriate option for the report

9. SelectC

10. A list of

reate a Report.

items that match the report criteria will be displayed.
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Bill Pay — Funding Account

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Bill Pay.

1. The Dashboard will be displayed.

My Bills

Your Bill Inbox presents the bills you received online. Select the bills you want to pay and click "Schedule payments.” For bills received in the mail or to make any otner payment, access the Make Payments page. To view scheduled and in process payments go to your Payment Outoo

Bill Inbox

There are currently no items in your inbox.

Payment Outbox

Deliver By Send To Paid From Amount

1112812017 ABC Lawn Co Checking, *82"*

100.00 In-Process - View Payment

$100.00

View payments - last 30 days

2. Select Funding Account from the main menu.

Funding Accounts

Here is a list of your current funding accounts.

Funding Account Description Status Default Account

Checking TestBank

Active Yes
ﬂﬂﬂﬂﬂ Checking

A list of funding accounts setup for Bill Pay will be displayed.
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Bill Pay — Administration

Important message:

Users can no longer use the Administration module within the Business Bill Pay platform
to make any adds or edits. All additions and changes must be made within the Q2 under
Users, User Roles and/or Bill Pay Admin features.
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Book Transfer

Allows the user to transfer money between their company accounts, depending on user
entitlements.

Note: The Book Transfer module is where users with the proper entitlements will create Loan
Payments.

Individual Transfers
1. Upon logging into Business Online Banking each user will be brought to the Home screen.

Select the Payments/Transfers tab from the left-hand navigation menu then select Book
Transfer.

Customers@RBank Welcome b

A e

Messages

Funds Transfer ) Search transactions

Individual Transfers Multi-Account Transfers Gl g e

Reports

1212112019 #12441

TEETEE Funds Transfer 010
7 Drafted

From Account

Payments/Transfers A

Payments Hub

ACHMWire To Account

ACH Pass Thru

Bill Pay Amount

Book Transfer s 000

Recipients
Frequency

Stop Payment One time transfer

Tax Payment
Transfer Date
Wire Activity
12/2172019
Remote Deposit (DLM)
Memo (opiona
Enhanced Services
Enter letters and numbers only

Administration

Locations.

2. Select the From Account from the drop-down menu.
3. Select the To Account from the drop-down menu.
4. Inthe Amount field enter the amount of the transfer or Loan Payment.

5. If a Loan Account was select in the To Account field, select a Payment Type from the drop-
down menu.
e Regular Payment — this option allows for the standard principal and interest
payment
e Extra Principal Payment- this option allows for an interest only or
principal only payments

6. Select a Frequency from the drop-down menu.
7. Use the calendar icon to select the Transfer Date.

8. The Memo field is optional.
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9. Select Transfer Funds.

10. A confirmation message will be displayed.

From

T

B

Amount
Date

Memo

©

Transaction Processed

Transaction #12477 was processed on 1/7/2020.

Test Account
Statement Saving:
5003

17712020

Funds Transfer via Online

X
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Multi-Account Transfers

Custumers%Bank

Note: The Multi-Account Transfer option cannot be used to make Loan Payments.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Book

Transfer.

Customers @ Bank

{1 Home

Funds Transfer
Messages
Individual Transfers Multi-Account Transfers
Reports

Statements

From Account
Payments/Transfers

Payments Hub
ACHMWire To Account
ACH PassThru

Bil Pay Amount
Book Transfer s
Recipients

Frequency

stop Payment One time transfer

Tax Payment
Transfer Date
Wire Activity

12/2172019
Remote Deposit (DLM)
Memo (optiona
Enhanced Services -

Administration v

Locations.

Enter letters and numbers only

Transfer Funds

Welcome back, Peg D

Q_ search ransactions

Al Pending  Processed

12/21/2019 #12441
Funds Transfer 010
7 Drafted

2. Click on Multi-Account Transfers under the page heading.

3. Once templates are created, they will be displayed. Select a template or select the Create

Template button.

Customers @B Bank

{3 Home
Funds Transfer

Messages

Individual Transfers

Reports

Statements

Payments/Transfers  ~

Payments Hub .
Available Templates

ACHMWire
Name

/ACH Pass-Thru

—— Yy Testng
Book Transfer

Reciplents

np—

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Multi-Account Transfers

Welcome back, Peg D

Create Template Transfer Funds

Transfers Actions
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Create Template

Allows the user to create multiple account transfer templates.

Note: The Multi-Account Transfer option cannot be used to make Loan Payments.

4. Upon logging into Business Online Banking each user will be brought to the Home screen.

Select the Payments/Transfers tab from the left-hand navigation menu then select Book
Transfer.

Customers@RBank Welcome back, Peg D

{7} Home 3
Funds Transfer ) Search transactions
Messages
Individual Transfers Multi-Account Transfers All - Pending  Processed
Reports —_—
122172019 #12441
Statements Funds Transfer $0.10
# Drafted
From Account
Payments/Transfers A~
v
Payments Hub
ACH/Wire To Account
v
ACH Pass-Thru
Bill Pay Amount
Book Transfer $ 0.00
Recipients
Frequency
SR One time transfer v

Tax Payment
Transfer Date

Wire Activity 12/21/2019 2

Remote Deposit (DLM)
Memo (optiona

Enhanced Services
Enter letters and numbers only

Administration

Locations.

5. Click on Multi-Account Transfers under the page heading.

Customers@Bank Weicome back, Peg D

£} Home
: Funds Transfer

Messages

Individual Transfers Multi-Account Transfers
Reports

Statements

A Sea Create Template Transfer Funds
Payments/Transfers
Payments Hub

Available Templates

ACHWire
There are no templates to display
ACH PassThru

8ill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services v

Administration v

6. Select Create Template.
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7. Complete the required fields.

Customers@RBank
Home
Messages
Reports.
Statements
Payments/Transfers
Payments Hub
ACHWire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations.

Settings.

Funds Transfer

Template Properties

Template Name Template Access Rights
11 0f 15 user roles selected

Origination Details

Memo
Push Memo to All

Transfers (3) \ Find accounts i ransfer

From Account. To Account Amount

$0.00 Cancel
gl 3 wransfers

Template Name — create a name for the template
Template Access Rights — select the user to have access to this template
Memo — optional field

Note: Select Push Memo to All if every transfer in the template should have
the same memo message attached.

From Account — use the Search by name or num field to select a From account
To Account — use the Search by name or num field to select a To account
Amount — enter the amount of each transfer

8. Select the ellipses for additional options.

Customers@B Bank

Statements.
Payments/Transfers
Payments Hub
ACHMWire

ACH PassThru

Bill Pay

Book Transfer
Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)
Enhanced Services
Administration
Locations.

Settings

Q& o mall

Help

4

Log Off

Template Name Template Access Rights
11 0f 15 user roles selected

Origination Details

Memo
Push Memo to All

Transfers (3) \ Find accounts in transfer
From Account To Account Amount

Test Acount ) Statement Savings o0l

Copy
Statement Savings Test Acount
s1.18 $30 S Remove

Expand Row

~ Add another transfer

$0. 03» Cancel
3 wansfers

9. Atotal number of transfers and the total amount will display at the bottom on the page.
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10. Select Save.

11. A Saving Template screen will be displayed.

®

Saving Template

Your templare is being saved. Please be parient

U

12. A confirmation pop up box will be displayed.

©

Template Saved

Template Saved

il

X

13. Select Pay to transfer the funds.

Templates

14. To select a template, click on the ellipsis to make a transfer.

Customers @B Bank

Home
Messages

Reports
Statements
Payments/Transfers
Payments Hub
ACHMWire

ACH Pass Thru

Bill Pay

Book Transfer
Recipients
Stop Payment
Tax Payment

Wire Activity

15. Select Tra
[ ]
[ ]

Funds Transfer

Individual Transfers

Available Templates

Name

Yy Testng

Multi-Account Transfers

Transfers

Create Template Transfer Funds

Actions
Click to view template actions

Transfer Funds

Edic

Copy

Delete

nsfer Funds.

Edit — allows the user to edit the template information

Copy — allows the user to copy the template
Delete — allows the user to delete the template
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16. The template instruction page will be displayed.

Customers@RBank Welcome back, Peg D

€} Home _
: Testing (Funds Transfer) Edit Template

Messages

Reports Origination Details

Transfer Date Recurrence
/) Use same Date for all transfers None

Statements

Payments/Transfers A

Payments Hub —
ACH/MWire Push Memo to All

ACH Pass Thru

Bill Pay Transfers (2) Filters: Paid X Find accounts in transfet

Book Transfer

Recipients
From Account To Account Amount

Stop Payment
Test Acount Statement Savings Cor
Tax Payment 0.40 s

Wire Activity
Sraremen r Savings | [Tesracount . o0

Remote Deposit (DLM)

Enhanced Services

Administration
$0.03 Cancel
2 ransfers

17. Under Transfer Date select the checkbox to Use same Date for all transfers in the template
or uncheck the box and use the calendar icon next to each transfer.

18. The total number and amount of the transfer template will be displayed at the bottom of
the page.

19. Select Submit.

20. The Payment Processing box will be displayed.

®

Payments Processing

Your payments have been received and are being processed. Please be patient

O

21. A confirmation message will be displayed.

X

©

Transactions Approved
Batch ID: 27

#of Transfers: 2

Total Amount:  $0.03

“ Viewin ey ey
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Custumers%Bank

Transfer Funds

Allows the user to create multiple transfers at once.

Note: The Multi-Account Transfer option cannot be used to make Loan Payments.

22. Upon logging into Business Online Banking each user will be brought to the Home screen.

Select the Payments/Transfers tab from the left-hand navigation menu then select Book
Transfer.

Customers@RBank Welcome back, Peg D

Home.

&8 Funds Transfer ) Search transactions
1 Messages
Individual Transfers Multi-Account Transfers All - Pending  Processed
[  Reporss —_—
= 1212112019 #12441
= N Funds Transfer 010
# Drafted
From Account
B Paymenws/ransfers A
Payments Hub
ACH/Wire To Account
N
ACH Pass-Thru
Bill Pay Amount
Book Transfer $ 0.00
Recipients.
Frequency
SR One time transfer v

Tax Payment

Transfer Date
Wire Activity

12/21/2019 &
Remote Deposit (DLM)

Memo (optiona
Enhanced Services

rs and numbers only

Administration

Locations.

23. Click on Multi-Account Transfers under the page heading.

24. Complete the required fields.

Customers@RBank Welcome back, Peg D
{1 Home
Upload From File
Funds Transfer

Messages

Reports Origination Details

Statements Transfer,Date Recurrence

/) Use same Date for all transfers None
Payments/Transfers ~ o
Payments Hub Memo

ACH/Wire Push Memo to All

ACH PassThru

Bill Pay Transfers (3) A Find accounts in transfer
Book Transfer
Recipients

From Account To Account Amount
Stop Payment

$0.00 [ Click to view additional filds.

Tax Payment

Wire Activity
- 500
= Remote Deposit (DLM)
Enhanced Services

5000

3]

Administration

Locations

$0.00 Cancel Submit
Settings M - cansrers

25. Under Transfer Date select the checkbox to Use same Date for all transfers in the template
or uncheck the box and use the calendar icon next to each transfer.

&
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Custumers%Bank

e Memo - optional field

Note: Select Push Memo to All if every transfer in the template should have
the same memo message attached.

e From Account — use the Search by name or num field to select a From account
e To Account — use the Search by name or num field to select a To account
e Amount — enter the amount of each transfer

26. A total number of transfers and the total amount will display at the bottom on the page.
27. Select Submit.

28. The Payment Processing box will be displayed.

®

Payments Processing

Your payments have been received and are being processed. Please be patient

C

29. A confirmation box will be displayed.

X

©

Transaction Approved

Batch ID: 28

Total Amount:  $0.02
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Recipients

Custumers@fiank

Create recipients for both ACH and Wire Transfers. Once recipients are created the user can use
the search features within ACH and Wire Transfers to auto-populate those fields.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.

Select the Payments/Transfers tab from the

Recipients.

Customers@BBank

Home

Recipients

Messages

=

statements
Payments/Transfers Name

Payments Hub
ABC China
ACH/MWire

e Blue Ivy Records

Bill Pay bofa
Book Transfer

Doggy Day Care
Recipients

Stop Payment Finnoff International LLC
Tax Payment John smith
Wire Actvity
Maureen
Remote Deposit (DLM)

e Maureens Boutique

Administration Peg Donovan (1)

Locations,
Pegs Party Planners

Settings

Email Address Number of Accounts

Click o e *

left-hand navigation menu then select

Note: The first time accessing the Recipients tab the screen will be blank. As recipients are
created, they will appear on this page. Except for customer who were converted, the ACH
and Wire Transfer recipients from the old Business Online Banking platform will display on

this page.

2. Select New Recipient.

Customers@R Bank

Messages
Display Name *

Reports

Statements

Accounts (1)
Payments/Transfers A
Account
Payments Hub
ACHMire Account - New
ACH PassThru Payment Type
Bl Pay ACH and Wire

Book Transfer Account Type

Select Account Type
Recipients

Financial Institution (1)
Stop Payment

Tax Payment
Beneficiary Fl

Wire Activity Name *
Remote Deposit (DLM)

Address 1%
Enhanced Services
Administration

State *
Locations.

Select State

Setings

e Add Recipient

Email Address

Payment Type Financial Insticution (Fl)

ACH and Wire

Beneficiary Type

Account *

Refined Search  ACH Routing Number *

Country *

Address 2

Postal Code *

Routing Number

N/A

FI ABA Number *

City*

85

Member

EQUAL HOUSING &
=== FDIC

LEN



Custnmers%Bank

3. Complete the required fields:

Display Name — how the name of the recipient should display on the main page

Email address — this field is optional and is used to generate an e-mail to the
recipient when a transaction is processed

Payment Type — use the drop-down menu to select if this recipient will be used
to create ACH transactions, Wire Transfers or both

Note: International Wire Transfer recipients must have the Payment Type of
Wie only to display when creating and International Wire Transfer.

Account Type — use the drop-down menu to select whether the recipients
account is a Checking, Saving or Loan
Account — enter the recipient’s account number
Financial Institution (FI) — enter the receiving bank name or ABA number in the
search box and select then appropriate bank from
the list

Note: The remaining Receiving Beneficiary bank fields will auto-populate with
the selected bank’s information.

Intermediary FI — this field is only used if the Wire Transfer has to go to an
intermediary bank before reaching the beneficiary bank

Wire Name — enter a Wire Transfer name, this can be the same as the display
name from the top of the page

ACH Name — enter an ACH name, this can be the same as the display name from
the top of the page

ACH ID — enter the ACH ID from your accounting/payroll system

Country — select the recipient’s country from the drop-down menu

Address 1 — enter the street address of the recipient

Note: P.O. Box addresses cannot be used for Wire Transfers. The physical
street address must be entered.

Address 2 — optional field depending on country selected

City — enter the city of the recipient, only used for US residents

State — select the State of the recipient from the drop-down menu, only used
for US residents

Zip — enter the Zip Code of the recipient, only used for US residents

4. Select Save Recipient.

86 Member

ienoer FPIC



Stop Payments

Custumers‘%Bank

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Stop

Payment.

Customers @B Bank

Home
Messages
Reports
Statements

Payments/Transfers

Payments Hub

ACHMWire

ACH PassThru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations

Stop Payment

Complete the fields below to make a stop payment request based on known payment information

Request type

® Single Check

Multiple Checks

Account

Selectan account

Check number

Check amount (options Check date (optional)

Payee name (opiions|

Note (optional)

2. Select the appropriate radio button:

Single Check — enter a stop payment on one check at a time
Multiple Checks — enter stop payments on a range of checks

3. Select an Account from the drop-down menu.

4. Enter the check number.

Note: For the multiple Stop Payments enter the starting check number in the range and
the ending check number in the range.

5. The Check amount field is optional.

6. The Check date field is optional.

7. The Payee name field is optional.

8. The Note field is optional.

9. Select Request stop payment.
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10. A confirmation pop up message will be displayed.

©

Stop Payments Successful

X

Your request was successful.

TrackingID 13228

Process On 2/5/2020
Account  Statement Savings
Amount  $1.00

Description Testing

Payment Hub

11. Select View in Payment Hub to see the status of the Stop Payment.

Customers@RBank Welcome back, Peg D
ACHMWIrE Created date - Status Approvals Transaction Type Account Amount
ACH Pass-Thru .
Tracking ID: 12440 Amount: $1.00
Bill Pay Created: 12/20/2019325PM Account Number: Test Acount
Created By: PegD Check Number: 9855

Book Transfer
Authorized: 12/20/2019 3:25 PM

Recipients Authorized By: PegD
Will process On: 12/20/2019
Stop Payment

Tax Payment Transaction Process

Wire Activity
Company Financial Institution

Remote Deposit (DLM)

Enhanced Services 1 2/ 3/

Administration

Drafted Approval(s) Authorized Processed
Locations 12/20/2019 3:25 PM 1.12/20/2019 3:25 PM 12/20/20193:25 PM 122012019
Setmings
Help
Log OFf
12/20/2019 Processed 10f1  Stop Payment- Tracking ID: 12439 Test Acount $1.00 :

Credits: [0] $0.00 | Debits: [0] $0.00
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Tax Payments

Custumers%Bank

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Tax

Payment.

Customers@3Bank
Home
Messages
Reports

Statements

Payments/Transfers

Payments Hub

ACH/MWire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services v

Administration

Locations.

Settings

Tax Payments

State or Federal Authority

Select a tax form to begin

Welcome back, Peg D

2. Inthe search box under State or Federal Authority, click the box and a list of all State and

Federal tax payment options will display.

Customers@RBank
Home
Messages
Reports
Statements
Payments/Transfers ~
Payments Hub
ACHWire
ACH Pass-Thru
Bill Pay
Book Transfer
LE
Stop Payment
Tax Payment
Wire Activity
Remote Deposit (DLM)
Enhanced Services
Administration

Locations

Settings

Tax Payments

State or Federal Authority

[
Alaska

Alabama

Arkansas

California

Colorado

District of Columbia
Delaware

Federal

Showing 10 of 50 items.
Please narrow your search.

Welcome back, Peg D

3. Select the appropriate option.
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4. Alist of tax forms will be displayed.

Customers@Bank
€1 tome
Messages
Reports
Statements
Payments/Transfers
Payments Hub
AcHmire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations.

Tax Payments

State or Federal Authority

Massachuserts

Cigarette Tax
Corporate Excise Tax - Domestic

Corporate Excise Tax - Foreign

Excise on Banks

Excise on Insurance (Domestic for Premium)
Excise on Insurance (Foreign Life, A and H)
Excise on Public Utilities (Gas and Electric)
Meals Tax

Miscellaneous Excise (Aviation Gasoline)

Miscellaneous Excise (Gasoline)

ierallaneous Excise (jet Fuel)

Welcome back, Peg D

5. Select the appropriate form.

6. Complete the required fields.

Customers@R Bank

Home

Messages

Reports

Statements

Payments/Transfers

Payments Hub

ACHMWire

ACH Pass Thru

Bill Pay

Book Transfer

Recipients

Stop Payment

< Back

Massachusetts State Taxes

Meals Tax

From Subsidiary Tax ID
ABC Company v [ZIRRLEH]
From Account Payment Amount

- Select From Account

Tax Period End Date

To Account Routing Number

Welcome back, Peg D

Taxpayer Name

Payment Effective Date

To Account

caneel m

83. If the company is setup on dual approval, select Draft. If the company is not setup for dual
approval, select Approve.

84. A confirmation message will be displayed.

Transaction Drafted

Transaction requires 1 approval(s)

Transaction ID: 13229

Total Amount:  $1.00

S A A A

X

85. Select the View in Payment Hub to approve the transaction.

90

Member

EQUAL HOUSING &
=== FDIC

LEN



Custumers@fiank

Wire Activity

The Wire Activity report displays outgoing Wire Transfers in various status and incoming Wire
Transfer.

Outgoing
1. Upon logging into Business Online Banking each user will be brought to the Home screen.

Select the Payments/Transfers tab from the left-hand navigation menu then select Wire
Activity.

Customers@Bank Weicome back, Peg D
Home . am
Wire Activity
Messages
e L T
Reports
Statements Outgoing(9)  Incoming (3)
Payments/Transfers A
Tracking ID Process Date - Amount - Reci Receiving Instiut o IMAD
e — g 2 1t - Recipient eceiving Institution A
ACHES 1912121122908 o Tt ONEUNITED BANK TestAcount 20191212MMQFMC340000
& 1234 011001276 02
ACH PassThru
N FEDERAL RESERVE BANK OF . s .,
BilPay 220120008 o s002 TEIE prsiion st Acoing] 2015121 2HMOFMCIAO00
= 011000015
Book Transfer
191212112705CC . TestAcount  20191212MMQFMC940000
2, 5007 TE: T
Recipients 9 12012113 07 TESTACCOUNT  nawaitable 04
s 1912121129300C T
iHBHE T estAcount  20191212MMQFMC340000
Unavailable 05
Tax Payment
THE BANK OF NEW YOR!
Wire Activity 191202095843H8 s00; DogzyDayCare |1 BANKOFNEWYORK TestAcount  20191212MMQFMC940000
987654321 b o1
Remote Deposit (DLM)
191125163443H8 Blue lvy Records  BANK OF AMERICAN AIL Test Acount
172501 s0.04 1
T 00 i, 004 54875648 071000039 CANCELED
Administration
THE BANK OF NEW YORK
191125163031H o T 20191125 MCsa
S125163031H8 || o so03 DosDayCare g estAcount  20191125MMQFMC940000
Locations 98765 011001234 o
Settings v Peg s Party N .
1NI2IHE 1 peita 2002 Planners EASTERN BANK eSUACOUNC_awaitine MAD.

2. Inthe search box enter information on an originated Wire Transfer.
3. Select the Star icon to mark a Wire Transfer as a favorite.

4. Select the Printer icon to print the list of Wire Transfers.

5. Select the Down Arrow icon to export the Wire Transfer information.

6. Select the 3 Line icon to Show or Hide the filter option.
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7. Click on any Wire Transfer to display additional information.

Customers@3Bank
Home . .
Wire Activity
Messages
Reports
Statements Outgoing (9)  Incoming (3)
Payments/Transfers
e Tracking 1D Process Date - Amount - Recipient
ACHWire ho121211122008 | |, so0r T
oo 123
ACH Pass Thru
origination Information
Ealpa)] Created 1212119 11:12AM To
o Account Account
ook Transfer
Amount 5001 A
Recipients
Routing #

Stop Payment

Receiving Institution

ONEUNITED BANK
011001276

Beneficlary Information

Test

C-*1234
ONEUNITED BANK
Please Update
BOSTON, MA 00000
011001276

Welcome back, Peg D

Frol

m
IMAD
Account

TestAcount  20191212MMQFMC940000

Incoming

Custumers%Bank

8. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Payments/Transfers tab from the left-hand navigation menu then select Wire

Activity.

Customers @R Bank

Home . H
Wire Activity
Messages
Repors
Statements Incoming (3)
Payments/Transfers
— Tracking D . Process Date ~ Amount - Recpient
ACHWIre
1912121122908 Test
/ F
1212119 0.01 1234
ACH Pass-Thru
Bill Pay 191212111200H8 . 0,02 Testing
1212119 $0.02 123456789
Book Transfer
pletataii i 1212119 $0.07 TEST ACCOUNT
Recipients
Stop Payment
1912121129300
b 121219 5010 TESTACCOUNT
Tax Payment
Wire Activiey 19120209584348 Dogey Day Care
- "
1202013 001 987654321
Remote Deposit (DLM)
191125163443H8 Blue Ivy Records
Enhanced Services 509 $004 9A8755y43
Administration
191125163031H8 |\ oo 5003 Dogay Day Care
Locations 987654321
S 191125162211H8 Pegs pary.
1l il 5002 _Planpers

Receiving Institution

ONEUNITED BANK
011001276

FEDERAL RESERVE BANK OF
BOSTON
011000015

Unavailable

Unavailable

THE BANK OF NEW YORK
MELLON
011001234

BANK OF AMERICAN AIL
071000039

THE BANK OF NEW YORK
MELLON
011001234

EASTERN BANK

Weicome back, Peg D

From

IMAD
Account

Test Acount  20191212MMQFMC40000
02

TestAcount - 20191212MMQFMC340000
03

TestAcount  20191212MMQFMC340000
04

TestAcount  20191212MMQFMC40000

Test Acount - 20191212MMQFMC40000

Test Acou

eSTACOUNT - CanceLED

TestAcount  20191125MMQFMC40000
03

Test Acount

wairine IMAD

92

Member

EQUAL HOUSING &
=== FDIC

LEN



9. Select Incoming under the Wire Activity heading.

Customers@RBank Welcome back, Peg D
Home 3 0
Wire Activity
Messages
w e LT
Reports
Statemens Outgoing (9 Incoming 3)
Payments/Transfers.
. . ] o
Payments Hub Tracking ID Process Date - Amount Sender sending Institution Accoine IMAD
AcHwire Tes B ;
191212113204F1 121219 $0.10 BANKTESTINC (USTOM_ERS BANK Acount L?WWZWZN IMQFMC940000
031302971 o5
ACH Pass-Thru
il 191206115629F1 PNC BANK, NA. Lt 20191129MMQFMCND0017

Bill Pay 129, 8. U 7 4

y 1172919 $587,684.70 LAND 043000096 count 19
Book Transfer

WELLS FARGO BANK, ~ Test
1911221330351 .
Recipients 00 1nsns $420,000.00 w NA Acount 2019111911B78A2R000053
o 121000248

Stop Payment

Tax Payment

Wire Activity

Remote Deposit (DLM)

Enhanced Services

Administration

Locations.

Seuings

10. Select the Star icon to make a Wire Transfer as a favorite.

11. Select the Printer icon to the list of Wire Transfers.

12. Select the Down Arrow icon export the Wire Transfer information.
13. Select the 3 Line icon to Show or Hide the filter option.

14. Click on any Wire Transfer to display additional information.

Customers@3Bank Welcome back, Peg D
Home . .
Wire Activity
Messages
N w2 L T
Reports
Statements Outgoing (9)  Incoming (3)
Payments/Transfers
Trackin ‘ ’ ¢ 1o
T Tracking 1D Process Date - Amount - Sender sendng insteution 10 IMAD
ACHMire Test
1191212132041 CUSTOMERS BANK 20191212MMQFMC920000
1212719 5010 BANKTESTINC s Acoune 2
ACH Pass Thru
orgination Information Benefictary Information
LI Created 12712119 11:32 AM T TEST ACCOUNT
e Account Account
o0k Transfer
fl CUSTOMERS BANK Amount 5010
Routing# 031302971 Routing#  Unavailable
Recipients
Stop Payment
Test
1912061156291 PNC BANK, NA 20191129MMQFMCND0017
,r s 7 ]
s 1129119 587,68470 LANC i Acoune 29
Wire Activity WELLS FARGO BANK,  Test
103K 31 am9 sazo000.0¢ W NA Acount  2019111911878A2R000053
Remote Deposit (DLM) 121000248
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Custumers%Bank

Remote Deposit DLM

Login

Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Remote Deposit DLM from the left-hand navigation menu.

The Dashboard will be displayed.

Note: The first-time logging in select the L0 icon in the upper right-hand corner.

e Select User Profile.

e User the drop down next to Scanner to select your appropriate scanner type.

e Select the Home icon from the main menu bar.

Scanner Installation

1.

Upon logging in, the Dashboard will be displayed.

Research

Reports

leelp -

Welcome Peg Donovan!

Today is 9/6/2017 at 10:06 AMI MDQIOVAN, your last login was on 9/5/2017 at 1:16 PM.

Customers Bank is pga# have Test Merchant Customers Commercial as a Customers Bank DirectLink
. SiiasepePTop e customer. Customers Bank DirectLink Merchant gives you the ability to

conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime

anywhere, from any device.

You made your last deposit for $0.00 on UNKNOWN at Unknown (Processed on UNKNOWN).

For any additional information, please contact our support team toll-free at 866-928-6676.

Thank you!
Deposits

Open @ Pending () Recent £
Created Tracking # Status Location Account Name

Create Deposit

Location

Test Location

Account

Select an Accou

Control Total

5

Debit Count

nt -

Deposit Total

2. Select the Help option from the main menu bar.
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3.

Select Download WebScan.

Customers%ﬁ;ank

@A Research Reports “.

Download WebScan

{ave dzpONg that nave been rejected!

Download Scanner Drivers »

me Pgd Donovan!

- 12/6/2017 a1 2:06 PM CTI MDONQVAN, yur last login was on 12/6/2017 at 1:05 PM CT.

Customers Bank is proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink
Merchant remote deposit capture customer. Gustomers Bank DirectLink Merchant gives you the ability to
corveniently deposit checks remolely, manage your remolte check depasits and research those deposits anytime,
anywhere, from any device

You made yourlast depositfor $6.65 on 9/29/2017 at 9:24 AM (Processed on 9729/2017)
For any additional information, please contact our support team tol-ree at 866-928-6676

Thank you!

Deposits

Opn@ | Pending@) = Recen

Create Deposit

Location

TestLocation

Account

Control Total

H

A pop-up box will be displayed at the bottom of the screen.

Do you want to run or save WebScanCapture_Setup.msi (7.16 MB) from netimagelr5.fidelityifs.com?

'j:‘ This type of file could harm your computer,

)

e A

Select Run.

Depending on the computer settings you may be required to download Microsoft Visual
C++2013. If the pop-up box appears select Yes. If no skip to step 7.

15 WebScan 52

Thiz setup requires the Microsoft Wisual C++ 2013 Redistributable [x8E). Please install the
Micrazoft Wisual C++ 2013 Redistibutable [+8E] and run the setup again. The Microzoft
Wisual C++ 201 3 Redistributable [#86) can be obtained from the web, ‘wWould you like to
do this now?

» Select Run for vcredist.x86.exe.

% View Downloads - Internet Explorer

View and track your downloads h downloads »

Name Location

veredist_x86.exe 620MB  Doyouwantto run or sav|

: )
download.microsoft.com b= proense

capturejnl Desktop
pture nip P e
rdc.customersbank.com
51c18d39-015d-ee3...pdf This file couldn't be Ret Comeet
ancel
rolb santanderbank.com hiniosdet 2
AgendaDate.ics 486 bytes  Downloads
Open |~
regonline.com
[ SmartScreen Filter is tumed off. Tum on

Options
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Custumers%Bank

Select the checkbox in front of I agree to the license terms and conditions, and then
select Install.

m Microsoft Visual C++ 2013
Redistributable (x86) - 12.0.30501

M]CROSU‘FT SOFTWARE LICENSE TERMS

MICROSOFT VISUAL C++ REDISTRIBUTABLE FOR VISUAL STUDIO
2013

These license terms are an agreement between Microsoft Corporation (or
hased nn where von live_ana of its affiliatec) and von_Please read tham

Dlagree to the license terms and conditions

Once the install is complete the following message will be displayed.

Microsoft Visual C++ 2013
Redistributable (x86) - 12.0.30501

Setup Successful

Close

Select Close.

Select Download WebScan.

Cusmmers%ﬂank

A  Research Reports .-

Download WebSczn

Ieve depasits g have been refeced!

Create Deposit
Download Scaner Drivers »
Location
Help me Peg Dggovan!
about Tasl Location v
21 2.05 PM CTI MDONOVAN, our kst login was cn 12/52017 af .05 PM €.
Aceaunt
Customers Bankis proud fo have Tast Merchnt Customers Commercial 25 a Custome's Bank Dirctlink -
Merchant remots depost capture customer. Customers Bank DirectLink Merchant gives you the abilty to Salactan Artount
convenizn d2posilchecks remalely, manage your remts chec deposts and rasearch those deposis anyime
anywhre, fiom any device Control Tote!
You made your zst depasit for §6.55 on 812913017 at 924 AM (Processed on 928120°7), ¥

For any additcnal rformation, please ontact our support team tol-23 2t 865-926-6575,

Thank you!
Deposits

Open@ | Pending() | Recent @@

A pop-up box will be displayed at the bottom of the screen.

Do you want to run or save WebScanCapture_Setup.msi (7.16 MB) from netimagelr5.fidelityifs.com?
(@ This type of file could harm your computer. Run Save | ¥ el

em——————
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The Welcome to WebScan Setup Wizard will be displayed.

Welcome to the WebScan Setup Wizard =l

The installer will guide you through the steps required to install WebScan on your computer

WARNING: This camputer program is protected by copyright law and inteinational treatiss
Unauthorized duplication or distibution of this program, or any portion of it, may result in severe civil
or criminal penalties. and will be prosecuted to the mazimum estent possible under the law.

D

I

Select Next on the Select Installation Folder screen.

Select Installation Folder =]

The installer will install WebS can to the following folder.

Toinstall in this folder, click "Mext". To install to a different folder, enter it below or click "Browse!

Folder.

C:AProgram FileshFIS \WwebSoant EBrowse...
Disk Cost.

[ cancel ][ <Back ][ Nem» |

2] WebScan ol = /==

Confirm Installation [

The installer is ready ta install 'WebScan on your computer.

Click "Mext" to start the installation,

Cancel ] l < Back J l Mest »

Select Next on the Confirm Installation screen.
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10. The Installing WebScan will be displayed.

11. The WebScan Post-Install Config screen will be displayed.

12

13

14

15

16

Installing WebScan

‘WebScar is being installed

Flease wait

Cancel

< Back

Next>

(T WebScan - Post-Install Config
Update Settings
[¥] Check for Updates?

Update URL:

Origin Domains

Remote Domain URL:

Add Remove
Domain | | Selecte

. In the Update URL field enter: https://netimagelr5.fidelityifs.com/webscan

. In the Remote Domain URL: https://netimagelr5.fidelityifs.com

. Select Add Domain.

. Select Next.

. The WebScan Post-Install Config screen will be displayed.

@ WebScan - Post-Install Config

E‘zj Configuration files copied successfully!
F‘} Update XML set successfully!

‘_"’i Origin policy set successfully!

§'§ Added Personal SSL Certfficate successfully!
F’k Certfficates bound successfully!

F’/‘i URL reservation added successfully!

f'} WebScan Application stated successfully!

ﬁ‘;i Added WebScanCapture registry keys successfully!

“:! Added Trusted Root SSL Cerfficate successfully!

E“‘I Added 'Path’ System Environment Variable successfully!

==
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17. Once all items are installed select Ok.

18. The Installation Complete screen will be displayed.

Installation Complete =]

WebScan has been successfully installed.

Click “Close’" to exit.

Flease use Windows Update to check for any citical updates to the NET Framework.

Cancel < Back.

Close

19. Select Closed.

20. Select the Help option from the main menu bar.

21. Select Download Scanner Driver, and then select the appropriate driver.

Customevs%Bank

A Research Reports  He'; -

Downlozd WebScan

{av2 deposjhat have been rejaciect

Download Scanner Drivers »

Felo e Peg Jfonovan!
About

#512017 at 2:06 PM CTI MDONCVAN, your last legin was on 12/6/2017 at 105 PM CT.

Merchant remcte deposit capiure customer. Customers 3ank Drectlink Merchant gives you the zbifty to

anywhere.from any device.
You made your last deposit for $6.65 on 912972017 at 9:24 AM (Processed on 9/2312017).
For any addilional information, please contact our support team toll-ree at £66-928-6575,

Thank you!
Deposits

Open@ | Pending () | Recent@D)

Customers Bank is prcud to have Test Merchant Customrers Commercial as a Customers Bank DirectLink

conveniently depost checks remotely, manzge your remots check dzposts and research these deposits arytime

Create Deposit

Location

Test Location

Account

Control Total

$
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Panini Drivers

Note: The Panini Driver install may take a some time to install depending on your
computer settings.

22. Make sure your scanner is not plugged into the computer.

23. Select Panini Vision X.

Create Deposit

Digital Check TS-240 Location
Panini Vision neXt Test Location =
Panini VisionX PPMCT

Account

Customers Bank is proud to have Test Merchant COeggars Commercig
Merchant remote depasit capture customer. Customers Bank Directiim

®Customers Bank DirectLink
Brchant gives you the ability to
conveniently deposit checks remately, manage your remote check deposits and research those deposits anytime,

anywhere, from any device Control Total
‘You made your last deposit for $6.65 on 9/29/2017 at 9:24 AM (Processed on 9/29/2017) s
For any additional information, please contact cur support team toll-free at 866-928-6676
Thank you!
Deposits

Open @ Pending () Recent €E)

Created Tracking # Status Location Account Name Item Count Deposit Total
11/06/2017 2:35 PM M000454937 R Test Location Customers Bank Test 1 5200
11/22/2017 9:23 AM M000481027 R Test Location $2.00

24. The Internet Explorer pop up box will be displayed. Select Open.

Internet Explorer @

What do you want to do with Panini Universal Installer
4.2.002.zip?

Size: 51.1 MB
From: netimagelid.fidelityifs.com

= Open

The file won't be saved automatically.
2 Save

<+ Saveas

Cancel

25. A pop-up box will be displayed at the bottom of the screen.

Downloading from site: fidelityifs.com..
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26. Select Extract All File.

Custumers%Bank

g
) « Microsoft » Wind®

Extract all files
Mame
USE Driver 64
[Z] Documents | VisionAPL
%] Recent Places || VXA4Engine

» Temporary Internet Files » ContentlE5 » 1RQTAGIE » Panini Universal Installer 4.2.002 »

Type Compressed size Password .. Size

File folder
File folder
File folder

~ [ 43 [ Search Panini Universal

= v

Ratio

27. Make note of where the extracted files are being saved.
For example: in the documents folder.

Select a Destination and Extract Files

Files will be extracted to this folder.

@ | Extract Compressed (Zipped) Folders

Ci\Users\mdonovan\Documents\Panini Universal Installer 4.2.002]

[ Show extracted files when complete

Browse...

28. Once extract is complete, go to the folder were the extracted file was saved and select the

Setup folder.

GU-T

» Costello, tacey » Downloads » Panini Universal Installer 42002 »

Organize v [B) Open Sharewith v New falder
fe— Name Datemodified  Type Sie
B Deskiop UsB Driver 32 File folder
3 Documents USB Driver 64 File folder
£ Recent laces Vision4Pl File folder
5 Librries Viadtngine File folder
18 Downloads ViEngine File folder
WEEngine File folder
3 Ubraries Xatngine File folder
¥ Documents & 00409 Configuration sett 2k8
& Music [ datar Cabinet File 4504 KB
) Picures datal b HOR File 1236
H Videos [ dos2 CabinetFie 1662K8
(& 15Setupa Application extens, 610k8
2 ayoutbin K8

Application
Configuration sett.
INXFile

) vapiun
6 Wit

setup

Date modified: 8/2/201310:51 AM
Application Size: 789 KB

Date created: 8/2/201310:51 AM

8/2/201310:51 AM  Windows Batch File 1K8
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Note: If the following message is displayed, select Ok. You do not need to install new
drivers. Plug your scanner into your computer refer to the Create Deposit section of this

guide.

Panini Universal Installer 4.2.002

" 4.2.002 is already installed.

(4.02.002).

You will have to uninstall the previous version before installing this
version.

=)

The setup has detected that version 4.04.201 of Panini Universal Installer

This setup installs an earlier version of Panini Universal Installer 4.2.002

29. The Panini License Agreement box will be displayed.

Panini Universal Installer 4.2.002

License Agreement

Please ead the following license agieement carefully.

LICENSE AGREEMENT FOR PANINI

APPLICATION PROGRAMMING INTERFACE

1. FOREWORD.

This document (the “Agreement’) represents the agreement between Panini S.p A,
with registered office at Via Po 39, Turin, ttaly (*Panini*), and you, being either an
individual or an entity (the “Licensee”), for the API4 TB - INTL software program (the =

() | do mot accept the terms of the license agreement

@) [ accept the terms of the license agreement

[ <Bock | Mew> | [ Cancel |

30. Select | accept the terms of the license agreement, then select Next.

31. Select Next.

Panini Universal Installer 4.2.002 =3

‘Welcome to the Wizard for Panini Universal
Installer 4.2.002

The wizard will install Panini Universal Installer 4.2 002 for
Microzoft wWindows XPMista/7/8, 32 and B4 bits on pour
computer,

To continue click Nest
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32. Select Next.

Panini Universal Installer 4.2.002 =
Choose Destination Location
Select folder where setup wil install files.

&

Ta install to this folder, click Nest. To install ta a different folder, click Browse and select
another folder.

Setup wil install Panini Universal Installer 4.2.002 in the following folder.

Destination Folder

C:\Pragram Files\Parii | Biowse. |

<Back | MNewt> | [ Concel |

33. Select Next on the next screen.
34. Confirm your scanner is unplugged.

35. The following screens will be displayed. You do not have to do anything while this process in
underway.

7 C:\Program Files\Panini\USB Driver 32bit\Wdreg.exe = =
WUDREG utility v1i.10. Build Aug 26 2012 13:33:680

Installing
Please wait while Setup installs SNMPv3 agent on your computer.

Finishing installation. ..

" =) isic
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36. Select Next.

‘Welcome to the InstallShield Wizard for Panini
Avantor Control Module Client

The InstallShicld Wizard will install Parini &+wvantor Control
Madule Client on wour computer. Ta continue, click Mext.

37. Select the radio button next to Complete.

Setup Type
Select the zetup type to install.

Please select a setup type.
@) Complete

@ All program features will be installed. [Requires the most disk space.]

() Custorn

Select which program features pou want installed. Recommended for
advanced users.

< Back ][ Mext > l[ Cancel

38. Select Next.

39. The Setup Status will be displayed.

Panini Avantor Control Module Client &[
Selup Status

Panini Awvantor Control Module Client is configuring vour new software installation

Installing

Cancel
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40. Select Finish.

Panini Avantor Control Module Client

InstallShield Wizard Complete

Client on your computer.

Setup has finished instaling Panini &vantor Control Module

Cancel

41.

The Panini system will launch. Select Next.

B VisionX Multi-Function System Extensions Setup

ulti-Function

42. Select Next.

ystem Extensions v.1.0.0 - October 2012

VisionX Mult-Function System Estensions Setup

‘Welcome Lo the InstallShield Wizard for Vision
Mult-Function System Extensions

The InstafShied Wizardwil el Visor Mudi Function
yatem Exensions on our compater, To contnue,cic
Next

isionX Multi-Function System Extensions Setup
Choose Destination Location
Select folder where setup will install files,

Setup wil install Visiork Multi-Function System Extensions in the follawing folder

Toirstall to this folder, click Mewt. To install to a different folder, click Browse and select
anather folder,

Destination Folder

C:\Program Files\Panini

Browise.

<Back | Mewt>

] [ concel ]
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43. Select Next.

fisionX Multi-Function System Extensions Setup
Select Features
Select the features setup will install.

Select the features you want ta install, and deselect the features you do not want to install,

Description

Receipt Printer - OPDS Driver
SmartCard Reader - WHOAL Driver

5.43 MB of space required on the C drive
370248.16 MB of space available on the C diive
stallS hield

[ < Back ][ et > J[ Cancel

44. Plug in your scanner and select Ok.

VisionX Multi-Function System Extensions Setup [

) Connect printer to the PC

45. A pop-up box will appear at the bottom of the screen.

Click here for status.

‘*1! Installing device driver software =

46. Select Finish.

isionX Multi-Function System Extensions Setup

InstallShield Wizard Complete

Setup has finished installing Yigior Multi-Function System
Extensions on your computer,

< Back Cancel
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47. The following pop up box will be displayed at the bottom of the screen.

i VisionX with Firmware R X
' Device driver software installed successfully.

Digital Check Scanner

48. Make sure your scanner is not plugged into the computer.

49. Select Digital Check TS-240.

search Reports Hel~

Download WebScan

Download Scanner Drivers » '

offepos

Create Deposit

Canon CR-190

Digital Check TS-240 ltocabon
Welcome
Panini Vision neXt Test Location =
Today is 12712017 b e ARSI, Panini VisionX 06 PM CT.
Account
Customers Bank is proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink
Select an Account *

Merchant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the ability to
conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime,
anywhere, from any device

You made your last deposit for $6.65 on 9/23/2017 at 9:24 AM (Processed on 9/29/2017) s

Control Total

For any additional information, please contact our support team toll-free at 866-928-6676.

Thank you!
Deposits

Open@  Pending () Recent €F)

Created Tracking # Status Location Account Name Item Count Deposit Total
11/06/2017 2:35 PM M000454937 R Test Location Customers Bank Test 1 $2.00
Account *8816 @
1172212017 9:23 AM M000481027 R Test Location BOGUS TestAccount 1 $2.00
“6789 @

50. The Setup TellerScan Combined Driver screen will be

§ Setup - TellerScan Combined Driver |E|1 =] 1@

' ("1 Welcome to the TellerScan

I . Combined Driver Setup Wizard

U This will install TellerScan Combined Driver version 17.02 on

your computer.

If you downloaded this driver directly from Digital Check, you
-_— . may require more software from your bank or other finandal
m institution,

.f_'/ _ Click Next to continue, or Cancel to exit Setup.
v

51. Select Next.
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52. Select Install.

Ready to Install
Setup is now ready to begin installing TellerScan Combined Driver on your
computer.

[J

Click Install to continue with the installation.

[ <pack ][ mmstal | [ cancel |

53. The Installing screen will be displayed.

Installing
Please wait while Setup installs TellerScan Combined Driver on your computer.

Extracting files...
C:\Program Files\TellerScan\Drivers\32-bit{TS5\WdfCoinstaller0 1011.dll

Cancel

54. Select Finish.

E
f i | Completing the TellerScan
! 5 Combined Driver Setup Wizard

Setup has finished installing TellerScan Combined Driver on
your computer.

Click Finish to exit Setup.

Y/

SIvALIDIA
¢
X

(Y

= Setup - TellerScan Combined Driver \EI = |- £3

55. Plug in your scanner.
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ml:Deal

56. Connect the ml:Deal scanner to the MAC via USB.

57. Check system preferences -> network settings, to ensure that a connection to the mil:Deal
is listed.
e System preferences can be accessed from the Dock, or from the Finder Apple menu.

Dock:

System Preferences

OFFS m

Finder:

@ Finder File Edit View Go Window

About This Mac

System Preferences...
App Store... 2 updates

Recent Items »

Force Quit Finder

Sleep
Restart...
Shut Down...

e From system preferences, go to Network.

L ] b B System Preferences 0
. P 20 ~ =)
S DA H O e @
General  Deskiop & Dock Mission  Language  Security  Spolight  Notfications
Serean Saver Centio &Region & Privacy
© . = \
CDs&DVDs Dispeys  Energy  Keyboerd  Mouse  Trackmad  Printers&  Saund
Saver Scarners
® -0 ]
B @ - - @ . 9 K
Gloud Interet  Extensions | Network | Bluetooth  Sharing
Accounts g
- -
A 4 T‘ i )
Users & Parental  AppStore  Dictation Date & Time  Startup Time Accessibility
Groups  Conmrols &Speech Dis Machine
= B £
Chrom.emote  EyeConnect Flash Player Jova Wacom Tablet
Deskton Host
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e From the Network panel, ensure that there is an ml:Deal entry.

[ ] < i Network
Location:  Autemstic B
miDeal s
Connected N Status: Connected
= miDeal is currently active and nas the I
o WA = adcress 192168.1.196.
[ ] Et,t\a_met w G Canfigure IPv4: | Using DHCP =
e FireWire IP Address: 192.168.1.196
i Subnot Mask: 266.265.265.0
@ /Phone S3 |!|
Not Connecied Router:
@ [PadUSE l!‘ DNS Server:
ot Connecte
o Blustooth PAN Search Domains:
Not Connected
@ Thunde _t Bridge /&
Al G
Advanced..
|| Clekthe ek to make changes Assist me..

Note: The DNS Server listed on this screen when the mi:Deal is selected is the IP address
you will need to navigate to in order to access the configuration page.

58. Open a browser and navigate to the IP address identified in the previous step.

I P el
ml:Deal
=
CHED
5D
—

e The ml:Deal configuration page should load. The ml:Deal configuration page will allow
you to change the scanner access configuration, update the scanner firmware, check the
status of the device and see item capture counts and statistics, access basic information
about the device through the Help section, review the scan configuration, and perform
a test capture from the Start Scan button.

59. From the left-hand menu, select the Configuration link.

1 10 Member
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e The Configuration link will display the ml:Deal Check Scanner Configuration page,
which has links to additional configuration options.

- [ M
“D%MII"NI\I ml:Deal Check Scanner Configuration

Miscellaneous Paramsters Setup

Bulk Setus

[ Tr— End Access Sessian

| Access Level: None Configuration Type: Open Working Mode: RNDIS 4 Ethernet

60. Select Connection Parameters Setup. This link allows configuration of the current access
type Working mode for the ml:Deal.

Working Mode

ORNDIS (TCR/IP aver USE)
POS (Virtual serial over USE, with custom protocol)
AS-23Z Dongle (Physical RS23Z port, with custom protocol))
Wi-Fi

uUsB Mode

Ethernat 4 Enabled

» If the scanner will be used via the USB connection, the RNDIS (TCP/IP over USB) setting
should be used. This should be the default setting.

> If the scanner will be accessed via Wi-Fi (and the Wi-Fi dongle is connected to the
device), the Wi-Fi setting should be selected here.

> Select Next to continue.
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61. The Connection Parameters options will be displayed (for the USB mode selected on the
prior screen).

m"m%m%mo Connection Parameters (RNDIS + Ethernet mode)

RNDIS Mode
IP Address 192.188.1.1
Subnet Mask 255.255.255.0
4 ,71 S Default Gateway
DNS Server 1
Manufacturer Name  Panini
Product Name mideal
Pool Start Address  192.168.1.100
[0n-board DHCP Server Pool End Address  192.166.1.200

Lease Time [h] 24

Ethernet

IP Address 192.168.43.5

Subnet Mask 255.265.265.0

DHCP

Addressing Mode Default Gateway

©Fixed
DNS Server 1
DNS Server 2
On-board DHCP Server
@ Name Resolution
Device Name  mideal-%sn%
©DNS Domain Name panini
2 NetBios Workgroup Name PANINI

mDNS

HTTPS: Default certificate o)

Device Name mideal Root CA Certificate Download (PEM Format)
Root CA Certificate Download (X509 DER Format),

& ‘ e

e  For a basic setup, there should generally be no changes needed to the default
settings here.

Note: Depending on the network configuration, one or more changes may be
appropriate. In the event of a possible IP conflict, the default value of
192.168.1.XXX should be adjusted to eliminate the conflict. Modify this value to
192.168.2.XXX.

Note: You will need to also modify the Pool Start Address and Pool End Address to
reflect this new IP range. This can be done by simple changing the third octet from
.1 to .2 but leaving the fourth octet alone.

e Refer to Panini’'s documentation for more comprehensive information on other
settings.
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62. At the bottom of the Connection Parameters page, under the HTTPS section, confirm the
HTTPS is set for Default Certificate from the drop-down.

Disabled |

LS ochui carticate

Custom certificate |

e Once Default Certificate has been selected, confirm the Device Name is populated. The
(default should be ‘mideal’) and then select the link to download the HTTPS certificate
for the device.

e This certificate is generated by the device. Use the Root CA Certificate Download (X509
DER Format) link.

HTTPS:  Default certificate E

Device Name mideal Root CA Certificate Download (PEM Format)

Root CA Certificate Download (X509 DER Format)

63. Selecting the link will download the certificate to the default download location on the
MAC, and will show in the dock that the file has been downloaded.

Note: The certificate is accessible either from the shortcut in the Dock or from the
downloads folder Finder -> Go -> Downloads.

Open in Finder o
PaniniCA-Cert.crt

[ ] [ ] [ Downloads
H = LIERERNES Q
Favori tes Name Size Kind Date Added v
@) AirDrop PaniniCA-Cert.crt 1KB certificate Today, 2:06 PM
E) All My Files
™ iCloud Dri...
E=3 Onebrive
yﬁ-\- Applicatio...
[ Desktop
[ Documents
@ Downloads
Devices
[} sooTca..
Tags
® Red
Orange

Yellow
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Select the certificate to open Keychain Access. The certificate will be displayed under the
certificates category.

Keychains
&' login

A iCloud

5 System
System Roots

Category
A Allltems
4 Passwords
Secure Notes
E] My Certificates
¥ Keys
J Certificates

Keychain Access

Click to lock the login keychain.

Apple licatie ion Certificati hority
Intermediate certificate authority

Expires: Wednesday, July 26, 2017 at 2:16:09 PM Central Daylight Time
@ This certificate is valid

Name Kind Expires Keychain
-] Apple Applica...tification Authority certificate Jul 26, 2017, 216:09 PM  login
¥ [5] com.apple.d..875537276773d3d  certificate Jul 26, 2017, 216:09 M login
[ Panini Certification Authority certificate Oct 13, 2035, 12:18:16 PM  login

65. Right-click on the Panini Certification Authority certificate, select Get Info.

66.

The Certificate info window will be displayed.

Captiffoctte

Panini Certification Authority

Panini Certification Authority

Root certificate authority

Expires: Saturday, October 13, 2035 at 12:18:18 PM Central Daylight Time
€3 This root certificate is not trusted

p Trust
v Details

Organization
Locality
State/Province
Country
Common Name

Organization
Locality
State/Province
Country
Common Name

Serial Number
Version

Panini S.p.A.

Torino

TO

IT

Panini Certification Autherity

Panini S.p.A.
Torino

TO

T

Panini Certification Autherity

00 EB DC A13C BB 1A FABD
3
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e Select the drop-down arrow next to Trust.

Extensible Authentication (EAP)

[ ] [ ] Panini Certification Authority
Panini Certification Authority
(Coptipfocrie N .
- Root certificate authority
€ This root certificate is not trusted
v Trust

When using this certificate: Use System Defaults

Secure Sockets Layer (S5L) no value specified

Secure Mail (S/MIME) no value specified

no value specified

IP Security (IPsec) no value specified

iChat Security no value specified

Kerberes Client no value specified

Kerberos Server no value specified

Code Signing no value specified

Time Stamping no value specified

Expires: Saturday, October 13, 2035 at 12:18:16 PM Central Daylight Time

[ <> |

e For the When Using this Certificate option, select Always Trust from the drop-down,
and then close the window.

¥ Use System Defaults

Mewver Trust

67. A prompt may appear asking for the user’s password in order to allow the change to the
certificate trust settings - if so, enter the requested credentials and select Update Settings.

& |

L

You are making changes to your Certificate Trust
Settings. Type your password to allow this.

Username: Mac User

Password: ‘

Cancel Update Settings
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68. The certificate should now show in the Keychain as being marked as trusted for the current

user.

oce
Click to lock the login keychain.

Keychains

& system
System Roots

.. Passwords
Secure Notes

E] My Certificates

@ Keys

“ Certificates

Keychain Access

Panini Certification Authority

Root certificate authority

&' login g
#. iCloud /| Expires: Saturday, October 13, 2035 at 12:18:16 PM Central Daylight Time

© This certificate is marked as trusted for this account

Name Kind Expires Keychain
-] Apple Applica...tification Authority certificate Jul 26, 2017, 2:16:09 PM login
¥ [} com.apple.id...875537276773d3d certificate Jul 26, 2017, 2:16:08 PM login
B Panini Certification Authority certificate Oct 13, 2035, 12:18:16 PM _ login
Category
A Allltems

69. Once these steps have been successfully completed, power-cycle the scanner.

70. Test the scanner connection by going back to the open browser and IP address, feed a check

into the scanner and select Start Scan from the right side.

DA PPl

Configumton
Bhadiis -

ml:Deal

71. Log into the merchant application via your Customers Bank Business Online Banking:
https://businessbanking.customersbank.com.
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Mobile Remote Deposit Login

1. Using your phone, tablet or iPad go to your web browser.

2. Enter this URL: https://netimagelr5.fidelityifs.com/directlinkclient/login/800854#/

3. The login page will be display.

Tan P et My 77 =
< m AA & netimagelr5.fidelityifs.com I ® M I
south alementary somerset - Yahoo Search Results ° DirectLink Merchant
Customers¥2 Bank
Sign In
User Name
Passwor a
Jht © 20152010 FIS. All Rights Reserved. LRS .020.2020.1

4. Enter the User Name and Password. (Temporary password for initial login will be supplied

by the bank.)
5. Select Signin.

6. The Set Up Secure Authentication screen will be displayed. Select Continue.

< C & netimagelrs fidelityifs.com/directiinkclient/login/800854#/mfa - & @0 @O :

Customers%Bank

Set Up Secure Authentication
Secure Authentication is a service to help protect you from fraudulent online activity. It also helps us ensure that only authorized individuals can access financial information online.
Setup is easy. You simply
b Set up a security phrase and challenge questions. These questions may be asked during the signon process to confirm that an authorized individual can access financial
information enline

P Register your persenal computer (optional). We ask that you register computers you commonly use to access your financial information online. This authorization helps us

ensure that only r i locations are g your information online
Ganeel m

Copyright © 2015-2019 FIS. All Rights Reserved. LR5 .020.2020.1
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7. Inthe Secuirty Phrase box, create a security phrase.

Customers%l!ank
Enter Your Security Phrase
Your security phrase will be displayed with the challenge questions when you log on.
Security Phrase ThislsJustATestinJune2020
Select Challenge Questions

These questions may be asked when you log on to confirm that you are an authorized individual. When asked, you must correctly answer these questions 1o log on. All answers are
required for the security set up process.

Question | what was your first car? -
Answer ®
Question | \What was the name of your first pet? .
Answer | ... ®
Question | wnat is your favorite color? -
Answer | ... ®

ki

8. Under the Select Challenge Questions section, use the drop down menus to select a security
question, in the Answer box enter the answer. Repeat until all 3 questions have been
selected and answered.

9. Select Continue.

10. The Register This Machine screen will be displayed. Select the check box next to Remember
this device.

Customers%ﬁ»ank

Register Device

Register This Machine
We ask you to register personal computers that you commonly use to access DirectLink Merchant

On a registered computer, you are not asked to answer questions when you sign on, making it faster to access DirectLink Merchant. Ye don't recommend registering public
Computers or computers you use infrequently. When you use these cemputers, we will ask you additional questions before you sign on to protect your infermation.

Previous Cancel m

[ Remember this device @

19 FIS_All Rights Reserved. LR5 .020.2020 1
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11. The Remember Your Device pop up will be displayed.

Remembering Your Device

Check this option if you commonly use this computer to access online banking websites. We will save information from
this computer to identify it as a registered location and you will not be asked to answer questions when you sign on -
making it faster to access your account information

12. Select Continue.

13. Under the Confirm Password section enter your temporary password.

Remember this device @
Confirm Password

Enter your password and click 'Continue' to proceed with enroliment

Password

Previous Cancel m

14. Select Continue.

15. The Enrollment Status pop up box will be displayed.

Enrollment Status

User is Enrolled successfully!

16. Select OK.
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17. The Change Password screen will be displayed.

Customers'%san k

Change Password

Old Password
New Password
Confirm Password P

e Old Password — temporary password supplied by bank

o New Password — create a new password. New password must be a minimum of
8 characters including 1 number case letter, 1 lower case letter
and 1 symbol.

e Confirm Password — enter new password

18. The Welcome screen will be displayed.

5:50 PM Wed May 27

w T N%I_)

< M aA @ netimagelr5 fidelityifs.com e O + O
south elementary somerset - Yahoo Search Results [x] DirectLink Merchant
Customers%aank
A Research Reports Help ~ o

Create Deposit
Welcome Margaret Donovan!

Location
Today is 5/27/2020 at 5:50:09 PM CT! PEG, your last login was on 5/27/2020 at .

Test Location -
3:17:09 PM CT.
Customers Bank is proud to have ABCompany TEST as a Customers Bank Account

DirectLink Merchant remote deposit capture customer. Customers Bank DirectLink
Merchant gives you the ability to conveniently deposit checks remotely, manage your
remote check deposits and research those deposits anytime, anywhere, from any

Select an Account

Control Total

device.
o

You made your last deposit for $1.00 on 5/27/2020 at 1:47:20 PM (Processed on

5/27/2020).

For any additional information, please contact our support team toll-free at 866-928- Create Tape

6676.

Thank you!
Deposits

Open @ Pending Recent )

Created Tracking # Status Location Account Name Item Count Deposit Total
5/18/2020 3:08:... M002503580 Open Test Location Bank Test “8816 0 $1.00
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Create a Deposit

1. Upon logging in, the Dashboard will be displayed.

Welcome Peg Donovan! Cyffate Deposit

Today is 9/6/2017 at 10:05 AMI MDONOVAN, your last login was on 9/5/2017 at 1:16 PM Location

Customers Bank is proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink Test Location
Merchant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the ability to
conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime

anywhere, from any device.

Account
Select an Account
You made your last deposit for $0.00 on UNKNOWN at Unknown (Processed on UNKNOWN)

Control Total
For any additional information. please contact our support team toll-free at 866-328-6676 Catel o

5

Thank you!
Deposits
Open @ Pending () Recent @)
Created Tracking # Status Location Account Name Debit Count Deposit Total

2. On the right-hand side of the page select a Location from the drop-down menu. If there is
only one location it will automatically default.

3. Select an Account from the drop-down menu to deposit into.
4. Inthe Control Total field, enter the total amount of the deposit.

Note: If the total amount of the deposit goes over the Deposit Limit an error message will
be displayed.

Welcome Peg Donovan! Create Deposit

Today is 9/19/2017 at 12:01 PMI MDONOVAN, your last login was on 9/19/2017 at 10:19 AM Location

Customers Bank is proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink Test Location A
Merehant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the ability to

conveniently deposit checks remtely, manage your remote check depesits and research those deposits anytime, Account

anywhere, from any device. Customers Bank Test Account *8816 -

You made your last deposit for $3.50 on 9/18/2017 at 12:48 PM (Processed on 9/18/2017)

efitrol Total
For any additional information, please contact our support team toll-free at 866-928-6676

Thank you!
mount must be greater than $0 and less than

Deposits

Open @ Pending ) Recent (3

5. Select Create Deposit.
Note: The tabs under the Deposit section include:

e Open—Once a deposit is created and before it is submitted, the deposit
information will be displayed
e Pending — Deposits that are waiting for the bank to review
e Recent — Displays approved deposits. Users can use this tab to view details on
recently made deposits.
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Custumers%Bank

The Capture screen will be displayed. Place the check(s) in the scanner and select Capture.

_

Capture ltems

Press 'Capture' to begin capturing items.

Qar o o

ltems @

Amount Sequence Routing Number Account Serial O

The Initializing screen will be displayed. The scanner will start up.

Capture Items

Initializing

g,

The scanner will automatically start scanning items.

Once all checks are scanned, select Stop Scan.

Capture Items

Scanning

gy
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10. A list of scanned items will be displayed.

Custumers%Bank

e

Capture liems

Q

8 s vt nper

o] v,gb(m,,,,,: IS P X

o
e e e B
WEBSTER BANK
o ettt &— )
Alpgpedtr e *

ltems @
Amount Sequence Routing Number Account
$1.00 361612000002 211370231

Serial

4774

Capture

Note: Click on the ellipsis in the upper right hand corner to Remove the Deposit.

Q. aa o e

Capture

Remove Deposit

Click on the ellipsis in the lower right hand corner to Remove Selected itmes from the

batch.

2 . 4714
a R -
-] e ;;’.MU,MM?;i,, LK L
ST )BT
c - T 7T f =
WEBSTER A

2 Lo 2

CEIYEL EETT

e o

Sequence #3616120uuuuc

Sequence Routing Number Account Serial
361612000002 211370231 4774

Capture

Remove Selected

[
v
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11. Select the Next button.

Custumers‘%Bank

Note: If there are any items to edit each item will display. If there a no items to edit the
Deposit Information screen will be displayed.

Capture ltems

& =TI
a el el 2
e TN T -14 o isa
< ghe T AR
[—
z| W o
Capture m
Items @
Amount Sequence Routing Number ccount Serial O
$1.00 361612000002 211370231 4774 El
> Edit the required fields that are displayed.
Correct ltems
Correcting 1 of 1
a B Amount
e 4782 ;P
a gl w2 :
= LT A | Y MICR
[ N = LIV > i 211 | 123456 x w4782
c P
WeBGTER BRNK — The transil
] Sk 7 2 routing Gannot contain reject characters and must be 9 digits S
e

017 FIS. All Rights Reserved

Remove @ Verify MICR

> Select Remove to remove the item from the batch.

> Select Verify MICR only when editing the MICR line. Click on the button and if the
information is formatted correctly the box will display a green check mark.

» Select Accept to accept the check and/or edits made to the item.

> Select the Next button once all items have been edited.
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Custumers‘%Bank

Note: If an individual item goes over the Item Limit an error message will be displayed.

—

Balance Deposit

a [N 4778 Deposit Information
a @fr 0 t?

Debit Total g1 .00
e T o . O Coupy $ .
c (2198 T B Difference 5000
o bt Y
= Control Total s | 100 x

o A A
Capture
ltems @

A The deposit contaiggs

Sequence Routing Account Serial (|

211370231 4778 D

> Click on the ellipsis in the lower right hand corner to Remove Selected items from the
batch.

2 . 4T
a L
e (/1'/.".15\',‘\1:”(»3&@@?___ S0 B
- e T e B ST

WEBSTER BANK
o WEBSTERCHLNECON @

A, L~

Remove Selected

Sequence Routing Number Account Serial |_[
361612000002 211370231 4774 E

12. The Deposit Information screen will be displayed.

Review Deposit

Deposit Information
Merchant Capture Deposit Ticket
Location Test Location
Account Hurber: 122456789 Rt < R
Date: ©906/2017 11:01:04 AM e e
AmeLt; Sl Control Total $1.00
Item Count
8578545212 1234567882017 BOODO0OD100b
Date  9/6/2017 1159.36 AM
Tracking Number MO00361612
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Custumers%Bank

13. Review the deposit information, if everything is correct select Submit.

Note: Select Balance to adjust the total or scan more items.

Balance Deposit
Q S 4774 Deposit Information
a e _w.
4 o Debit Total $1.00
" A S o L Cnpasy S Y
c M T A BT Difference 5000
WEBSTER BANK
e EBSTERCILINE DO g\) Control Total s | 100
Vs T e *
Capture
ltems @
Amount Sequence Routing Account Serial
5 100 361612000002 211370231 4774

e Capture — Allows the user to add more checks to the deposit

e Save Changes — Allows the user to save any changes made to this screen

e Review — Returns the user back to the Deposit Information screen

14. A confirmation message will be displayed.

Review Deposit

Q

Q

=3 Account Number:
Date;

c Amount:

o]

SEATAS4321a 127MS0TASCRONT LODOOO00100b

Deposit Information
Merchant Capture Deposit Ticket

Location

123456789
910612017 11:01:42 A Aceount
S100 Control Total
Item Count
Date

Tracking Number

Test Location
Test Account

$1.00

9/6/12017 12:00:11 PM

15. Select the house icon to return to the Dashboard.
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Custumers%Bank

16. To print the report, select the Pending or Recent tab at the bottom of the page.

Research  Reports  Help -

Welcome Peg Donovan!
Today is 9/6/2017 at 10:05 AMI MDONOVAN, your last login was on 9/5/2017 at 1:16 PM

Customers Bank s proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink
Merchant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the ability to

Create Deposit

Location

Test Location

conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime, Account
anywhere, from any device. Select an Account
You made your last depositfor $0.00 on UNKNOWN at Unknown (Processed on UNKNOWN),
Control Total
For any additional information, please contact our support team toll-free at 866-928-6676 ontral1ot
Thank you! s
Pending @  Recent @)
Tracking # Location Account Name Debit Count

Deposit Total

Note: The deposit will be in a Pending status if the bank must review any items within the
deposit. The deposit will be in a Recent status if there are no items to be reviewed by the

bank.

17. Select the appropriate batch so it appears highlighted.

18. Under the Pending tab, select the ellipsis and select View Deposit.

Note: Under the Recent tab select the appropriate batch, the Research Option screen will

be displayed.

Welcome Peg Donovan!

Today is 10/6/2017 at 8:46 AM CTI MDONGVAN, your last legin was on 10/4/2017 at 2:43 PM CT

Customers Bank is proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink
Merchant remote deposit capture customer. Customers Bank DireciLink Merchant gives you the ability to

10/06/2017 8:28 AM MO000406960 Test Location Customers Bank Test Acc. 1

Create Deposit

Location

Test Location

conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime Account
anywhere, from any device Soioct on Aecourt
You made your last deposit for 56 65 on 9/28/2017 at 9:24 AM (Processed on 9/129/2017)
Control Total
For any additional information, please contact our support team toll-free at 356-928-5675 oo T
Thank yout 3
Deposits
Open ) Pending @ Recent €53
Submitted Tracking # Location Account Name Debit Count

View Deposit

19. The report will be displayed.
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20.

Select the appropriate icon to print or save the report.

Print Deposit

Print Deposit

1of1

Deposit Detail Report
MERCEHANTRAME:
LocaTIoN:
AccousT:

SERIALINO.

8 £ a a cC

Close
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Delete Batch — Open Status

1. Upon logging in, the Dashboard will be displayed.

Customers

Research  Reports  Help -

Welcome Peg Donovan! Create Deposit
Today is 9/6/2017 at 10:05 AMI MDONOVAN, your last login was on 9/5/2017 at 1:16 PM. Location
Customers Bankis proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink Test Location
Merchant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the ability to

conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime, Account

anywhere, from any device. FiodbanAocond
You made your last deposit for $0.00 on UNKNOWN at Unknown (Processed on UNKNOWN)

Control Total
For any additional information, please contact our support team toll-free at 866-928-6676

Thank you! $
Deposits

Open @ Pending () cent )
Created Tracking # Status Location Account Name Debit Count

Deposit Total

2. Deposits that have not been submitted will appear in under the Open tab.

3. Click on a deposit.
4. The Capture Item screen will display.

5. Select the ellipsis in the upper right-hand corner.

Capture ltems

= s

NI

e | R i 2

= Ope e

= Ly . )

o AJarg ot e
Capture

ltems @
Amount Sequence Routing Number Account Serial
$1.00 782699000010 211370231 4554
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6. Select Remove Deposit.

Capture tems
a
a
®
c
~ /{f/%d/g.__ -
ltems @
Amount Sequence Routing Number Account
$1.00 782693000010 211370231

Capture

Serial

4564

Remove Deposit

7. A confirmation box will be displayed.

Message from webpage ﬁ

8. Select Ok.
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Research

1. Upon logging in, the Dashboard will be displayed.

Research Reports Help

— Welcome Peg Donovan! Create Deposit

Today is 9/6/2017 at 10:05 AMI MDONOVAN, your last login was on 9/5/2017 at 1:16 PM Location
Customers Bank is proud to have Test Merchant Gustomers Commercial as a Customers Bank DirectLink Test Location -
Merchant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the ability to

conveniently deposit checks remotaly, manage your remote check deposits and research those deposits anytime. Account
anywhere, from any device

Select an Account -
‘You made your last depesit for $0.00 en UNKNOWN at Unknown (Processed on UNKNOWN).

Control Total
For any additional information, please contact our support team toll-free at 866-925-6676

Thank you! 3
Deposits
Open @ Pending ) Recent €)
Created Tracking # Status Location Account Name Debit Count Deposit Total

2. From the main menu bar select Research.

3. Onthe left-hand side of the screen enter the search criteria.

Research Options Q
Q
Institution Name
= (1
(800854) - Customers Bank . No item selected
c
Merchant )
Test Merchant Customers Commercial =
Saved Queries
ltems @
Start Date
AT . Sequence  Account... Serial Routing N... Amount  Tracking... Location  AccountN...
End Date
09/08/2017 =]
Glick to expand fields v
Clear Add Field m
Export Options v Credits ) $0.00 Debits ) $0.00

e Institution Name — will pre-fill

o  Merchant — will pre-fill

e Saved Queries — Use the drop-down menu to view a list of saved queries
options.

Note: Enter a query name to build a new query.

e Start Date — Use the calendar icon to select a beginning date for research
e End Date - Use the calendar icon to select ending date for research
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Custumers%Bank

e Location — Use the drop-down menu to select a location. If a user has access to
only one Location, the field will default to that location

e Account — Use the drop-down menu to select an account number. If a user has
access to only one account number, the field will default to that
account number

e Clear — Will clear all of the above categories selected

o Add Field — Allows the user to add additional fields to search. Use the drop-

down menus to select the additional search fields

4, Select Search.

5. Alist of items that match the search criteria will be displayed.

Research Options Q Merchant Capture Deposit Ticket
Q
Institution Name
(800854) - Customers Bank _ =4 Account Number: 123456750
Lot it R Date; 09/06/2017 11,0142 AM
< Amount: 5100
Merchant 5
Test Merchant Customers Commercial -
SB78R45Y 2 12SATASCINT LOHKOH01 00k
Saved Queries
Deposit MOOD361612 with 1 debit(s) for $1.00 was submitted on 9/6/2017 11:01:53
All Deposit Detail - AM
ltems @
Start Date
SRR & Sequence  Account... Serial Routing N... Amount Tracking... Location  AccountN...
36161200... | 123456789 2017 987654321  $1.00 MO0D3616... Test Locat..
End Date
09/08/2017 - 36161200 4774 211370231 | $1.00 MO003616... | Test Locat
c ~
Location Test Location -
Account Al <
Credits ) $1.00 Debits & $1.00
Clear Add Field m

6. Click on anitem to see the image.

7. Select the ellipse to:

Select Columns — allows the user to add or remove column displays

[ )

e Export Results — allows the user to export the deposit information
e Print Selected Item — allows the user to print the items

e Print Deposit — allows the user to print a summary of the deposit

e Print Deposit and Images — allows the user to print a summary of the deposit
along with an image of each item in the deposit
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Custumers%Bank

e View Deposit — allows the user to view the items within the deposit

Research Options i Q Merchant Capture Deposit Ticket
a
Institution Name
= =4 Account Humber: 123456789
(800854) - C: -
(ARFLD sistic s Bk Date: 062017 11:01:42 AM
c Amount: s L00
Merchant -
Test Merchant Customers Commercial ~ ~
BT {PMSETESCEO T BOOEOOED 0
Saved Queries
Deposit MO00361612 with 1 debil(s) for $1.00 was submitted on 9/6/72017 11:01:5;
All Deposit Detai - AM
ltems @
Start Date el O
2 = elect Columns
OOERAOTT " Sequence  AccountNu... Serial Roufing Nu... Amount
Export Results
361612000001 123456789 2017 987654321 §1.00
End Date i
361612000002 . ... 4774 211370231 $1.00 M FPrint Selected ltem
090812017 =} 2
Print Deposit
i i Print Deposit and Images
View Deposit
Location Test Location -
Account Al e
Credits €) $1.00 Debits @) §1.00
Clear | Add Field
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Research — Favorite Reports

1. Upon logging in, the Dashboard will be displayed.

Research  Reports  Help -

#Mme Peg Donovan!

Today is 9/6/2017 at 10:05 AMI MDONOVAN, your last login was on 9/5/2017 at 1:16 PM

Customers Bank is proud to have Test Merchant Customers Commercial as a Customers Bank Directlink
Merchant remote deposit ¢ apture customer. Customers Bank DirectLink Merchant gives you the abilty to
conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime,
anywhere, from any device.

You made your last deposit for $0.00 on UNKNOWN at Unknown (Processed on UNKNOWN)

For any additional information, please eontact our support team toll-free at 866-928-6676

Thank you!
Deposits

Open @ Pending () Recent €)
Created Tracking # Status Location Account Name

Create Deposit

Location

Test Location =

Account

Select an Account

Control Total

s

Debit Count Deposit Total

2. From the main menu bar select Research.

3. Onthe left-hand side of the screen enter the search criteria.

Research Options e
a
Institution Name
800854) - Customers Bank - il 4
(800854) - Customers Banl - No item selected
Merchant o
Test Merchant Customers Commercial -
Saved Queries
ltems @
Start Date
. - Sequence  Account... Serial Routing N... Amount
End Date
09/08/2017 =]
[ v
Clear | Add Field
Export Options v Credits ) $0.00 Debits () $0.00

Tracking... Location Account N...

e |nstitution Name — will pre-fill
e Merchant — will pre-fill

e Saved Queries — Enter the name you would like to call the query
e Start Date — Use the calendar icon to select a beginning date for research
e End Date - Use the calendar icon to select ending date for research
e Location — Use the drop-down menu to select a location. If a user has access to
only one Location, the field will default to that location
e Account — Use the drop-down menu to select an account number. If a user has
access to only one account number, the field will default to that

account number

o Clear — Will clear all of the above categories selected
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Custumers%Bank

o Add Field — Allows the user to add additional fields to search. Use the drop-
down menus to select the additional search fields

» Scroll to the bottom of the page to the Export Options to include export option
within query.

» Select the downward arrow to display export criteria.

Export Options ~
Amount Format il 23
Date Format
Delimiter Caiing Z

Export Column Names
Fields with Quotes

Using the drop-down menu, select the Amount Format.

The Date Format will pre-fill.

Using the drop-down menu, select the Delimiter.

The user may uncheck the Export Column Names and the Fields with Quotes
checkboxes.

YV VY

4. Click on the ellipsis next to Research Options.

5. Select:

Save — to save the query from your User Id only

Remove — to remove a query from your User Id only

Save to Merchant — to save the query for all users

Remove from Merchant — to remove the query for all users

6. Select Search.

1 3 5 Member
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7. Alist of items that match the search criteria will be displayed.

Research Options

Institution Name

- Customers Bank

Merchant

Test Merchant Customers Commercial -

Saved Queries

All Deposit Detail e
Start Date

09/06/2017 =]
End Date

09/08/2017 =)
Glick to collapse field -

Lo ation Test Location -

Account All -

Clear Add Field m

2 Merchant Capture Deposit Ticket
q
=4 Account Humber: 123456789
Date; 062017 11:01:42 AM
< Amount: 5100
<
S557A54521a 12SETESCR0 17 BOOAHI00k
Deposit M000361612 with 1 debit(s) for $1.00 was submitted on 9/6/2017 11:01:53
AM
ltems @

Sequence  Account... Serial Routing N... Amount Tracking... Location  AccountN...
36161200 123456789 2017 987654321  $1.00 MO003616... | Test Locat
36161200 4774 211370231 $1.00 MO003616... | Test Locat

Credits @) $1.00 Debits @) $1.00

Custumers%Bank

8. Click on anitem to see the image.

9. Select the ellipse to:

e Select Columns — allows the user to add or remove column displays

e Export Results — allows the user to export the deposit information
e Print Selected Item — allows the user to print the items
e Print Deposit — allows the user to print a summary of the deposit
e Print Deposit and Images — allows the user to print a summary of the deposit along
with an image of each item in the deposit

e View Deposit — allows the user to view the items within the deposit

Research Options

Institution Name

(80 ) - Customers Bank v

Merchant

Test Merchant Customers Commercial -

Saved Queries

Clear Add Field

All Deposit Detail -
Start Date

09/06/2017 =]
End Date

09/08/2017 =)
Click to collapse fields -

el Test Location -

Account All -

a Merchant Capture Deposit Ticket
a
=4 Account Number; 123456789
Rate; 09/06/2017 11:01:42 AM
c Amaunt: 100
=
[P ——

Deposit M00O361612 with 1 debits) for $1.00 was submited on 9/6/2017 11:015

AM
Sequence  AccountNu... Serial Routing Nu... Amount

361612000001 123456789 2017 987654321 $1.00

361612000002 4774 211370231 $1.00

Credits €) $1.00 Debits @) $1.00

Select Columns

Export Results

Print Selected liem
Print Deposit
Print Deposit and Images

View Deposit

ltems @
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Report

1.

Upon logging in, the Dashboard will be displayed.

Reseaich Reports  Help

Elcome Peg Donovan!

Today is 9/6/2017 at 10:05 AMI MDONOVAN, your last login was on 9/5/2017 at 1:16 PM.

Customers Bank is proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink
Merchant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the abilty to
conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime
anywhere, from any device.

‘You made your last deposit for $0.00 on UNKNOWN at Unknown (Processed on UNKNOWN).
For any additional information, please contact our support team toll-free at 866-928-6676

Thank you!

Deposits

open @ Pending ) Recent @)

Created Tracking # Status Location Account Name

Create Deposit

Location

Test Location =

Account

Control Total

s

Debit Count Deposit Total

From the main menu bar select Report.

The Report Selection screen will be displayed.

Report Criteria
Report

Select a R -
Start Date

09/08/2017 2

Cancel

Use the drop-down menu in the Report field to select a report type.

Use the calendar icon to select a Start Date.

Note: Depending on the report type selected, additional search fields may display.

Select Create.
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Export

1. Upon logging in, the Dashboard will be displayed.
N

Research Repots Help ~

Welcome Peg Donovan! Create Deposit

Today is 9/6/2017 at 10:05 AMI MDONOVAN, your last login was on 9/5/2017 at 1:16 PM. Location

Customers Bank s proud to have Test Merchant Customers Commercial as a Customers Bank DirectLink Test Location 4
Merchant remote deposit capture customer. Customers Bank DirectLink Merchant gives you the ability to

conveniently deposit checks remotely, manage your remote check deposits and research those deposits anytime Account

anywhere, from any device T —

You made your last deposit for $0.00 on UNKNOWN at Unknown (Processed on UNKNOWN).

Control Total
For any additional information, please contact our support team toll-free at 866-928-6676. outrollotn
Thank you! s
Deposits
Open @ Pending () Recent @)
Created Tracking # Status Location Account Name Debit Count Deposit Total

2. From the main menu bar select Research.
3. Complete the Research Option fields.

4. Scroll to the bottom of the page to the Export Options. Select the downward arrow to
display export criteria.

Export Options ~

Amount Format Decimal b

Date Format

Delimiter Comma 2

Export Column Names
Fields with Quotes

5. Using the drop-down menu, select the Amount Format.

6. The Date Format will pre-fill.

7. Using the drop-down menu, select the Delimiter.

8. The user may uncheck the Export Column Names and the Fields with Quotes checkboxes.

9. Select the Search button under Research Options.
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10.

Custom ers‘%Bank

Once the search criteria is displayed, select the ellipsis then select Export Results.

Note: Refer to the Favorite Report section to save the Export query as part of a search

query.

Research Options Q Merchant Capture Deposit Ticket
=8
Institution Name
= e Actount Humber: 123456789
(800854) - Cu
Gl Je Sl L T il Date: CO06/2017 11:01:42 AM
c Amount: 51.00
Merchant P
Test Merchant Customers Commercial =
SBTERS21a 12348678562017 BOOCO00 1008
Saved Queries
Deposit MO00361612 with 1 debit(s) for $1.00 was submitted on 9/6/20
All Deposit Detail - AM =
tems @ £
Start Date e il
2 7 elect Columns
R & Sequence  AccountNu... Serial Routing Nu_.. Amount n
Export Results
361612000001 123456789 2017 987654321 $1.00 M
End Date bt Selectod I
rint Selected liem
001082017 = 361612000002 4774 211370231 $1.00 I :
Print Deposit

Click to collapse field 2
View Deposit
Location Test Location >
Account Al =

Credits ) $1.00 Debits @) $1.00

Clear Add Field

11. Save or Open the file.
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Enhanced Services
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Positive Pay

Login

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select the Enhanced Services tab from the left-hand navigation menu then select Positive

Pay.

2. The Welcome screen will be displayed.

Customers%aank
Wekome  Account Sevices v Administraton v

Favories: (Edi)
Welcome Peg Donovan. Pint tis page

ber 18,2017 at 10:37 AMET.

140 =Y i
ienoer FDIC



Custumers%Bank

ACH Positive Pay - Account Services

Manage Exceptions

1. From the main menu heading select Account Services, under ACH Positive Pay select
Manage Exceptions.

Positive Pay Account Recon
Customers% Bank

Welcome  Account Services ¥  Administration ¥

Favorites: ACH Positive Pay Positive Pay Full Account Reconciliation Message Center
Manage exceplions Manage exceptions Enter issues New messages: 12
Exceptions status Enterissues Import issues S Need Help? Contact Us
Manage payment rules  Import issues Update issues

Remember to observe

Import decisions Approve issues ACH holiday processing
Update issues Statements — reconciliation schedule.

Approve issues Activity — reconciliation

Exception decisions Outstanding issues

Outstanding issues Paid checks

Stale issues

Partial Account Reconciliation
Issue status.
. Statements — reconciliation
Approve decision files
Activity — reconciliation

Deposit Reconciliation
Statement — deposit reconciliation
Activity - deposit reconciliation

2. The Manage Exception screen will be displayed.

Customers% Bank Positive Pay Account Recon
-
Welcome Account Services ¥  Administration v
+ Manage exceptions i
B Manage Exceptions
Manage payment rules  Check Exceptions Awaiting Approval
+ Check Excepliens Awaiting Decision
+ ACH Exceptions Awaiting Approval and/or Decision
QuickLinks:
Manage exceplions ACH Exceptions Awaiting Approval and/or Decision Return to top
Decisions can be made from 8:00:00 AM to 3:00:00 PM ET.
ACH exceptions with a"Pay’ decision are automatically added to your list of authorized onginators.
Checks that have been converted into an ACH electronic payment display with a check number.
Select all - Deselect all (To view detsils, click on the acoount number)
Debit Account  Originator Company Name Debit Amount Check Number  Effective Date  Reject Reason Approval Status
- 10f 2 received
4511 ABC Comp $765.43 124569 02/01/2018 Unauthorized Orig. Comp Ready to transmit
4512 ZIP Corp $895.46 02/01/2018 Unauthorized Sec 0 of 2 received
- 1 0f 2 received
Pay 4512 ABC Comp $70043 02/01/2018 Unauthorized Orig. Comp528 Ready to transmit
No payment rule added for this originating company
* x 10of 2 received
Pay 4512 ABC Corp $650.43 02/01/2018 Unauthorized Sec Ready to transmit
Added payment rule for this originating company
L4 B ) T - >
#95% v

3. Alist of ACH Exception items will be displayed.

Note: ACH Positive Pay items can come in throughout the day. Please setup up your User
ID with alerts to be alerted when ACH Positive Pay items need decisioning.
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Custumers%Bank

> When an ACH Positive Pay item is selected to pay, the user can setup a rule to
automatically handle this item in the future.

Salect all - Deselect all

Decision Debit Account  Originator Company Name Debit Amount Check Number Effective Date Reject Reason Approval Status
¥ [Pay__v] wsn ABC Corp $765.43 124569 121202017 Unauthorized Orig. Comp diat 2 recaived

Ready to transmit

= 14512 ZIP Corp 5895 46 1212012017 Unauthorized Sec ”R:ﬁﬁ;‘f:::mh

[l Add payment rule for this originating company
Maximum Amount ACH Transaction Type
No maximum ALL-Select All Edit authorization

o Select the checkbox Add payment rule for this originating company.
o Select Edit authorization to add additional information to the rule.

4. Select a decision from the drop-down menu.
Note: Click on the debit account hyperlink to view information on the ACH item.

5. Select the checkbox in front of each decisioned item and select Continue at the bottom of
the page.

6. The Verify Decision screen will be displayed.

7. Review the information and select Approve/Transmit.

Verify Decisions

Checks that have been canverted inta an ACH electronic payment display with a check number.

Check Exceptions Awaiting Decision Change selections

Decision Account Check Issued Date Issued Amount Amount Paid E ion Reason Payee A | Status
Retumn - fraud  *3456 8917 @ $50.00 No Issue Found 0 of 2 received
Approve
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Custumers%Bank

ACH Positive Pay - Account Services

Exception Status

1. From the main menu heading select Account Services, under ACH Positive Pay select
Exception Status.

Positive Pay Account Recon
Customers% Bank

Welcome  Account Services ¥  Administration ¥

Favorites: ACH Positive Pay Positive Pay Full Account Reconciliation Message Center
Manage exceptions Manage exceptions  Enter issues New messages: 12
Exceptions status Enterissues Import issues ZHENEY Need Help? Contact Us
Manage payment rules  Importissues Update issues

i Remember to cbserve
mport decisions Approve issues Profptila !
Update issues Statements — reconciliation schedule.

Approve issues Actiity — reconciliation

Exception decisions ~ Outstanding issues

Quistanding issues  Paid checks

Stale issues

Partial Account Reconciliation

. Statements — reconciliation
Approve decision files -
Activity — recongiliation

Issue status

Deposit Reconciliation
Statement — deposit reconciliation
Activity - deposit reconciliation

2. The Search Exception Decision Status screen will be displayed.

Customers%Bank Positive Pay Account Recon

Welcome  Account Services v  Administration v

Manage exceptions

+ Exceptions status Search Exception Decision Status
Manage payment rules Up to 3 menths of data are available; a maximum of three months may be retrieved during a single search.
Acco 13 Go
[ Description Type Account  ABAMTRC
[] PRESTIE uEm T Anmr T Saving 2470 081203790
PR Checking 4511 081203790
PR Checking ~ *4512 081203750
Date range O Specinc uawe, e /vt jrjavie |y
diyyyy)
® From [o1 sz 2018 ]E=
(mmicdiyyyy)
To [02]¢[o1_]r[2018 ] =
(mmicdiyyyy)

O Current business day

Bxception type ® Include all excaptions
i e

3. Enter the following fields:

e Account — select the radio button in front of the appropriate account number

o Date range — user the calendar icons to enter a Specific Date or a From and To date
to search. Or select previous business day to see all items from the previous
business day.

o Exception type — select the radio button in front of Exception type to view

4, Select Search.
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Custumers%Bank

5. The Exception Decision Status Summary screen will be displayed with items that match the
search criteria.

Welcome  Account Services v

Manage exceptions
» Exceptions status
Manage payment rules

Customers%Bank

Administration v

Exception Decisions Status Summary
Exceptions with a "Default"; decision have been decisioned by the bank. Please contact your Bank Support for the decision
Checks that have been converted into an ACH electronic payment display with a check number.

Decision and approve exceptions | New search

Positive Pay Account Recon

Report created: 0210112018 at 12:15:00 PM (ET)
Date range: 0110212018 10 02001720
Exception type: Include all exceptons
Total items: 9
(To view details, click on the sceount number)
Decision Debit Account_ Originator Company DebitAmount  Check Number _ Effective Date  Reject Reason Approval Status
Return 24511 ABC Corp $8005.43 01262018 Unauthorized Orig. Comp 208 Dot
Defat 51 2P Corp $7005.46 124587 01292018 Unauthorized Sec
Return 51 ABC Corp §765.43 02012018 Unauthorized Orig. Comp 1 0f3 received
Pay 51 2P Corp $895.45 02012018 Unauthorized Sec 1 0f3 received
Defauit 512 ABC Corp §765.43 124569 01242018 Unauthorized Orig. Comp
Defaut 4512 2P Corp $895.45 OU272018  Unauthorized Sec
Pay 512 ABC Corp $700.43 02012018 Unauthorized Orig. Comp528 1 of 2 received
oo e T, ceen i Mo e i

6. Click on the hyperlink under the Debit Account column to view additional information on

each item.
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ACH Positive Pay - Account Services

Manage Payment Rules

Custumers%Bank

1. From the main menu heading select Account Services, under ACH Positive Pay select
Manage payment rules.

Posive Pay Account Recon |

Customers &2 Bank

Welcome Account Services ¥  Administration v

Favorites:  AGH Positive Pay Positive Pay Full Account Reconciliation Message Center
Manage exceptions Manage exceptions Enter issues New messages: 12
Exceptions status Enter issues Import issues EESIIET Need Help? Contact Us

Manage payment rules

Import issues

Import decisions

Update issues.
Approve issues

Statements — reconciliation

Remember to observe
ACH holiday processing
edule

Update issues
Approve issues Activity — reconciliation
Exception decisions

Outstanding issues

Outstanding issues
Paid checks

Stale issues
Partial Account Reconciliation
Issue status
Statements — reconciliation
Approve decision files

Activity  reconciliation

Deposit Reconciliation
Statement — deposit reconciliation
Activity - deposit reconciliation

2. The Manage Payment Rules screen will be displayed.

Positive Pay Account Recon

Customers%Bank

Welcome  Account Services ¥  Administration v

Manage exceptions

e Manage Payment Rules Print this page
» Manage payment rules Payment rules guidelines
Authorizations
Debit Acgount | Maximum Amount ACH Transaction Type  Originator Company Name Originator 1D  Expires Rule Type
4512 No maximum ALL - Select All ZIP Corp ACHID 02/032018 One-Time Edit Delete
4511 $50.00 AT ABC Corp ACHID2 02/03/2018 Ongoing Edit Delete
4511 No maximum ALL - Select Al ABC Corp ACHID3 0210312018 Donotalow  Edt  Delete

Add authorization

3. Alist of payment rules will be displayed.
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4. Click on the Edit link to edit existing payment rules.

e Edit the appropriate fields
e Select Save changes

Add authorization

Type
Debit account :
Maximum amount : ® No maximum amount
O Maximum amount:  $ l:l
ACH transaction type - [CCD - Corporate Credit or Debit v

Originator Company name :  |AB Company
Originator Company 1D - 111111111 x

Expiration Date @ No Expiration Date

O Expiration Date | ‘/‘_ i )
{mmiddlyyyy)

Save changes | Do not save changes

Add New Authorizations

5.

Select Add Authorization.

6. The Add Authorization screen will be displayed.

7.

Add authorization

Type :
Debit account :
Maximum amount ® No maximum amount
O Maxmumamount §[ ]
ACH transaction type : [ALL - Select All v

Qriginator Company name : l:l
Qriginator Company D : l:l

Expiration Date : @ No Expiration Date

© Expiration Date | 4] f; ]
(mmidd/yyyy)

Save changes Do not save changes

Enter the appropriate fields:

e Type — use the drop-down menu to select how often the payment should be paid

e Debit account — select the account to debit from the drop-down menu

e Maximum amount — select the radio button in front of No maximum amount or
Maximum amount and enter an amount in the box
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Custumers%Bank

e ACH transaction type — use the drop-down menu to select the appropriate ACH
transaction type

e Originator Company name — enter the originating company name

e Originator Company ID — enter the originating company ID

e Expiration Date - select the radio button in front of No Expiration date or
Expiration Date and use the calendar icon to select a date

8. Select Save changes.
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Custumers%Bank

Positive Pay - Account Services

Manage Exceptions

1. From the main menu heading select Account Services, under Positive Pay select Manage
Exceptions.

PosTive Pay Account Recon |
Customers%Bank

Welcome  Account Services v  Administration

Favorites:  ACH Positive Pay Positive Pay Full Account Reconciliation Message Center
Manage exceptions Manageexceptions  Enterissues New messages: 12
Exceptions status Enter issues Import issues i LIE Need Help? Contact Us
Manage payment rules  Import issues Update issues

R Remernber to obserie
mport decisions Agprove issues il
Updat tat its schedule.
Approve issues Activity  reconciliation
Exception decisions Outstanding issues
OQutstandingissues  Paid checks
Stale issues
Partial Account Reconciliation
Issue status.

Statements — reconciliation
Approve decision files

Activity — reconciliation

Deposit Reconciliation
Statement — deposit reconciliation
Activity - deposit reconciliation

2. The Manage Exception screen will be displayed.

3. Alist of exception will be displayed.

Manage Exceptions
To make a decilon on an axception, choose an applcable decision, chack the appropriie exceptions. and then clic “Continue’
Use the following nks for sasy access to specic sactions of s page.

- Check Exceptions Avaliing Asproval

L Chack ELohion: Avaning Dedon

R A R e A sncvor Decision

Check Exceptions Awaiting Approval Bown o 10
Approvals for decisions can be made from 10:00:00 AM io 12:00:00 PM.

Chacks convartad to ACH slectronic paymants appsar with ACH" basids th chack numbar.

‘Salact all- Dazslact all- Saacch xcaptins
Rasizian Account  Check Iaausd Date piad o o R Bayes sene!
O Pay 4511 34464 & 0612012015, $18.81834 $16,81834  Amount Mismatch Able Construction }, 9f 2 received
& ey sz zam 5715378 Notssue Found
Rotum - Payeo et 2 mm oszizos s341.05 BT R —
Retum - Not Auhorized “4512 385359 ACH 062012015 ses0.00 565000 No lssue Found
Pay 4511 52929 $4203.18  No lssue Found 1,012 recelved
Return - Payee 4511 62930 $567 66 No lssue Found A
Retum - Muliple Errors *4511 82085 520950 Mo lssue Found
pay w21 ensrs 5150360 Roversa Posiive Pay
Retum - Not Autorized <4511 43203 576700 Seral Error

Check Exceptions Awaiting Decision

oc

1 10,0000 AM 10 12.00:00 PM

Checks converted to ACH electranic payments appear with “ACH" baside the check number.

Selact all- Dasslact all- sptions
—— ccouns.. R —— Issued Amouns|  Exception — Appraval
Deeisi a. Check 1ssued D Pay.

1 Sslact dacision 4511 20471 @ 061212015 5104092 5104092 Duplicats ltem Stats of Wisconsin 0 of 2 received Ean
) Sslect dacision "512 32221 AcH 06212015 s715.60 571560 No lssus Found 0012 recaivad =
1 Select decision 4511 4900 08212015 100,00 51000 Amount Mismatch  JK 00f2 raceivad Ean
Apply this dacision to sslected sxceptions
5 <1/ Avply

ACH Exceptions Awaiting Approval and/or Decision

Dacisions can be made from 8:00 AM ta 3-00 PM ET.

ACH exceptions with a ‘Pay’ dacision are automatically added to your list of authorized ariginators.

Checks converted to ACH electranic payments appear with ‘ACH' beside the check number

Select all - Deselect all 7o view ot ctck an o o

Debit Account | Originator Company Name Check Number  Effective Date  Reject R

91 [Retum ] a5 ABC Corp. 5765.43 124569 0612212015 Unauthorized Orig. Comp ikl st P
@ ] sz zIP corp. 9546 0812212015 Unauthorized Sec 00t 2 raceived
Pay “as12 Asc corp 570043 02212015 Unauthorized Orlg. Comps2s o2 1Coved

Ready 1o transmit
Na payment rule addad for this originating company

Pay sz A8C co ses0.43 062212015 Unautrorized Sec Loizreed
o

M

No

Continue

4. Under the Check Exception Awaiting Decision heading, select the checkbox in front of
Select Decision to make pay or return each item.
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8.

9.

10.

Custumers%Bank

Note: Click the Edit link beside the exception to correct item information.

Use the drop-down menu at the bottom of the page to select Pay or the appropriate Return
reason.

User setup with ACH Positive Pay entitlement will see items under the heading ACH
Exceptions Awaiting Approval and/or Decisions.

Note: ACH Positive Pay items can come in throughout the day. Please setup up your User
ID with alerts to be alerted when ACH Positive Pay items need decisioning.

» When an ACH Positive Pay item is selected to pay, the user can setup a rule to
automatically handle this item in the future.

Salect all - Deselect all

Decision  Debit Account _ Originator Company Name  Dshit Amount Check Number  Effective Date  Reject Reason Approval Status
@ [Py~ 811 ABC Corp §765.43 124569 12202017 Unauthorized Orig. Comp S
iz =451 2P Corp 5895 46 1212012017 Unauthorized Sec g:;gy’f;el‘}::’mit

nt rule for this originating company
Maximum Amount ACH Transaction Type
No maximym ALL-Select All it authorization

o Select the checkbox Add payment rule for this originating company.
o Select Edit authorization to add additional information to the rule.

Select a decision from the drop-down menu.

Note: Click on the debit account hyperlink to view information on the ACH item.
Select Continue at the bottom of the page.

The Verify Decision screen will be displayed.

Select Transmit.

Note: Customers setup on dual approval will see an Approve button for 1° approver.
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Custumers%Bank

Dual Approval

11

If dual approval is setup, under the Check Exceptions Waiting Approval heading, users will
see items that have had the 1% decision completed at the top of the page. Select the
checkbox in front of each item approve the decision.

Customers%Bank

Welcome  Account Services w  Administration v

» Manage exceptions i
Enter issues Manage Exceptions
Importissues To make a decision on an exceplion, choose an applicable decision, check the appropriate exceptions, and then click "Coninue”
TS Use the following links for easy acc ess to specific sections of this page.
Update issues
+ Check Exceptions Awaiting Approval
L IO + Check Exceptions Awaiting Decision
Excepton decisions
Outstanding issues Check Exceptions Awaiting Approval
Stai
e Approvals for decisions can be made from 8:00 AM to 11:00 AM ET.
Issue status

e e o s Checks converted to ACH electronic payments appear with "ACH" beside the check number.

Select all » Deselect all» Search exceptions

Account  Check Issued Date Issued Amount  Amount Paid Exception Reason Payee  Approval Status
5 - 1 of2 received

[m] 0501 00000019229 =] $3,023.00 No Issue Found Ready to transmit
. 1 0of 2 received

O Pay 0501 00000019272 =] $3,359.00 No Issue Found Ready to transmit

0 Pay 0501 00000019273 @ $246.00 Nolssue Found iLof2 recened

Ready to transmit

Check Exceptions Awaiting Decision Refumtotop

Decisions can be made from 8:00 AM to 11:00 AM ET.

12. Select Continue at the bottom of the page.

13. Select the checkbox in front of each decisioned item and select Continue at the bottom of
the page.

14. The Verify Decision screen will be displayed.

15. Review the information and select Transmit.

Customers% Bank

Welcome  Account Services w  Administration w'

» Manage exceptions ) .
Ermas Verify Decisions
Import issues Checks that have been converted into an ACH electronic payment display with a check number.

Import decisions

Update issues Check Exceptions Awaiting Approval Change selections
Approve issues
Exception decisions Decision Account Check Issued Date Issued Amount Amount Paid Exception Reason Payee  Approval Status
Outstanding issues 3 " 1 of 2 received
Stle s Pay 0501 00000019229 &) $3,023.00 Nolssue Found Ready to transmit
Issue status g 3 10f 2 received

Pay 0501 00000019272 @) $3,359.00 Nolssue Found Ready to transmit
Approve decision fles

P 10f 2 received
Pay 0501 00000019273 @ $246.00 Nolssue Found Ry & bt
Transmit
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Positive Pay - Account Services

Enter Issues

1. From the main menu heading select Account Services, under Positive Pay select Enter

Customers@rz Bank
-
Welcome  Account Senvices v Administration w
Manage exceptions
» Enter issues Enter Issue
Import issues
IR Account Information
Update ssues
e s P
Exception decisions
Outstanding issues.
Stale issues Item Details
Issue status.
Approve decision files it i | —
Amount sL——
Issued date [12_Js[18_ Js[2017 ][E
Issue type:

Payee (optional) [

Sequential Entry

To enter the next sequential issue for this account, check the sequential entry checkbox

Sequential entry o

Continue

2. The Enter Issue screen will be displayed.
3. Enter the following fields to create a manual entry:

e Account — select an account number from the drop-down menu
e Check number — the number on the check

e Amount —the amount on the check

e Issue Date — the date the check is being issued

e Issue Type —select Issue of Void from the drop-down menu

e Payee —name on the check (optional)

Note: If there are additional sequential manual checks to be entered select the
Sequential entry checkbox.

4, Select Continue.
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5. The Verify Issue screen will be displayed.

Customers% Bank

Welcome  Account Services w  Administration w

Manage exceptions

 Enter issues Verify Issue
Import issues New entry
Import decisions
Update issues Account Information
Approve issues
Exception decisions Aot 8816
Outstanding issues
Stale issues Item Details
Issue status
. Check number. 1003
Approve decision files
Amount: $3.00
Issued date 1211812017
Issue type: Issue
Payee Test3

To submit this request without approving, click submit for approva

Add issue

6. Review the information, if everything is correct select Add Issue.

Note: For customers setup on dual approval:

> If the user entering the issue has the approval entitlement, they should select the Add
Issue option so they are considered the 1° approver. The second approver will
approve the issue being added.

> If the user entering the issue is NOT an approver, they will need to select Submit for

Approval instead of Add Issue and two other approvers will approve the issue being
added.

7. A confirmation screen will be displayed.

Customers% Bank

Welcome Account Services w  Administration w

Manage exceptions

» Enter issues Issue Confirmation
Import issues
The following manual issue entry was successful.
Import decisions
Update issues. New entry
Approve issues .
Exception decisions Account Information
Qutstanding issues
. Account *8816
Stale issues
Issue status 8
- Item Details
Approve decision files
Check number: 1003
Amount $3.00
Issued date: 121812017
Issue type: Issue
Payee: Test3
How Dol Terms FAQs
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Positive Pay - Account Services

Create Import Issues Format

1. From the main menu heading select Account Services, under Positive Pay select Import

Issues.

Customers% Bank

Welcome  Account Services w

Manage exceplions
Enter issues

» Import issues
Import decisions.
Update issues
Approve issues
Exception decisions
Outstanding issues
Stale issues
Issue status.

Approve decision files

Administration w

Import Issues / Manage File Formats

Add a file definition | View the stalus of files imported in the last 40 calendar days
File Definitions

(Ta view, edt. or deiste = fie dafiniton, slick the fils neme.]

Name Description File Type
{#  MICASH Parses uploaded MI format Issues file  FixedFormat
Continue

2. The Import Iss

ues screen will be displayed.

Note: The first-time logging into FIS ARPPA Positive Pay you will need to create a file
import format to match your account software output or you can use the FIS format that is
already created and change your accounting software output to match.

3. Select Add a file definition under the Import Issues / Manage File Formats heading.

Customers% Bank

Welcome Account Services w

Manage exceptions
Enter issues

+ Import issues
Import decisions.
Updale issues
Approve issues
Exception decisions
Qutstanding issues
Stale issues
Issue status

Approve decision files

Administration w

Add Description
Import a file with an existing format
Description

Enter descriptive information to differentiate this definition from existing defintions.

Definition name: [

Description. [

File contents: O Decisions
O Issues
File type: ® Delimited
O Fixed
Continue

4. Enter the following fields:

e Definition Name — create a name for the file

e Description — enter a brief description
e File Content — select the appropriate radio button for the type of items in the file
e File type - select the appropriate radio button for the file type

5. Select Continue.
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Delimited Format

6. The Add Characteristics screen will be displayed.

Customers% Bank

Welcome Account Services w  Administration w

Manage exceptions

Enter issues Add Characteristics

» Import issues Import a file with an existing format
Import decisions.
Update issues Description
BarwmEias Definition name: Test1
Exceplion decisions Description Test file 1
Outstanding issues File contents: Issues
Stale issues File type: Delimited

e Characteristics
Approve decision files

Field delimiter:
Text qualifier Double Quote () ¥
Amount format: > Decimal included  i.e. 123.00)

2 Decimal notincluded (ie. 123)
Applied decimal —
o [Whole Dollar (123 = 123.00) /]
Date format e

Continue

7. Under the Characteristics heading enter the following fields:

e File delimiter — select the appropriate delimiter from the drop-down menu
o Text qualifier - select the appropriate qualifier from the drop-down menu
e Amount format — select the appropriate radio button to the amount layout
o Date format - select the appropriate qualifier from the drop-down menu

8. Select Continue.

9. The Add Default Field Value screen will be displayed.

Customers% Bank

Welcome Account Services w  Administration w

Manage exceplions

Enter issues Add Default Field Values

» Import issues Import a fle with an existing format
Import decisions
Update issues Description
DD e Definition name Test1
Exception decisions Description Testfile 1
Outstanding issues File contents: Issues
Stale issues File type: Delimited

bl Characteristics
Approve decision files

Field delimiter: Comma ()

Text qualifier: DoubleQuote

Amount format: Decimal included (ie. 123.00)
Date format: MMDDYYYY

Default Field Values (Optional)

Enter default values that will be applied to all issues in your import ile

ABATRC:

Accourt
Issue type:

Issue action:

Continue

10. Under the Default Field Values (Optional) heading select following fields if you would like to
setup default actions.
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Custumers%Bank

e ABA/TRC —there is only one option in the drop-down menu

e Account — use the drop-down menu to select the default account

e Issue type - use the drop-down menu to select the default issue type

e Issue action - use the drop-down menu to select the default issue action

11. Select Continue.

12. The Add Field Properties screen will be displayed.

Add Field Properties A
Importa o withan asing fomat
Description il escrton
ost 1
Testingfie 1
s Issues
Fietpe Delimted

Defauit Field Values (Optional) Edit defoult feld values

Field Properties

your import e, For example, « ABATRC "Account” you would T 7 oimport
Validfeld properies ae isted bolow for your refrence.

Fiold Name Position Number Valid Field Properties
ABATRC

Account.

Check Number

Amaunt s than 100.000.000.00

Issued Date e, MMDDYY)

lssua Type

Issue Acton Add, A Delee, D
DebiUCredit (optona) Debi D, Credit. C

Payes (optonal) ioh ) 9

13. Under the Field Properties heading enter the field numbers for each category.
14. Select Add File Definition.
15. The File Definition Confirmation page will be displayed.

File Definition Confirmation

New selecton | Add ancther fle definion

Description

Date format: MMDDYYYY

Default Field Values (Optional) 6 dofau fiod vaues.

Field Properties Edit fkd properties

Fiekd Name Positon Number Valid Feld Properties

ABATRC 1 w

Account 2

Check Number 3

Amount 4  fess than 100.000,000.00

wwwww 4 Date 5 mple, MMDDYY)

lssuo Type G

Issus Action 7 Add, A, Delete, D

DebiCredt (optoal) Dbt D, Crecit €

Payeo (optional) Alpha (a2 AZ), numerc (09), spocial charactes (ncluding spaces), %6 charactors max
How Dol Tems  FAC:
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Fixed Format

16. The Add Characteristics screen will be displayed.

Customers% Bank

Welcome  AccountServices w  Administration w

Manage exceptions

Enter issues Add Characteristics

» Import issues Import a file with an existing format
Import decisions
Update issues Description
LIEEDED Definition name: Test1
Exception decisions Description: Test file 1
Outstanding issues File contents Issues
Sl Raies File type: Delimited

il Characteristics
Approve decision files

Field delimiter:
Text qualifier Double Quote (1) v/
Amount format: O Decimal included (i.e. 123.00)

O Decimal not included (i.e. 123)
pplied Coc el [Whole Dolar (123 = 123.00) ¥
Date format MMDDYY v

Continue

17. Under the Characteristics heading enter the following fields:

e File delimiter — select the appropriate delimiter from the drop-down menu
e Text qualifier - select the appropriate qualifier from the drop-down menu
e Amount format — select the appropriate radio button to the amount layout
e Date format - select the appropriate qualifier from the drop-down menu

18. Select Continue.

19. The Add Default Field Value screen will be displayed.

Customers% Bank

Welcome  AccountServices w  Administration v

Manage exceptions

Enter issues Add Default Field Values

» Import issues. Import a file with an existing format
Import decisions.
Update issues Description
{3 i Definition name: Test 1
Exception decisions Description Test file 1
Outstanding issues File contents: lesues
Stale issues File type: Delimited

il Characteristics
Approve decision files

Field delimiter- Comma ()

Text qualifier DoubleQuote

Amount format Decimal included (i.e. 123.00)
Date format MMDDYYYY

Default Field Values (Optional)
Enter default values that will be applied to all issues in your import file.
ABATRC: <
Account
Issue type:

lssue action:

<

Continue

How Do | Terms FAQs

20. Under the Default Field Values (Optional) heading select following fields if you would like to
setup default actions.
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e ABA/TRC —there is only one option in the drop-down menu

e Account — use the drop-down menu to select the default account

e Issue type - use the drop-down menu to select the default issue type

e Issue action - use the drop-down menu to select the default issue action

21. Select Continue.

22. The Add Field Properties screen will be displayed.

Add Field Properties
mporta leuith an exsing format.

Description Edit descripion

Filetype: Fixed

Characteristics £t charactristies

Amount format Decimalncluded (10, 123.00)
Dato format: MMDDYY

Default Field Values (Optional) kit defaul feld values

Field Properties

Enter .y would appe: Forexamol, Tand tslengtn

Valdfisld propertes ae isted below foryour

Fiekd Name.
ABATRC

{

Account.

Check Number

ebilCredit (opional)

Payee (optonal)

Add file definition

23. The File Definition Confirmation screen will be displayed.

Cuslomers%Bank

Vanage excepions . » L
Enlerissues File Definition Confirmation
» Importssues oy .

Import decisions

Now selocion | Add ancther e defnion

Description Edt description
Deinion name: Test 2 Fixed
Descripton Testint Fsed Format
s
Filatype Foxed
‘Approve decison fles:
Characteristics Edtcharacterisics
Amountformat: Decimal included (. 123.00)
Date format MMDDYYYY

Default Field Values (Optional)

Field Properties

Field Name Posiion Number Length Valid Fild Properties

ABATRC 1 9 Nomeri only (09)

Aecount 0 6 Numeicany (0.9) 17 characters max

Check Number " [ Numeric cry (0.9) 15 charactors max

Amount 2 9 Numeiccny (09), greaterthan .00 andss than 100.000.000.00

Issued D E) 7 Nomer ate nspefed fomat o exampie, MNDDYY)

ssue Type @ i Issue, |, Void, V.

Issue Ackion @ 1 Add, A, Delte, D

DebiCredi optona) Detit, D, Credt,C

Payee (ptona) Alha (2, AZ) numerc (09),special characters (ncluding spaces), 9 characters max
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Positive Pay - Account Services

Upload Issue File

Note: The first-time logging into FIS ARPPA Positive Pay you will need to create a file import
format to match your account software output or you can use the FIS format that is already
created and change your accounting software output to match.

1. From the main menu heading select Account Services, under Positive Pay select Import
Issues.

Customers% Bank

Welcome Account Services w  Administration w

Manage exceptions

Enter issues Import Issues / Manage File Formats

» Import issues Add a file definition | View the status of files imported in the last 40 calendar days
Import decisions
Update issues. File Definitions

Approve issues (To view. eci or delete a e definion, lck the e name ]

Exception decisions Name Description File Type
Outstanding issues W MICASH Parses uploaded Mi format Issues fils  FixedFormat
Stale issues
Issue status

Approve decision files Continue

2. Select the radio button in front of the correct file format to be used for upload.
3. Select Continue.

4. The Select File screen will be displayed.

Customers% Bank

Welcome Account Services w  Administration w

Manage exceptions

Enter issues SEIECt Flle

» Import issues New selection
Import decisions
Update issues File Import Definition
Approve issues Definition name: Test 1
Exception decisions Description: Testing file 1
Outstanding issues File type: Delimited
Stale issues
Issue status File to import Browse...
Approve decision files

Import file

5. Select Browse and select the issue file from the appropriate file.

6. Select Import File.
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7. The Import Confirmation screen will be displayed.

Customers% Bank

Welcome  Account Services w  Administration v

Manage exceptions
Enter issues

Import Confirmation

+ Import issues

The file has been successfully received and is in process.
Import decisions

T Import anather file

SOpOE esties File definition name: Test1

Exceplion decisions Description Testing file 1
Outstanding issues File name: Pos Pay Test File 1.csv
Stale issues File type

Deimited
|ssue status Status: To view the imported file processi
Approve decision files

How Do | Terms FAQs

Select the File Import Status to make sure the file uploaded correctly.

9. The File Status screen will be displayed.

T
Customers E=Bank
Viekore  Accaut Senvies v Adrinsiaion
Varage oczplins
Enteriesies File Status Pinfispace
PO Siats ofimperted fles in e et L caenderdays
It decsans
T Al poroals et e esevd beor =l il b uly roseses
Inpot arae fie
Brcapion cedisons )
Custndingissies imparted Flles
Selzisstes R .
st File Name Total Records Issues i File Totsl Amount for ssues Voids in File Total Amount for Veids Dste Imported status
Aopros deisin s ) 8 002 SI7.00 12192017 Competedvizro's
[ 0 2000 100 21921 Competedvin zno's
0 52000 000 219217 Competedwin zno's
HonDol. | Tems  FAQs

10. Under the Status heading confirm the file was loaded with no issues

. Click on the File Name
hyperlink for details on the file upload.
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Positive Pay - Account Services

Import Decisions

This feature is currently not available.
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Positive Pay - Account Services

Update Issues (Research)

1. From the main menu heading select Account Services, under Positive Pay select Update
Issues.

Customers% Bank

Welcome  Account Services v Administration v

Manage exceptions

Enterissues Search Issues
Import issues.

Import decisions

» Update issues Account: 12 View. [All accounts V] Ge

Approve issues

Description Type Account ABA/TRC
Exception decisions = ]
Outstanding issues O testaccount Checking 8316 031302671
Stale issues O TestAccount Only Checking 9036 031302971
Issue status Date _
ate range: ®
Approve decision files < Specific date: // ]
(rlarsee)
O From: [ )[eroir ] [F
(mr vy)
T [z )@
(ricysys)

O Previous business day

Include: ® Exception issue items

O Qutstanding issue tems
Check number (optional): |
Search

2. The Search Issues screen will be displayed.

3. Enter the following fields:

e Account — select the radio button in front of the appropriate account number

o Date range — user the calendar icons to enter a Specific Date or a From and To date
to search. Or select previous business day to see all items from the previous
business day.

e Include — select the radio button in front of Exception issue items to view exception
items or Outstanding issue items to view outstanding items.

4, Select Search.

5. Alist of items matching the search criteria will be displayed.

Customers%Bank
Welcome  Account Services v Administraion v

Manage exceptions

Enter issues Select Issue

Import issues New search

Import decisions.

sUbdets Iauee) Report created: 121972017 3:36 PM (ET)

Approve issues Account: 031302971 - *8816 » CHECKING  est account

Exception decisions Date range: 11192017 to 121192017

Outstanding issues. Check number: Not requested

ST Include: Outstanding issue items

Issue status

Approve decision s m—— — ——— T
8316 1001 1211812017 $1.00 Testing Delete
8316 1002 121182017 $200 Test2 Delete
8316 1003 121182017 $300 Test3 Delete
8316 1045 121182017 $6.00 Delete
8316 1082 121182017 $8.00 Delete.
8316 1063 121182017 $9.00 Delete
2816 1078 12182017 5100 Delete
8816 1082 12182017 5200 Delete
8316 1096 1211812017 $3.00 Delete
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6. Under the Check heading click on the check number hyperlink to edit item.
7. The Issue Detail screen will be displayed.

8. Select Edit issue.

Customers%l!ank

Welcome  Account Services v Administation v

Manage exceptions

Enterissues Issue Details
Importissues New selction

Account

Information

Account 816

Item Details

Check number 1003

Issued date 12182017 120000 AM
Issued amount 5300

Payee: Test3

9. The Edit Issue screen will be displayed.

Customers% Bank

Welcome  Account Services w  Administration w

Manage exceptions
Enter issues Edit Issue
Import issues New selection
Import decisions.
» Update issues Account Information

Approve issues

Exception decisions Account *8816
Qutstanding issues
Stale issues Item Details

Issue status

Approve decision files Check number: 1003
Issued date: ’/ 2017 _]
Issued amourt 5300 |

Payee (optional):  [Test 3

Continue

10. Edit the appropriate field(s).
11. Select Continue.

12. The Verify Issue screen will be displayed.

Customers%Bank

Welcome  Account Services v Administration w

Manage exceptions 3

Enterissues Verify Issue
Import issues.

i TR 23 Account Information
+ Update issues

Approve issues Account “8816
Exception decisions

Outstanding issues Item Details

Stale issues

lssue status Check number: 1003

Approve decision files Issued date 1211802017
Issued amount $2.00
Payee: Test3

Save changes Do not save changes

13. Verify the information is correct and select Save Changes.
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14. The Issue Confirmation screen will be displayed.

Customers%Bank

Welcome  Account Services v Administration w

Manage exceptions

Enter issues Issue Confirmation
Import issues.
3 The changes have been saved successfully.
Import decisions
» Update issues New selection
Approve issues .
ko tleemmre Account Information
Outstanding issues
Account “8316
Stale issues
Issue status i
Item Details
Approve decision files
Check: 1003
Issued date: 12780017
Issued amount. $2.00
Payee: Test3
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Positive Pay - Account Services

Approve Issues

Custumers%Bank

1. From the main menu heading select Account Services, under Positive Pay select Approve

Issues.

(ustomevs,‘%Bank

Weome  Acco Senicss v Adminisraion ¥

Manegeexcepons

Erleristes Approve Issues & Issue Files

Al pproale s e e forznsseor il bfoe e acxepte.

Issug Pending Approval
» Approveisuzs
Exeplon daisions Seetal o Deselectel
Qusencing ssuzs Account Ch Amount Issued Date lssue Type Pagee Approval Status
Stkissies 5 0cf reosied
I T BE-tstaont ji0} 1200 “2180017 s Test2 i
lssue status

Ready otansit
Apcrore decson fes
There are o issue il for epproval
GuikLins

Manage derts
Approve

(Tovien i forsr s ek -
Action Pending

Now - pendngagprovel

2. The Approve Issues & Issue Files screen will be displayed.

3. Alist of items requiring approval will be displayed.

5. Select the checkbox next to each item to be approved.

6. Select Approve.

7. A confirmation screen will be displayed.

Select the check number hyperlink to view additional details on the item.

T T T T
Customers®2Bank
g

Uiskome | Account Servces w  Admirisiraicn v

Manage exceptons

Enterisstes Issue Approval Confirmation Brnt s page
Ingortissues

The issues and issueor

Irgort decisions

Updateissuss. New sslction
» Approve ssues

Bxcepiiondezsions pectce AppIcYed

Outancing ssies

Shlekssles Account Check Amount Issued Date Issue Type Payee Approval Status

Eaesn 816 -testaccount 02 5200 12132017 Issue Test2 10f 1 received

Ppprove ecison fles

Quick Links

Manage dets

HowDol. Tems | FAQs
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Positive Pay - Account Services

Exception Decisions (Research)

1. From the main menu heading select Account Services, under Positive Pay select Exception
Decisions.

Customers%!}ank

Welcome  Account Senvices v Administration v

Manage exceptions

Search Exception Decisions

Upto 3 months of data are available; a maximum of thre months may be retrieved during a single search

Outputto ® Screen (HTML)
CSV fle (Can be used by a spreadsheet program)
PDF (Creates a document that can be saved or printed)
Ouistanding issves To view your output 25 a PDF, you must have Adobe® Reader® insialled on your computer. To
= download the Adobe® ReaderS,cick the Adobe nk below. To confim you have Adobe® Reader®
Stalefssues instal s sample pof e
Issue status
Approve decision fles
Secout 12 View: [AlTaccouts ] | Go
{1 | Description Type Account  ABATRC
[ testaccount Checking 6816 031302971
[ Test Account Only Checking 9036 031302971
Decision date range: ® Spcic date i
B cocom s o) pe L =E
From: 120178
exua))
Decision opton o
Paid only
Retum only
Correcton only

Generate report

How Dol Terms  FAGs.

2. The Search Exceptions Decisions screen will be displayed.

3. Enter the following fields:

e  Output — select the radio button in front of: Screen to view on the monitor, CSV to
view in a spreadsheet or PDF to view in a report
e Account — select the radio button in front of the appropriate account
e Decision Date Range - user the calendar icons to enter a Specific Date or a From
and To date to search. Or select previous business day to see all items from the
previous business day.

e Decision option — select the radio button in front of the appropriate search type

4. Select Generate report.
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5. Alist of items matching the search criteria will be displayed.

Wcome  Regots v Transer and Paymeris v Account Seces w  Adminatton

Varage excetons -
Ertrisses Exception Decisions Pk b e
[Ra—— P e ——
mport decisers
Usdtessvas
Aoprovesses Socssazy
Outstanging s -

2 Repertcrested 12202017 104221 A ED°

Sl s Accounts: CGI203750- 451 - Cacking

fsaon s GB120370 4812 Creckng

pa— Oaterane: 1120201710 12202077

Aeprovececsen e Decison option e 1 decscns =
Service PostePay 22
Total epored amunt smess0

Cuiei L Total eported e 0

Sioppayment eauest

081203750 4511 Chacking - PRESTIGE OPERATING ACCOUNT

Totsreported smount: sieots0
Totareported °
| Amount (s5ued Date Pasied Date Dispositon Decison [
s10m 121620 220 Gomvsion
s7am 2z sz Pod
w3174 8017 oz0n Retn - nsme
stoatea wieorr 220z Pag
102 11820 120201 e - daie
AL 2T w2z e o resson

081203750+ 4312 Chesking *PRESTIGE PAYROLL ACGOUNT

Tous eportsd amount str00
ried 3
fmount 1ssued Date BosiedDate Disnosion Decison [
aust $100000 1162017 12202017 Retum-dute sou
s $10000 12182017 ooy Sobe 1 Sty
s $1000 12102017 a7 Cometen b ones
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Positive Pay - Account Services

Outstanding Issues (Research)

1. From the main menu heading select Account Services, under Positive Pay select
Outstanding Issues.

Customers% Bank

Welcome  Account Services w  Administration v

Manage exceptions

Enter issues Search Outstanding Issues

Import issues

Import decisions

Update issues. Output to ® Screen (HTML)

R ) CSVfile (Can be used by a spreadsheet program)
) PDF (Creates a document that can be saved or printed)
Exepion tecsbos To view your output 25 a PDF, you must have Adobe® Reader® installed on your computer. To
» Outstanding issues download the Adobe® Reader®, cick the Adobe link below. To confirn you have Adobe® Reader®
— instalied, view this sample pdf fle
N -
losue status e
Approve decision fles
s 12 View Go
[] |Desecription Type Account ABATRC
W testaccount Checking “8816 031302971
[]  TestAccount Only Checking 9036 031302971
Issued date range: ol

O Specific date:

From:

A
) )
® Em e
RS
Include: ® Issues and voids

) lssues only
Voids only

Generate report

2. The Searching Outstanding Issues screen will be displayed.

3. Enter the following fields:

e  Output — select the radio button in front of: Screen to view on the monitor, CSV to
view in a spreadsheet or PDF to view in a report
e Account — select the radio button in front of the appropriate account
e Issued Date Range - user the calendar icons to enter a Specific Date or a From and
To date to search. Or select previous business day to see all items from the
previous business day.
e Include — select the radio button in front of the appropriate search type

4. Select Generate report.
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5. Alist of items matching the search criteria will be displayed.

Customers

Menage axcepions
Enterissies
Imoatissues
Import cecisions.
Upcate issues.
Approeissues
Exepion darisons
» Outstanding issues
Staeissues
Isste status
Arove deisr i

Customers% Bank

Wekome  Account Sarvices v Administration v

Outstanding Issues

New search

Report created:
Account:

Issued date renge:
Include:

d amount: 56,00
d tems:

12182017 320PM (ET)
151300871 - 3616 « CHECKING - est account

ssuze andVods
%00
i

Amourt  Issued Date
00 12130017
£ 121301
B 12130017

Payee
Tesing
Test2
Test?

Prin s page:

Dovmload as:
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Positive Pay - Account Services

Stale Issues (Research)

1.

From the main menu heading select Account Services, under Positive Pay select Stale

Issues.

Customers% Bank

Welcome  Account Services v Administration w

Manage exceptions
Enterissues Search Stale Issues

Import issues Up to 3 months of data are available; a maximum of three months may be retrieved during a single search.
Import decisions.
Update issues
Output to © Screen (HTML)
O CSV file (Can be used by a spreadsheet program)
O PDF (Creates a document that can be saved or printed)
Outstanding issues To view your output as 2 PDF, you must have Adobe® Reader® installed on your computer. To
download the Adobe® Reader®, click the Adobe link below. To confirm you have Adobe® Reader®
installed, view this sample pd file-
s

Issue status A

Approve issues
Exception decisions

» Stale issues

e ausoure
Approve decision files

Accounts:

12 View: Go
[  Description Type Account ABATRC
i testaccount Checking 8816 031302971
[ TestAccount Only Checking 9036 031302971
Issued date range: ® Al
O Specific date o7 )

To:

)
Exal

O Previous business day

Generate report

2. The Search Stale Issues screen will be displayed.

3.

Enter the following fields:

e  Output — select the radio button in front of: Screen to view on the monitor, CSV to

view in a spreadsheet or PDF to view in a report

e Account — select the radio button in front of the appropriate account
e Issued Date Range - user the calendar icons to enter a Specific Date or a From and
To date to search. Or select previous business day to see all items from the

previous business day.

Note: The date range will only search for 3 months at a time.

4. Select Generate report.
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5. Alist of items matching the search criteria will be displayed.

Stale Issues Ennt this page
New search

Report created: 07/14/2014 at 10-17:05 AM EDT

Account; 081203790 - *45611 = Checking

Date range: All

Issues become stale after: 90 days - 081203790 - “4511 -

Total reported amount: $171.26

Total reported items: 2

Download this report as- | CSV file[=] | Go
081203790 « *4511 + Checking * PRESTIGE OPERATING ACCOUNT

Total reported amount: $171.26

Total reported items: 2

Check Number Amount Issued Date Payee Stale Date Issue Type
34189 $14370 04/10/2014 07/09/2014 Void

34204 527.56 04/05/2014 0710412014 Issue
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Positive Pay - Account Services

Issue Status (Research)

1. From the main menu heading select Account Services, under Positive Pay select Issue

Status.

Customers% Bank
-
Welcome  Account Seniices v Admiristration w
Manage exceptions
e Search Issue Status
Import issues Up to 18 months of data are available; a maximum of three months may be retrieved during a single search.
Import decisions.
Update issues. Ty R
utput to: ®
Approve issties i Q Tt
& = O CSV file (Can be used by a spreadshest program)
eplion dechions O PDF (Creates a document that can be saved or printed)
Outstanding issues To view your output as a PDF, you must have Adobe® Reader® installed on your computer. To
Stal . download the Adobe® Reader®, click the Adobe link below. To confirm you have Adobe® Reader®
talejeslies installed, view this sample pdf fle
» Issue status -
Approve decision files =
I 5 View: [Alzccounts V] | Go
[ | Description Type Account ABATTRG
[0 testaccount Checking 8816 031302971
[ TestAccount Only Checking *9036 031302971
Date range: ® Specific date: [12_|/[20]/[2017 |[H]
From:
T 20 o [ oa s
)
Date type: ® Issued date
O Posted date
) Status updated date
Amount (optionl) Amont S ]
B —
Check number (optional): | —
Generate report

2. The Search Issue Status screen will be displayed.

4. Enter the following fields:

e OQOutput —select the radio button in front of: Screen to view on the monitor, CSV to

view in a spreadsheet or PDF to view in a report

e Account — select the radio button in front of the appropriate account
e Date Range - user the calendar icons to enter a Specific Date or a From and To date
to search. Or select previous business day to see all items from the previous

business day.

o Date type —select the appropriate radio button

e Amount —this field is optional
e Check number — this field is optional

3. Select Generate Report.
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Custom ers‘%Bank

4. The Issue Status report will be displayed with a list of items that match the search criteria.

Customers%Bank
Welcome  Account Services w  Administration W'
Manage exceplions
Enterissues Issue Status Pint this page
Importissues S e - s
Importdecisions
Update issues Best search
Approve issues
Exception decisions Report created: 122012017 1:07 PM (ET)
Outstanding ssues. Account: 031302971 - *8816 - CHECKING - test account
Stale lesuss Date range 117202017 to 12/202017
Date type: Issued date
BisSse Stas Amount: Not requested
Approve decision files Check number: Not requested
Total reported amount: $133.00
Total reported items: 28
Dowrload as: Go
031302971 +"B816 » Checking » est account
Total reported amour
Total reported items: 23
Check Number Amount  Issued Date Posted Date Status Status Updated Payee
1001 $100 12182017 na Issue na Testing
1002 $200 12182017 nfa Issue. nia Test2
1003 $200 12182017 na Issue 1211912017 Test3
1045 $600 12182017 a Issue na
1052 $800 12182017 na Issue na
1063 $9.00 12182017 na Issue n/a
1078 $100 12182017 wa Issue na
1082 200 12182017 na Issue na
1096 $300 12182017 na Issue n/a
1234 $100 12182017 na Issue na
1245 $500 12182017 na Issue na
1278 $6.00 12182017 nfa Issue n/a
2011 400 12182017 wa Issue na
2021 $500 12182017 na Issue nia
2023 $6.00 12182017 nfa Issue nia
2024 $800 12182017 nfa Issue n/a
2025 5900 12182017 wa Issue wa
s st 1onmom7 oia e wa
< >
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Positive Pay - Account Services
Approve Decisions File

This feature is currently not available.

173



Positive Pay - Administration
Full Account Reconciliation
Enter Issues

Issue files only need to be uploaded once. If they are uploaded under the Positive Pay
module you do not have to upload them again under the Full Account Reconciliation
module.

1. From the main menu heading select Account Services, under Full Account Reconciliation
select Enter issues.

Customers% Bank

Welcome  Account Services w  Administration ¥

Enter Issue

Account Information

Account

Item Details

'

Check number:

|

Amount

Issued date:

i

/e |

Issue type:

I

Payee (optional)

Sequential Entry

To enter the next sequentialissue for this account, check the sequential entry checkbox.
Sequential entry O

Continue

2. The Enter Issue screen will be displayed.
3. Enter the following fields to create a manual entry:

e Account — select an account number from the drop-down menu
e Check number — the number on the check

e Amount —the amount on the check

e Issue Date — the date the check is being issued

e |Issue Type — select Issue of Void from the drop-down menu

e Payee — name on the check (optional)

Note: If there are additional sequential manual checks to be entered select the
Sequential entry checkbox.

4. Select Continue.
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5. The Verify Issue screen will be displayed.

Customers%ﬁank

Welcome Account Services w  Administration w

» Enter issues

Importissues Verify Issue

Update issues New entry

Approve issues

Statements - Account Information

reconciliation

Activity - reconciliation Account: 8816

Outstanding issues

Paid checks Item Details
Check number: 2458
Amount: $1.00
Issued date: 11612018
Issue type: Issue
Payee:

To submit this request without approving, click submit for approval

Add issue

6. Review the information, if everything is correct select Add Issue.

Note: For customers setup on dual approval:

> If the user entering the issue has the approval entitlement, they should select the Add
Issue option so they are considered the 1°* approver. The second approver will
approve the issue being added.

> If the user entering the issue is NOT an approver, they will need to select Submit for

Approval instead of Add Issue and two other approvers will approve the issue being
added.

7. A confirmation screen will be displayed.

Customers% Bank

Welcome Account Services w  Administration w

» Enter issues.

Import issues Issue Confirmation
Update issues

e The following manual issue entry was successful.
prove issues

Statements - New entry

reconciliation

Activity - reconciliation Account Information

Outstanding issues

Paid checks Account: 8816
Item Details

Check number: 2468

Amount $1.00
Issued date: 1/6/2018
Issue type: Issue
Payes:
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Full Account Reconciliation

Create Issue Format

Issue files only need to be uploaded once. If they are uploaded under the Positive Pay

module you do not have to upload them again under the Full Account Reconciliation
module.

1. From the main menu heading select Account Services, under Full Account Reconciliation
select Import Issues.

Customers%Bank

Welcome Account Services w  Administration v

Enter issues

» Import issues Import Issues / Manage File Formats
Update issues Add a file definition | View the status of files imported in the Iast 40 ealendar days
Approve issues
SrRaments File Definitions
reconciliation
peGREe ™ elete a fle defintion, oick the fle name.)
clivity -
: Name Description File Type
Outstanding issues
O MICASH Parses uploaded MI format Issues file  FixedFormat
Paid checks
Test1 Testing file 1 Delimited
Test 2 Fixed Testint Fixed Format FixedFormat
Continue

2. The Import Issues screen will be displayed.

Note: The first-time logging into FIS ARPPA Positive Pay you will need to create a file
import format to match your account software output or you can use the FIS format that is
already created and change your accounting software output to match.

3. Select Add a file definition under the Import Issues / Manage File Formats heading.

Customers%Bank

Welcome  Account Services w  Administration w

Enter issues

» Import issues Add Description
Update issues. Import 2 file with an existing format
Approve issues
Statements - Description
reconciliation

Enter descriptive information to differentiate this definition from existing definitions.
Activity - reconciliation

Outstanding issues Definition name ‘ |

Paid checks Description ‘ |
File contents: © Decisions
O Issues
File type: ® Delimited
O Fixed
Continue

4. Enter the following fields:

e Definition Name — create a name for the file
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Custom ers%Bank
o Description — enter a brief description

e File Content — select the appropriate radio button for the type of items in the file
o File type - select the appropriate radio button for the file type

5. Select Continue.

Delimited Format

6. The Add Characteristics screen will be displayed.

Customersé\,,:. Bank
2
Welcome  Account Services w  Administration v
Enter issues e
» Import issues. Add Characteristics
Update issues Import  file with an existing format
Approve issues
Statements - Description
reconciliation
- Definition name Test3
Activity - reconciliation
Description: Testing3
Outstanding fesies. File contents: Issues
Paid checks File type. Delimited
Characteristics
Field delimiter
Text qualifier Double Quote () v
Amount format O Decimal included ( i.e. 123.00)

D Decimal not included (i.e. 123)
Al
formes: (Whole Doliar (123 = 123.00)
Date format MMDDYY v

Continue

7. Under the Characteristics heading enter the following fields:

o File delimiter — select the appropriate delimiter from the drop-down menu
Text qualifier - select the appropriate qualifier from the drop-down menu
Amount format — select the appropriate radio button to the amount layout
o Date format - select the appropriate qualifier from the drop-down menu

8. Select Continue.
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9. The Add Default Field Value screen will be displayed.

Custumers‘%Bank

Cusmmers%Bank

Welcome  Account Senvices v Administration v

Enter issues .
» Import issues Add Default Field Values

Update issues Import a file with an existing format

Approve issues
Statements - Description
reconciiation

Actiity - reconcilation Defindion e ety
i Description: Testing3

Outstanding isues il contents lssues

Paid checks File type: Delmited
Characteristics
Field delimiter Comma ()
Text quaifer DoubleQuote
Amount format: Decimal included ( i e. 123.00)
Date format: MMDDYY

Default Field Values (Optional)

Enter default values that will be applied to alissues in your import file.

ABAITRC: v
Account v
Issue type: (]

Exit description

Eit characteristics

10. Under the Default Field Values (Optional) heading select following fields if you would like to

setup default actions.

e ABA/TRC —there is only one option in the drop-down menu

e Account — use the drop-down menu to select the default account

e Issue type - use the drop-down menu to select the default issue type

e Issue action - use the drop-down menu to select the default issue action

11. Select Continue.

12. The Add Field Properties screen will be displayed.

Id Properties
a0 aising format

Testt
Testng e 1

Characteristics

Fied deimiter
Text qualfer:
Amauntformat:

od e 123)
r(123=12300)
Date format

Default Field Values (Optional)

Field Properties
Enter

y pe: port fle. For exampl, your i is “ABATRC “Account
‘Vald field propertes are listed below fo your reference.

Fickd Name Positon Number Valid Field Propertis
ABATTRC

Acsount

Check Number

Issued Date e, MMDDYY)

Amount

Issue Type

lssue Action Add, A, Delete, D
DebiCredt (optiona) Dbt D, Credit, C

Payee (optonal) Alpha (2, AZ), numeic (09),special characers (including spaces), 9 characters max

Add il dofinition

2 toimport

£t descripion

Edit charactersics

Edit defaut fild vaues.

13. Under the Field Properties heading enter the field numbers for each category.

14. Select Add File Definition.
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15. The File Definition Confirmation page will be displayed.

File Definition Confirmation
e following i ton h

New salection | Add anather fie defntion

Description

Characteristics

Field deimier

Text qualfer

Amount format cluded (10 123)
(123= 123.00)

Date format MMDDYYYY

Default Field Values (Optional)

Field Properties

Fiold Name Position Number Val
ABATRC 1 Nu
Account 2 Numeric ony (0-9), 17 ha
Check Number 3 Nu
Amount 4 Nu and ess than 100,000,000.00
ssued Date 5 Numeric date in specified format fo example, MMDDYY)
3 Issue, |, Void, V.

7 Add, A, Delate, D
Debit, D, Credit, C
Alpha (a2, AZ). numeric (0-9), special characters (ncluding spaces), 96 characters max

Fixed Format

16. The Add Characteristics screen will be displayed.

Customers%Bank

Welcome Account Services v Administration w

Enter issues

+ Import issues. Add Characteristics
Update issues Import a file with an existing format
Approve issues
Statements - Description
reconciliation

Definition name: Test3
Activity - reconciliation
5 Description Testing3
Ott=tding festice File contents: Issues
Paid checks File type Delimited

Characteristics

Field delimiter Comma()
Text qualifier Double Quote (7) v
Amount farmat: O Decimal included (i e. 123.00)

D' Decimal not included (e 123)

Applied decimal
plie ;fr';“;‘ Whole Dollar (123 = 123.00) v
Date format MMDDYY v

Continue

17. Under the Characteristics heading enter the following fields:

o File delimiter — select the appropriate delimiter from the drop-down menu
e Text qualifier - select the appropriate qualifier from the drop-down menu
e Amount format — select the appropriate radio button to the amount layout
e Date format - select the appropriate qualifier from the drop-down menu

18. Select Continue.
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19. The Add Default Field Value screen will be displayed.

Custumers‘%Bank

Customers% Bank

Welcome  AccountSenvices v Administration v

Enter issues

» Import issues Add Default Field Values
Update issues Import a file with an existing format
Approve issues.
Statements - Description
reconciliation
> Definition name: Test3
ctivty - reconlation .
Description: Testing3
Outstanding issues File contents: Issues
Paid checks File type: Delimited

Characteristics

Field defimiter Comma ()

Text qualifier: DoubleQuote
Amount format Decimal included ( i.e. 123.00)
Date format: MMDDYY

Default Field Values (Optional)

Enter defaut values that will b appiied to all issues in your import file

seaTRC
secount
Issue type:

BankHome | Disslosurez | Hep | Sign Of

Edit description

Edit characteristics

20. Under the Default Field Values (Optional) heading select following fields if you would like to

setup default actions.

e ABA/TRC —there is only one option in the drop-down menu

e Account — use the drop-down menu to select the default account

e Issue type - use the drop-down menu to select the default issue type

e Issue action - use the drop-down menu to select the default issue action

21. Select Continue.

22. The Add Field Properties screen will be displayed.

Characteristics

Amountformat Deciml ncluded (1. 123.00)
Date format MMDDYY

Default Field Values (Optional)

Field Properties

Apha a2, AZ),

‘Add file defnition

opearn yourmprt e, Fr exampe, Cia T s longh Erer—
Vil i ropetes are st below o your eerence
Fiskd Name Position Number Lengih Vald Fild Properies
ABATRC 1 [
Account 1 1
CheckNuosr — —
Amunt ] J
— [ s, . Void V.
—J — Add A Delte.D
—J [ Debit, D, Credit. C

Edit charasterisics

it defaut feld values
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Custumers‘%Bank

23. The File Definition Confirmation screen will be displayed.

File Definition Confirmation
Now sslecton| Addanother e dfiniton
Description
Defionname Test2 Fed
TestntFced Fomat
Fileconents: Issuss
Fleype Faed
Characteristics Editcharacteristics.
Amountfomat Decimal inclded (e, 123.00)
Date ormat. MADDYYYY
Default Field Values (Optional) et ld vl
Field Properties Edtfed propertes
Field Name Position Number Length Valid Field Properties.
ABATRC 1 g Nomeriz ony (09)
Aocount 0 6 Nomricony (09, 17 characers max
Chsk Number K 4 Nomerony (09,15 characers max
Amount 2 9 Numeric only (0-9), greater than 0.00 and less than 100,000,000.00
Issued Dae El 7 Nomric dat in spcied fonat(orexample, MNDDYY)
lesus Typa @ 1 Issue, L Void,V
Issus Acton @ 1 A4 A, Delete, D
DebiCredit (pton!) Debit D, Crei C
Payee (cpiona) Apha (2, A2) numeric (19, spcialcharacers (ncluding spaces), 9 charactersmax
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Custumers%Bank

Full Account Reconciliation

Upload Issue File

Note: The first-time logging into FIS ARPPA Positive Pay you will need to create a file import
format to match your account software output or you can use the FIS format that is already
created and change your accounting software output to match.

1. From the main menu heading select Account Services, under Full Account Reconciliation
select Import Issues.

Customers% Bank

Welcome Account Services w  Administration w

Enter issues

 Importissues Import Issues / Manage File Formats

Update issues Add a file definition | View the status of files imported in the Iast 40 calendar days

Approve issues
Statements - File Definitions
reconciliation

e (To wew. edit. or geiete & fie cefmton. oick the il name.)
Activity - reconciliation

) Name Description File Type
Qutstanding issues
MICASH Parses uploaded MI format Issues file  FixedFormat
Paid checks
Test1 Testing file 1 Delimited
Test 2 Fixed Testint Fixed Format FixedFormat
Continue

2. Select the radio button in front of the correct file format to be used for upload.
3. Select Continue.

4. The Select File screen will be displayed.

Customers% Bank

Welcome  Account Services w  Administration w

Enter issues

» Import issues Select File
Update issues New selection
Approve issues

Statements - File Import Definition

reconciliation
Activiy - reconciliation Dol Test 2 Fixed
Description: Testint Fixed Format
Outstanding issues
Paid checks File type: Fixed
File to import Browse.
Import file

5. Select Browse and select the issue file from the appropriate file.

6. Select Import File.
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7. The Import Confirmation screen will be displayed.

Customers% Bank

Welcome  Account Services w  Administration w

Enter issues

» Import issues Import Confirmation

Update issues
e The file has been successfully received and is in process.
prove issues

Sty Import another file
reconciliaion
Activity - reconciliation File definition name: Test 2 Fixed
Description: Testint Fixed Format
Outstanding issues File name: Pos Pay Test File 3.csv
Fesd checls File type Fired
Status: To view the imported file proces:

8. Select the File Import Status to make sure the file uploaded correctly.

9. The File Status screen will be displayed.

Customers%ﬂank

Welcome  Account Senvices v Adminstation v

Enterissues

» Importssues. File Status Printhis page:

(s Status of imported files in the last 40 calendar days.
Rt Al approvals must be received before a file wil be fully processed.
Lokl Import another fle
Aty - reconcilaon

Outstanding ssues Imported Files

Paidchetks
Total Records. Issues in File Total Amount for Issues Voids in File Total Amount for Voids Date Imported Status
8 8 53800 0 5000 011122018 Completed with erors
0 0 5000 0 5000 01/122018 Completed with erors
0 0 5000 0 5000 011122018 Completed with erors
8 8 53800 0 S000 12192017 Completed with erors
8 8 53800 0 S000 12192017 Completed with errors
10 8 53800 2 §1700 12192017 Completed ith erors
0 0 5000 0 S0.00 12192017 Completed with erors
0 0 5000 0 S000 121192017 Completed ith erors

10. Under the Status heading confirm the file was loaded with no issues. Click on the File Name
hyperlink for details on the file upload.
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Full Account Reconciliation

Update Issues

1. From the main menu heading select Account Services, under Full Account Reconciliation
select Update Issues.

[ P —
Customers¥ Bank
-
Welcome Account Services v Administration w
Enter issues
Importissues Search Issues
» Update issues
Approve issues
Statements - Account 1 View Go
reconciliation
Activity - reconciliation Description Type Account ABATTRC
Outstanding issues O] New Account Checking 8816 031302971
Paid checks )
Date range: ® Specific date: 1jos_|r[2018 |7E

vy

& @]
(s ¥y
T o e Ve
(mm/ddlyyyy)
O Previous business day

Include: @® Exception issue items

O Outstanding issue items

Check number (ptional) ]

Search

2. The Search Issues screen will be displayed.

3. Enter the following fields:

e Account — select the radio button in front of the appropriate account number

o Date range — user the calendar icons to enter a Specific Date or a From and To date
to search. Or select previous business day to see all items from the previous
business day.

Include — select the radio button in front of Exception issue items to view exception
items or Outstanding issue items to view outstanding items.

4, Select Search.
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5. Alist of items matching the search criteria will be displayed.

Welcome  Account Services v

Enter issues
Import issues

» Update issues
Approve issues

Statements -
reconciliation

Activity - reconciliation
Outstanding issues
Paid checks

Customers% Bank

Administration W

Select Issue

New search

Report created:
Account:

Date range:
Check number:
Include:

Bank Home | Dis

1/6/20182:28 PM (ET)

031302971 - *8816 - CHECKING « New Account
12/6/2017 to 1/5/2018

Not requested

Outstanding issue items

(To view snd edt datsis, sk ihe check number )

Account Check Issued Date Issued Amount | Payee

“8816 1001 121802017 $100 Testing Delete
“8816 1002 121812017 §200 Test2 Delete
8816 1003 121802017 $200 Test3 Delete
“8816 1045 12/1802017 $6.00 Delete
“8816 1052 121802017 $8.00 Delete
“8816 1063 121802017 $9.00 Delete
“8616 1078 121812017 $1.00 Delete
“8816 1082 121802017 5200 Delete
“8816 1096 121802017 53.00 Delete
“8816 1234 121802017 $1.00 Delete
“AR1E 145 12180017 5500 Delate

wres | Help | Sign Of

Under the Check heading click on the check number hyperlink to edit item.

The Issue Detail screen will be displayed.

Select Edit issue.

Welcome  Account Services ¥

Enter issues
Import issues

» Update issues
Approve issues

Statements -
reconeiliation

Activity - recangiliation
Outstanding issues
Paid checks

Customers% Bank

Administration ¥

Issue Details

New selection

Account
Information

Account

Item Details
Check number.
Issued date:

Issued amount:
Payes:

Benk Home |

Editissue *

“B816

1001

121162017 12:0000 AM
$1.00

Testing

Delete issue

The Edit Issue screen will be displayed.

Enter issues
Importissues

» Update issues
Approve issues

Statements -
reconciliation

Activity - reconciliation
Outstanding issues
Paid checks

Welcome  Account Services v

Customers% Bank

Edit Issue

New selection

Account Information

Account

Item Details

Check number:

Issued date;

Issued amount
Payee (optional).

Continue

Administration w

8816

[Testing
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10. Edit the appropriate field(s).

11. Select Continue.

12. The Verify Issue screen will be displayed.

Customers%Bank

Enter issues

» Update issues
Approve issues

Statements -
reconciliation
Account:
Activity - reconciliation
Qutstanding issues z
& Item Details

Paid checks.

Check number:
Issued date:
Issued amount

Payee

Save changes

Welcome  Account Services w  Administration w

Import issues. VETify Issue

Account Information

*8816

1001
1211872017
$1.00

Testing

Do not save changes

13. Verify the information is correct and select Save Changes.

14. The Issue Confirmation screen will be displayed.

Customers%Bank

Welcome  Account Services w  Administration w
Enter issues

» Update issues
Approve issues

Import issues Issue Confirmation

The changes have been saved successfully.

ST New selection

reconciliation

Activity - reconciliation Account Information

Outstanding issues

Pad thetia Account *8816
Item Details
Check: 1001
Issued date 12/18/2017
Issued amount $1.00
Payee Testing
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Custumers%Bank

Full Account Reconciliation

Approve Issues

Issue items to be approved only need to be approved once. If they are approved under
the Positive Pay module you do not have to approve them again under the Full
Account Reconciliation module.

1. From the main menu heading select Account Services, under Full Account Reconciliation
select Approve Issues.

Bank Home | Disclosures | Help | Sign O
Customers%Bank Positive Pay Account Recol
Wekcome  Account Services v Administration v
Enter issues. .
Import issues Approve Issues & Issue Files
Update issues All approvals must be received for an issue or file before it will be accepted
DTS Issues and files without a checkbox have already been approved by you.
Statements —
oot oy Issues Pending Approval
Activity —
Outstanding issues Select all + Deselect all {To view details for an issue, click the check number )
e Account Check Amount Issued Date Issue Type Payee Approval Status
[} 50021 5518.34 01/042018 Issue Westem Shipping, Inc 0 of 2 received
Quick Links:
Manage alerls 34494 $913.34 01/052018 Void White Enterprises, Inc 1 of 3 received
m} 34467 572157 0110612018 Issue State of Wisconsin D of 1 received
24472 72157 01/06/2018 Void State of Wisconsin 1 of 2 received
Issue Files Pending Approval
Select all + Deselect all (To view detsis foran isue fle. ol the fie name )
3 Total Issues in Total Amount Voids in Total Amount Uploaded
Filename  pocords  File forlssues File for Voids Upload Date By R

2. The Approve Issues & Issue Files screen will be displayed.

3. Alist of items requiring approval will be displayed.

4. Select the check number hyperlink to view additional details on the item.
5. Select the checkbox next to each item to be approved.

6. Select Approve.
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7. A confirmation screen will be displayed.

Sark Home | Disesures | Help | Sign o

Customer_{%Bank Positive Pay Account Recor

Welcome  Account Services w  Administration v

Enter issues.

Importssues Issue Approval Confirmation Printthis page

Update issues. The issues and issue files below have been approved. All approvals must be received before an issue or file will be accepted.

» Approve issues
Statements —
reconciliation

New selection

Issues Approved
Activity — reconciliation

Outstanding issues

Approval Status
Pt ks Account Check Amount Issued Date Issue Type Payee

34434 $913.34 01052018 Void 2f 3 recieved
Quick Links:
Manage alerts

Issue Files Approved

- Total Issu Total Amount Uploaded
P Records  File for Issues for Voids Upload Date By T e
debit230ase 2 2 595000 0 $0.00 12302017 11:21:20 AM (ET) Mark1 26 2 recieved
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Custumers%Bank

Full Account Reconciliation

Statement — Reconciliation

1. From the main menu heading select Account Services, under Full Account Reconciliation

select Statement - reconciliation.

Bank Home | Discosures | Help | SignOff

Customers% Bank

Positive Pay Account Recon
Welcome  Account Services w  Administration

Enter issues

Import issues Account Reconciliation Statements

Update issues To view reports available for 2 different account, select an account from the drop down list, and click "Change account”
Approve issues

few historic account tatement information
» Statements —
reconciliation
Activity - reconciliation
Account: 4511 || Change account
Outstanding issues
Paid checks (7o view detais, ik the sccount)
Account Account Type Period Covered Created
4511 Checking 1210172017 to 12/31/2017 01/01/2018 07:12:46 AM (ET) CsV  PDF
4511 Checking 1110172017 to 11/30/2017 12/01/2017 07-10:18 AM (ET) CsV  PDE

2. The Account Reconciliation Statement screen will be displayed.

Note: Click on the hyperlink View historic account reconciliation statement information to
be brought to the Account - Reconciliation search report.

A list of statements will be displayed.

Click on the Account hyperlink, CSV or PDF next to the appropriate statement date to view
the report.

[T e =1 Hep | Signor

Customers% Bank

Positive Pay Account Recon
Welcome Account Services v Administration v

Enter issues

Impor issues Account Reconciliation Statement Print this page
Update issues New search

Approve issues

Checks that have been converted into an ACH electronic payment are displayed with an ACH indicator beside the check number.

Date: 01/0472018 09:43:09 AM (ET)
Account: 081203790 - *4511 - CHECKING -
Outstanding issues
Statement date range: 1200112017 t0 12/31/2017
Paid checks
Statement created date: 01/01/2018 07:12:46 AM (ET)

Account Balance Summary Download this report as: [CSVfile v] | Go

Date range: 12/01/2017 10 1213112017

Begining Balance:

$187,112.84
Credits:
Deposits: 1items §526292
Oher Credis: Oitems 50.00
Total Credts: 1items 526292
Debits:
Check Debits: 4items $8.901.04
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Custumers‘%Bank

Full Account Reconciliation

Activity — Reconciliation

1. From the main menu heading select Account Services, under Full Account Reconciliation
select Activity - reconciliation.

2. The Search Account Reconciliation Activity will be displayed.

Enter issues

Import issues Search Account Reconciliation Activity

Update issues. Up to 18 monihs of data are available; a maximum of three months may be retrieved during a single search
Approve issues

Statements -

reconciliation Output to: © Screen (HTHIL)
+ Activity - reconciliation O €SV file (Can be used by a spreadsheet program)
‘O PDF (Creates a document that can be saved or printed)

Outstanding issues To view your output as a PDF, you must have Adobe® Reader® installed on your computer. To

Paid checks download the Adobe® Reader®, click the Adobe link below. To confirm you have Adobe® Reader®
installed, view this sample pdf file
H
o
Momt Viow Go
[ | Description Type Account ABATTRC
O test account Checking *8816 031302971
Date range (Note: The Outstanding Issues activity report displays all outstanding issues and is not dependent upon the ate range.)

@© Speific date:

B EaE
:
[ fals)

L |

O Previous business day

> From:

Include: ® Statement of activity
O Outstanding issues

(Select outstanding items to be included in activity report)
[ Outstanding items

3. Enter the following fields:

e Output — select the format to view the report:

» Screen — view the report on your screen

» CSV —this report type can be opened in a spreadsheet

> PDF — Adobe Reader must be installed on your computer
e Account — select the checkbox in front of the account(s) to be included on the report
o Date Range — use the calendar icons to enter a Specific date or a From and To date
e Include — select the radio button in front of the appropriate items to be included in

the report

4. Select Generate Report.

5. Areport based on the criteria selected will be displayed.
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Full Account Reconciliation

Outstanding Issues

Custumers%Bank

1. From the main menu heading select Account Services, under Full Account Reconciliation

select Outstanding Issues.

Customers% Bank

Wekome  Account Services v Adrinitraion .

Positive Pay Account Recon

Enterissues
Import issues Select Outstanding Items Report
Update issuss ek “Change account”
Viewhistorc outstaing ssies nfomaton
Aty reconciaion — — =
» Outstanding issues i ~ e acEout
Paid checks (R o el &
Accoun AccountType Period Covered.
] Cheking 2132017 001122013 v PE
11 Checking 10120170 11702017 oV BOE

Note: Click on the hyperlink View historic account reconciliation statement information to

be brought to the Account - Reconciliation search report.

2. The Select Outstanding Items Report will be displayed.

3. Select the Account from the drop-down menu.

Note: To view reports available for a different account, select an account from the drop-

down list, and click Change account.

4. Click on the Account hyperlink, CSV or PDF next to the appropriate statement date to view

the report.

5. Alist of outstanding items will be displayed.

Enter issues

Import issues Outstanding Issues
Update issues N 2ocicn
Approve issues
St - Report created: 01/05/2018 02:32:30 PM (ET)
- o Account: 081203790 + *4511 - CHECKING
) Date range: 12/06/2017 to 01/05/2018
» Outstanding issues. Total reported amount: $5,505.67
Paid chetks Total reported items: 9

Print this page

Download this report as: [CSV file v| | Go

Outstanding Issues
Total reported amount: 5367 21
Total reported items: 2

Check Number Issued Date
34431 01/02/2018
34445 01/03/2018

Issues Amount
526428
510293

Future Dated
Total reported amount: $575.00
Total reported items: 1

Check Number Issued Date Issues Amount
34472 01/07/2018 $575.00
Voids
Total reported amount: $1.776.02
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Full Account Reconciliation

Paid Checks

1. From the main menu heading select Account Services, under Full Account Reconciliation

select Paid Checks.

Customers%Bank

Welcome  Account Sarvices v Admistaton v

Enter isstes.
Impotissies Select Paid Checks Report
Updaeissues To view reports available for a difierent accoutt. select an aczount fom the droa down lst, and clizk "Crange account”
Adprove isstes o 5
‘Statements-
reconciation
Activiy - resanciliation . ————
Account 4511

Positive Py Account Recon

Outsancing issues

+ Paid checks (Tovewcetss, ek vz scoourt )

| Change account

Account
HE1-

Account Type Period Covered
Chesking 12132017 o D1122018
Chesking 012017 to 1302017

Created

01/122018 07 “2.46 AW (ET)
120112047 07 <048 AM (ET)

"
2 12

K&

Note: Click on the hyperlink View historic account reconciliation statement information to
be brought to the Account - Reconciliation search report.

The Select Paid Check Report will be displayed.

Select the Account from the drop-down menu.

Note: To view reports available for a different account, select an account from the drop
down list and click Change account.

the report.

A list of paid checks will be displayed.

Customers%Bank

Paid Checks

New search

Chacks that

payment

0110512018 02:34:54 PM ET)
081203790 - *4511 - CHECKING
1210612017 10 011052013

Paid Checks

‘an ACH indicator beside the check number.

Positive Pay Account Recor

Print this page

Reported Details:

Download this report 2 [CSVile ] (Go
Total reported amount: (5300.00)

Total reported items: 3

Account Check Number Posted Date Posted Amount
w4511 2341234 121262017 ($100.00)
a1 2001235 122712017 (s100.00)
4511 2341236 011032018 ($100.00)

Total Amount(§300.00) Total ltems 3
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Partial Account Reconciliation

Statement - Reconciliation

1. From the main menu heading select Account Services, under Partial Account Reconciliation
select Statement-Reconciliation.

Serome | Dacorues | ran | sanom
CustomerséBank Positive Pay Account Recon
-
Welcome Account Services ¥  Administration v
» Statements — e e
reconciliation Account Reconciliation Statements
Activity — reconciliation ey
Account: 4511 V|| Change account
(o view datis. ik e account)
Account Account Type Period Covered Created
Checking 1200172017 to 12/31/2017 01/01/2018 07:12:46 AM (ET) Ccsv  PDF
Checking 1110122017 t0 11/30/2017 12/01/2017 07:10:18 AM (ET) €S8V PDE

2. The Account Reconciliation Statements screen will be displayed.
3. Select the Account from the drop-down menu.

Note: To view reports available for a different account, select an account from the drop
down list and click Change account.

4. Click on the Account hyperlink, CSV or PDF next to the appropriate statement date to view
the report.

5. Astatement report will be displayed.

Account Reconciliation Statement Prnt this page

Now soloction

01/05/2010 02:54:02 PM (CT)
1203790 - 73511 - CHECKING
121012017 10121317017

DUV 2018 071236 AM (1)

Account Balance Summary Download this report as: Go

Date range: 12/01/2017 to 12/3112017

Bogining Balanco: $187,112.81
Credits:
Pt Qs soon
Other Credits: 1 items §526292
1 otal Crodits: 1 toms. 56,252.92
Debits:
aitems (8,901.04)
1items (810,000.00)
Sitems (18.901.04)
$173,474.72
Statement of Activity
Credits
Total reported amount: $5.26292
Total reported tems: 1
< 2

1 9 3 Member
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Partial Account Reconciliation

Activity - Reconciliation

1. From the main menu heading select Account Services, under Partial Account Reconciliation
select Activity-Reconciliation.

Statements —

reconciliation Search Account Reconciliation Activity
LHCNiy 7 reconclkation Up to 3 months of data are available; a maximum of three months may be retrieved during a single search

Output to: @ Screen (HTML)
O €SV file (Can be used by a spreadsheet program)
PDF (Creates a document that can be saved or printed)

To view your output as a PDF, you must have Adobe® Reader® installed on your computer. To download the Adobe® Reader®, click the Adobe link
below. To confirm you have Adobe® Reader® installed, view this sample pdf file

0
ACcomk 13 Go
[ Description Type Account  ABATRC
u} Saving 2470 081203790
“ Checking ~ *4511 081203790
u] Checking 4512 081203790
Posted date range: O Specific date:[01 |/[05 |/[2018 |
{omizaiy)
@ From 12_Jos 2017 |
<rmiaayny)
Tor 01 |/fos 12018 |

ey
Previous business day

Include: @ Statement of activity
) Paid Checks

2. The Search Account Reconciliation Activity will be displayed.

3. Enter the following fields:

e Output — select the format to view the report:
» Screen —view the report on your screen
» €SV —this report type can be opened in a spreadsheet
> PDF — Adobe Reader must be installed on your computer
e Account — select the checkbox in front of the account(s) to be included on the report
o Posted Date Range — use the calendar icons to enter a Specific date or a From and To
date

e Include — select the radio button in front of the appropriate items to be included in
the report

4. Select Generate Report.

5. Areport based on the criteria selected will be displayed.
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Deposit Reconciliation

Statement — Deposit Reconciliation

1. From the main menu heading select Account Services, under Deposit Reconciliation select
Statement- deposit reconciliation.

Bark Home | Discosures | Hep | Sig

Customers%Bank Positive Pay Account Ret

Welcome  Account Services v Administration v

» Statement — deposit B
reconciliation Select Deposit Statement

e Search deposit activity

Account *4571 /| Change account

(o view detais,cick )

Account Account Type Period Covered Created

4511 - Checking 1200172017 to 1213172017 01/01/ 2018 07:12:46 AM (ET) csv PDE
4511 Checking 2017 to 1113072017 12101/ 2017 07:40:48 AM (ET) csv PDE

2. The Select Deposit Statement screen will be displayed.

3. Click on the Account hyperlink, CSV or PDF next to the appropriate statement date to view
the report.

4. The deposit report will be displayed.

» Statement - deposit )
reconciliation Deposn Statement Print this page

Actvity - deposit

reconciliation New selection

Date: 01/05/2018 03:26:554 PM (ET)
Accounts: 081203790 + "4511 - CHECKING
Statement date range: 1200112017 to 12/31/2017
Statement created date: 01/01/2018 07:12:46 AM (ET)
Account Balance Summary Download this report as: [CSVle V| |Go

Date range: 12/01/2017 to 12/31/2017

Beginning Balance: $175,923.39
Credis:
Deposits with Location/Serial # 5items §1221182
Deposils without Location/Serial # 2items $4240.55
Other Credifts: Oitems $0.00
Total Credis: 7items $16,452.37
Debits
Other Debits 1items §10,000.00
Check Debits 4items $690104
Total Debits: 5items §1890104
Ending Balance : 17347472

Deposit Items without Location/Serial #

1 9 5 Member
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Deposit Reconciliation

Activity — Deposit Reconciliation

1. From the main menu heading select Account Services, under Deposit Reconciliation select
Activity- deposit reconciliation.

Statement — deposit . - o
reconciliation Deposit Recon Activity Report Criteria
* Actiity - deposit Up to 3 months of data are available; a maximum of three months may be retrieved during a single search.
Output to: @ Screen (HTML)

CSV file (Can be used by a spreadsheet program)
PDF (Creates a document that can be saved or printed)
eader® installed on your computer. To download the Adobe® Reader®, click the Adobe link below. To
i

To view your output as a PDF, you must have Adobe® Re
confirm you have Adobe® Reader® installed, view this sample pdf fle

[
Account ‘Select all - Deselect all
ABATTRC  Account Number Description
081203790 2470

@ 081203790 *4511
¥ 081203790 *4512
Date range: Specific date:[o1 |05 |/[2018 |3l
(misaiyyyy)
® From 12 o6 Ji2017 |
(rmisaivyyy)
To o1_Jifos Jif2018 |
(misaivyyy)

Previous business day

Include: ® Deposit activity by location/serial #
Deposit tems without location/serial #

2. The Deposit Recon Activity Report Criteria screen will be displayed.

3. Enter the following fields:

e Output — select the format to view the report:

» Screen - view the report on your screen

» CSV —this report type can be opened in a spreadsheet

> PDF — Adobe Reader must be installed on your computer
e Account — select the checkbox in front of the account(s) to be included on the report
e Date Range — use the calendar icons to enter a Specific date or a From and To date
e Include — select the radio button in front of the appropriate items to be included in

the report

4. Select Generate Report.

5. Areport based on the criteria selected will be displayed.
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Positive Pay - Administration
Communication

Mail and Alerts

1. From the main menu heading select Administration, under Communications select Mail
and Alerts.

Customers% Bank

Welcome ~ Account Services w | Administration W

» Mail and alerts

Sent mai Received Mail and Alerts

Manage alerts Review your received mail and alert messages. To read a message, click its subject. To view messages you have sent, go to Sent Mail. To delete messages, check the desired
Contact us messages and click "Delete messages.”

Forms and documents Received messages will be automatically deleted after 90 days.

To manage the alerts you receive, go to Manage Alerts

Select all » Deselect all

Date Status Type Sent From Subject
u} 120042017 Read Alert Bank Password Changed

Delete messages

2. Alist of Mail and Alerts will be displayed.
3. To read Mail or Alerts click on the Subject hyperlink.

4. Once message is read select the checkbox in front of the message and select Delete
messages.
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Sent Mail

This feature is not available please contact your Customers Bank representative.

1 9 8 Member
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Manage Alerts

1. Select Manage Alerts from the middle of the page.

R an
Customers & Bank
Welcome  Account Services v Administration w
» Mail and alerts . .
Sl Received Mail and Alerts
Manage alerts Review your received mail and alert messages. To read a message, click its subject. To view messages you have sent, go to Sent Mail. To delete messages, check the desired
el messages and click "Delete messages."
Forms and documents Received messages will be el deleted after 90 days
To manage the alerts yefreceive, go to Manage Alerts
Selectall * Deselectall
Date Status Type Sent From Subject
[m] 1210412017 Read Alert Bank Password Changed
Delete messages
DenkHome | Disciosures | Help | ign Off A
Customers%Ban k

Welcome  Account Services v Administration w

Mail and alerts

Sent mail Manage Alerts
» Manage alerts

Use this page to manage the alerts you receive and how you receive them. You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled alerts are

Contact us always delivered to your online banking mailbox. Available destinations depend upon the contact information you enter in Personal Preferences.

Forms and documents

Account Alerts. Non-account Alerts Custom Alerts

Select the account for which you would like to manage alerts and click "Go." To add or delete an alert for multiple accounts at once, go to Set Up Account Alerts

&
Alerts for test account - *8816

Alert Send To

Account Reconciliation & Positive Pay Alerts
Account Stale Date Alrtis off Add
Check lssus Approval Pending Alrtis off Add
Posiiive Pay Alertis off Add
Posiive Pay Exception Reminder Aerts off Add

Account Alert Tab

3. There are two way to add account alerts.
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Option One

4. From the Manage Alerts screen a list of alerts will be displayed

Tank Home | Disclosures | Rep | oign Of
Customers%Bank

Welcome  Account Services w  Administration w

Mail and alerts
Sentmail Manage Alerts

» Manage alerts Use this page to manage the alerts you recaive and how you receive them. You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled alerts are
Contact us always delivered to your online banking mailbox. Available destinations depend upon the contact information you enter in Personal Preferences.

Forms and documents
Account Alerts. Non-account Alerts Custom Alerts.
Select the account for which you would like to manage alerts and click "Go." To add or delete an alert for multiple accounts at once, go to Set Up Account Alerts

G
Alerts for test account - *8816

Alert Send To

Account Reconciliation & Positive Pay Alerts
Account Stale Date Alertis off Add
Check Issue Approval Pending ANertis off Add
Positive Pay Alertis off Add
Posttve Pay Exception Reminder Alertis off Add

5. Select an account number from the drop-down menu in the middle of the page and select
Go.

6. Click on the Add hyperlink next to the appropriate alert.

7. Select the checkbox next to your e-mail address.

Mail and alerts
Sent mail Manage Alerts

» Manage alerts Use this page to manage the alerts you receive and how you receive them. You can add new alerts, ch; dsting alerts, or delete datory alerts. Enabled alerts are
Contact us always delivered to your online banking mailbox. Available destinations depend upon the contact information you enter in Personal Preferences.

Forms and documents
Account Alerts Non-account Alerts Custom Alerts

Select the account for which you would like to manage alerts and click "Go." To add or delete an alert for multiple accounts at once, go to Set Up Account Alerts.

test account - *6616. V] Go
Alerts for test account - "8816

Alert Send To
Account Reconciliation & Positive Pay Alerts

Account Stale Date

Notifies you when the stale date setting for an account is changed Wmdonovan@customersbank com

Add alert || Do not add alert

Check Issue Approval Pending Alertis off Add
Positive Pay Alertis off Add
 Positive Pay Exception Reminder mdonovan@customersbank.com Change - Delete

8. Select Add Alert.

9. Repeat steps 5 — 8 until all account alerts are setup.
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Option Two

10. Under the Account Alerts tab select Set Up Account Alerts in the middle of the page.

s T TP 1 San0

Henk Home T Drs
Customers%Bank

Welcome  Account Services v Adminisiration w

Mail and alerts
Sent mail Manage Alerts

» Manage alerts Use this page to manage the alerts you receive and how you receive them. You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled alerts are

Confact iz always delivered to your enline banking mailbox. Available destinations depend upon the contact infermation you enter in Personal Preferences.

Forms and documents

Account Alerts Non-account Alerts Custom Alerts

Select the account for which you would like to manage alerts and click "Go." To add or delete an alert for multiple accounts at o, go to Set Up Account Alerts.

test account - *8816 V|| Go

Alerts for test account - *8816
Alert

Send To

11

The Set-Up Account Alerts — Select Alert screen will be displayed.

T T DRSS TR TS OR
Customers%Bank

Weilcome Account Services ¥ Administration w

Mail and alerts
Sent mail Set Up Account Alerts - Select Alert

+ Manage alerts. To add or delete alerts for multiple accounts at a time, select an alert and click “Go.” To view and manage account alerts for individual accounts. retumn to Manage Alerts
Contact us

Forms and documents

Alert Go

12. Using the drop-down menu next to Alert fields, select the type of alert to be setup.

e T B e
Customers’%Bank

Welcome ~ Account Services w  Administration w

Mail and aleris

Sent mal Set Up Account Alerts - Select Alert
» Manage alerts To add or delete alerts for multiple accounts at a time, select an alert and click “Go.” To view and manage account alerts for individual accounts, return to Manage Alerts.
Contactus

Forms and documents

[Account Stale Date
Check Issue Approval Pending

Positive Pay
Positive Pay Exception Reminder

13. Select Go.
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14. The Set-Up Account Alerts screen will be displayed.

Customers% Bank

Welcome  Account Services w  Administration w

Mail and aleris
Sent mail Set Up Account Alerts
» Manage alerts Use this page to add or delete account alerts for multiple accounts at a time_ The settings you indicate below will override alert settings you
Contact us have made for individual accounts on the Manage Alerts page. To set up a different alert. select the alert and click “Go™
Forms and documents To view and manage account alerts for individual accounts, retumn to Manage Alerts

Available destinations depend upon the contact information you enter in Personal Preferences

e Fositive Pay Exception Reminder ] | Go
Description Positive Pay Exception Reminder

Notifies you an hour before your decisioning window closes when there are exception items that have not yet been decisioned.

E,ﬁ;ﬁ‘;m [ mdonovan@customersbank.com

Acomes o view G0
[]  Description Type Account ABATRC
[J testaccount Checking *8816 031302971
[]  TestAccount Only Checking “9036 031302971

Savechanges | Do not save changes

TR T DEEse T TR T

T O

15. Select checkbox next to the Destination field to select your e-mail address to have the

alerts sent.

16. Next to the Accounts heading select the checkbox next to each account that will receive

alerts.

17. Select Save Changes.

Non- Account Alert Tab

1. From the Manage Alert screen select the Non-Account Alert tab.

B Home | DEJosres 1 TeR T

Customers%Bank

Welcome  Account Services v Adminisiration w

Mail and alerts.
Sent mail Manage Alerts

» Manage alerts Use this page to manage the alerts you receive and how you receive them. You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled alerts are
Contact us always delivered to your online banking mailbox. Available destinations depend upon the contact information you enter in Personal Preferences.

Forms and documents
Account Alerts Non-account Alerts Custom Alerts

Select the account for which you would like to manage alerts and click "Go." To add or delete an alert for multiple accounts at once, go to Set Up Account Alerts

Go
Alerts for test account - *8816
Alert Send To

T O
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2. Alist of other alert types will be displayed.

Mail and alerts.
Sent mail

» Manage alerts
Contact us

Forms and documents

Manage Alerts

Use this page to manage the alerts you receive and how you receive them. You can add new alerts, eh: alerts, or delete datory alerts. i are
always delivered to your online banking mailbox. Avalable destinations depend upon the contact information you enter in Personal Preferences

Account Alerts Non-account Alerts Custom Alerts
Alert Send To
New Balance Account Alertis off Add
Company Stale Date Alertis off Add
Issue File Approval Pending Aertis off Add

« E:mail Address Changed mdonovan@customersbank com Change

+ Telephone Number Changed mdonovan@customersbank com Change
User Telephone Number Changed Alertis off Add
Decision File Import Completed With Errors Alertis off Add
Decision File Approval Pending Alertis off Add
Decision File Import Failed Alertis off Add
Issue File Import Completed With Errors Alertis off Add
Issue File Import Failed Mertis off Add
Issue File FTP Successful Alertis off Add
Issue File FTP Failed Mertis off Add

3. Click on the Add hyperlink to add an alert type.

Mail and alerts
Sent mail

» Manage alerts
Contact us

Forms and documents

Manage Alerts

Use this page to manage the alerts you receive and how you receive them You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled alerts are
always delivered to your online banking mailbex. Available destinations depend upon the contact information you enter in Personal Preferences.

Account Alerts Non-account Alerts Custom Alerts
Alert

New Balance Account

Send To
Cmdonovan@eustomersbank.com

Add alert = Do not add alert

Company Stale Date Alert is off Add
Issue File Approval Pending Alert is off Add
v E-mail Address Changed mdonovan@eustomersbank.com Change
v Telephone Number Changed d k.com Change

4. Select the checkbox in front of your e-mail address.

5. Select Add alert.
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Custom Alerts Tab

Custumers‘%Bank

This feature is to create a truly custom alert. For example: Run weekly outstanding check

report. The alert will be sent the morning of the schedule date.

1. From the Manage Alert screen select the Custom Alerts tab.

Customers% Bank

Welcome ~ Account Services ¥ Administration w

Mail and alerts
Sentmal Manage Alerts
» Manage alerts
Contactis always delivered to your enline banking mailbox. Available destinations depend upon the contact information you enter in Personal Preferences.
Forms and documents
Account Alerts Non-account Alerts Custom Alerts

test account - *6816 v| Go

Alerts for test account - 8816
Alert

Use this page to manage the alerts you receive and how you receive them. You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled aletts are:

Select the account for which you would like to manage alerts and click "Go." To add or delete an alert for multiple accounts at once, goto Set Up Account Alerts

ek Fame | Dedesnes | Fep | Sign OF

Send To
Sank Hame | Disclosures | Hep | Sigmom
Customers% Bank
Welcome  Account Services v Administration w
Mail and aleris
Sent mail Manage Alerts
» Manage alerts Use this page to manage the alerts you receive and how you receive them. You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled alerts are
i always delivered to your oniine banking mailbox. Available destinations depend upon the contactinformation you enter in Personal Preferences
Forms and documents
Account Alerts Non-account Alerts Custom Alerts.
Add new alert
Alert Frequency Next Send On Send To
No custom alerts are available at this time.

The Add Custom Alert screen will be displayed.

Add Custom Alert

To add a custom alert, enter alert information and click "Add alert.”

Alert message: |

Send to + Bank mail inbox
[J mdonovan@customersbank com

Frequency: [One time

Next send on: [2__Js2s L2097 H]
Yy

Addalert Do not add alert

Enter the following fields:

e Subject —enter a title to the alert
e Alert message — create a message
e Sent to — select the checkbox in front of your e-mail address
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o Frequency — use the drop-down menu to select the appropriate frequency to
receive the alert
e Next send on — use the calendar icon to enter the appropriate dates

5. Select Add Alert.
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Personal Preferences

Under the Account Alerts tab select Set Up Account Alerts in the middle of the page.

Customers% Bank

Tank Home | Dieclosures | AeR T San

Welcome  Account Services w  Administration w

Mail and alerts
Sentmai Manage Alerts
» Manage alerts Use this page to manage the alerts you receive and how you receive them. You can add new alerts, change existing alerts, or delete non-mandatory alerts. Enabled alerts are
Contactus always delivered to your online banking mailbox. Available destinations depend upon the contact information you enter in Personal Preferences.
Forms and documents

Account Alerts Non-account Alerts Custom Alerts

Select the account for which you would like to manage alerts and click "Go." To add or delete an alert for multiple accounts

once, goto Set Up Account Alerts

test account - *8816 v| Go

Alerts for test account - “8816
Alert

Send To

The Set-Up Account Alerts — Select Alert screen will be displayed.

T

Customers% Bank

Welcome Account Services w  Administration w
Mail and alerts
Sent mail Set Up Account Alerts - Select Alert

» Manage alerts To add or delete alerts for multiple accounts at a time, select an alert and click “Go.” To view and manage account alerts for individual accounts, return to Manage Alerts.

Contact us

Forms and documents

Alert: Go

Using the drop-down menu next to Alert fields, select the type of alert to be setup.

Tek Fome |

Customers’% Bank
Welcome  Account Services w  Administration w

Mail and alerts

Sentmal Set Up Account Alerts - Select Alert
» Manage alerts To add or delete alerts for multiple accounts at a time, select an alert and click “Go.” To view and manage account alerts for individual accounts, return to Manage Alerts.

Contactus

Forms and documents

: Go
gk Account Stale Date
Check Issue Approval Pending
Exception Reminder
Select Go.
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5. The Set-Up Account Alerts screen will be displayed.

Customers%Bank

Welcome  AccountServices w  Adminisiration w

Mail and alerts.
Sentmail Set Up Account Alerts

» Manage alerts Use this page to add or delete account alerts for muliple accounts at a lime
i have made for individual accounts on the Manage Alerts page o

be alert and click Go’

Forms and documents To view and manage account alerts for individual accou” retum to Manage Alerts

Available destinations depend upon the contact informalgg you enter in Personal Preferences.

i Positive Pay Exception Reminder v] | Go
Deseription Positive Pay Exception Reminder

(E()’is‘t\)r:‘:l‘\;ms [ mdonovan@customersbank com

fecounts 12 View Go
[] Deseription Type Account ABATRC
[]  testaccount Checking *8816 031302971
[0  TestAccount Only Checking *3036 031302971

Save changes | Do not save changes

Gaiallinas you indicate below will override alert setiings you

Neifies you an hour before your decisioning window closes when there are exceplion items that have not yet been decisioned.

BerkFome T

6. Select Personal Preferences in the middle of the page.

7. The Personal Preferences screen will be displayed.

Customers% Bank

Welcome  Account Services v Administration w

» Manage contact

preferences Personal Preferences

Manage favorites
View user activity report E-mail
A secondary e-mail address can be added for use as an optional or batkup e-mail.

Primary e-mail address com  Change this address
Secondary e-mail address (optional): No secondary e-mail address on file  Change this address

Telephone

The telephone numbers isted below may be used to contact or nofify you for security reasons.

Telephone number.  work: (401) 5535056 Change

Add additional telephone number

Save changes Do not save changes

The primary e-mail address listed below will be used for bank communications such as alerts and electronic statement notifications,

8. Under the E-mail heading select Change this address next to the secondary address field to
add an additional e-mail address of next to primary address to change the existing e-mail

address.

9. Under the Telephone heading select Change next to the exiting phone number to change

your primary phone number.

10. Select the Add additional telephone number hyperlink to add an additional phone

number.

11. Select Save changes.
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Contact Us

This feature is not available please contact your Customers Bank representative.

Forms and Documents

This feature is not available please contact your Customer Bank representative.
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Company Administration

Manage User

Custumers%Bank

The Bank will setup all users for the Positive Pay platform; however, the Admins can edit

existing users.

Edit Users

1. From the main menu heading select Administration, under Company Administration select

Manager users.

Customers% Bank

Welcome  Account Services w  Administration w

» Manage users

Invaiid login report

Create New User
User setup report

fEnegement Create new user

Manage Existing Users

There are no saved draft users.

Approve user changes User Administration

Manage account Review the optons sted below for avalabl user adminstraton tasks

information

Manage approval sefings. To quickly entitle 2 new account for company users, go to Express Account Managemen.

BManage a users IO envices & accounts, system access, or change limits, click on the appropriate user ID.
User ID First Name
PDONOVAN Peg

By To create a new user, click on the button below. You will have an opportunity to copy an existing user during the process.

Donovan Active

Last Name Status

System access

2. The User Administration screen will be displayed.

3. Alist of users will be displayed.

Customers%Bank

Welcome  Account Services v Administration w

» Manage users

Approve user changes User Administration

listed below for available user

information

To quicky enile a mpany users, go to E:

Create New User

clck on Youwil b

Ex unt
management e

Manage Existing Users

To manage a users profile, oles, services & accounts,

Py an existing user during the process.

User 1D First Name
PDONOVAN Peg
IESTER Tester

Manage Saved Users

There are no saved draft users.

or change fimits, click on th

D
Last Name Status
Donovan Active
Tester Active

4. Click on the name hyperlink of the appropriate user to edit.
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5. The User Profile screen will be displayed.

Customers®&2Bank

Wekome | Account Servces v | Adminitation .

User Profile

cick"Deete user ek

User Information

Name:
User D:
User staus:

Contact Information

Primary -mai acess:
s dress:

Tster Testor
TESTER
Aetve

Tester@eustomersbank com

Limits

Viork: +1 (401) 5535085

Nons of the enabled serices includs user i

Prntths page

6. Click on Edit under the appropriate section to edit.

7. Make required edits in each section and select Save changes.
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Company Administration

Approve User Changes

1. From the main menu heading select Administration, under Company Administration select
Approve user changes.

Customers%Bank Positive Pay Account Recon

Welcome  Account Services v Adminisiration v

Manage users

User Administration Approval - 1
To approve user profie rea profe and cick “Approve All

Unapproved User Profiles

‘Select all  Desslect al To v s o s et ik o 1 Us 1)
UseriD First Name. Last Name Approval Action Pending

NEWUSER Mark Rogers Add user

Quick Links: MODIEYUSER Jorn Doe Edtuser
Manage alets ¥  EDITUSER Jon Rogers Edituser
DELETEUSER sm 2 Delete user
¥ DA David Akers Delete user
< DeEMouseR Demo User Edituser

2. The User Administration Approval - Selection screen will be displayed.
3. Alist of users to be approved will be listed
4. Select the checkbox in front of each user to approve.
Note: Click on Edit user to edit their settings.
5. Select Approve.

6. The User Administration — Approval Confirmation screen will be displayed.

Tarkrome | Daonus | Ao T Sanon
= Positive Pay Account Recon
Customers'2=Bank
Wekcome  Account Senvces v Administation .
User Administration Appi I - Confi i it tis page

for your records. T dtional user profies, retun to User - Selection

Approved User Profiles

User ID First Name Last Name Approval Status
EDITUSER John Rogers 2of2received
DAVID2 David Aers 2of2recened
DEMOUSER Demo User 2of2received
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Company Administration
Manage Account Information

1. From the main menu heading select Administration, under Company Administration select
Manage Account Information.

SankHome | Disciosures | Hep | Signom
Customersé%Bank

Welcome Account Services v Administration w

Manage users

e Account Administration
+ Manage account To change the description of an account, click the corresponding description
information

Manage approval settings

i . 12 View Go
User sell?p rep:n Description Type Account IRC
Express account lest account Checking 5616816 031302971
TEnagemeal Test Account Only Checking 9999036 031302971
2. The Account Administration screen will be displayed.
3. Click on the account name hyperlink.
4. The Change Account Description screen will be displayed.
Bank Home | D
Customers%Bank

Welcome  Account Services w  Adminisiration w

Manage users

Approve user changes Change Account Description
» Manage account Please make the required changes and click "Save changes " To return to the list of accounts, go to Account Administration
information

Manage approval settings

Account Information
Invalid login report

User setup report Lo

031302971
Express account Account number: 8816
management Account type Checking
Description: test account

Save changes | Do not save changes

5. Inthe Description field enter the new name of the account.

6. Select Save changes.

2 1 2 Member

iEnoer FDIC



Company Administration

Manage Approval Settings

Under this section the Admin can setup dollar limits for users and setup dual approval settings.

1. From the main menu heading select Administration, under Company Administration select
Manage Approval Settings.

Bank Home | Disclosures | Help | Sign O
Customers 2= Bank
Welcome Account Services w  Administration w
Manage users . .
Approve user changes Approvals Administration
Manage account Enter the required approvals for the selected services and click "Save changes.”
information
+ Manage approval CAUTION: Please check your approval settings before they are saved. You will not be able 1o transmit a request f the number of approvals required for a service is greater

than the number of sers authorized to approve requests for the sevice:

Invalid login report £ 4
R Approvals Required For Transactions
User setup report N
For transactions, enter an amount and indicate the required approvals i the request amount s less than or equal to or greater than the amount

Express account

management To require transactions to be approved by a user other than the one who enters them, select Require Separate Entry From Approval. This should only be selected if your company has at least
two users.

Require Separate Entry
Service Name Reguest Amount Approvals If Less Or Equal Approvals If Greater From Approval
u
Positive Pay Exception § o000 [
e —— 1

Approvals Required For Issues/Decisions
Enter the number of approvals required for check issue entry and import, and decision import. Approvals for Positive Pay Exception Maintenance and Reverse Positive Pay must be equal
Service Name Approvals Required

Full Account Recon

—

2. The Approval Administration screen will be displayed.

3. Under the Approvals Required for Transaction heading, enter the following fields:

e Request Amount — enter the amount that requires approval
e Approvals If Less or Equal — enter the number of approvers required for an item
less than or equal to the request amount
e Approvals If Greater - enter the number of approvers required for an item greater
than the request amount

4. Select Save changes.
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Company Administration

Invalid Login Report

This report is not available because we use a single sign on access via Business Online Banking.
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Company Administration

User Setup Report

1. From the main menu heading select Administration, under Company Administration select
User Setup Report.

BankHome | Disclosures | Heip | Sign Of

Customers% Bank

Welcome  Account Services w  Adminisiration w

Manage users

Approve user changes User Setup Report Criteria

Manage account Select appropriate report criteria and click “Generate report.”
information

Manage approval settings
Invalid login report
» User setup report Output to: @ Screen (HTML)
Express account
management ) CSVfile (Can be used by a spreadsheet program)

() PDF (Creates a document that can be saved or printed)
Toview your output as a PDF, you must have Adobe® Reader® installed on your computer. To download the Adobe® Reader®. click the Adobe link below. To
confirm you have Adobe® Reader® installed, view this sample pdf file

> ;
- —
User ID: .

) Specific user

Reportby ole:  [Al -

Generate report

2. The User Setup Report Criteria screen will be displayed.
3. Enter the following fields:

e Output — select the format to view the report:
» Screen — view the report on your screen
» CSV —this report type can be opened in a spreadsheet
> PDF — Adobe Reader must be installed on your computer
e User ID — select the radio button in front of All user or use the drop-down menu to
select a specific user
e Report by role — use the drop-down menu to select the appropriate role

4. Select Generate report.

5. Areport matching the search criteria will be displayed.
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Company Administration

Express Account Management

1. From the main menu heading select Administration, under Company Administration select
Express account management.

BankHome | Disdosures | Help | sig

Customers% Bank

Welcome  Account Services ¥ Administration w

Manage users

Approve user changes Express Account Management
M'anags account Select the user and account to manage and click "Go". The available services for the account will be displayed below.
information
s Select the services that the selected account will be assigned to, and click "Save changes”. Saved changes will override current enfilements for the selected account and
services. To review changes, go to User Administrafion.
Invalid login report
User setup report
» Express account
i agonea e
Account:  [New Account-Checking-"8816 V|
Go

2. The Express Account Management screen will be displayed.

3. Select a User from the drop-down menu.

4. Select an Account from the drop-down menu.

5. Select Go.

6. Using the checkboxes select the Service(s) for the user.

7. Under Entitle Account use the checkboxes to select the appropriate services.
8. Under Allow Transmit use the checkboxes to select the appropriate services.

9. Select Save Changes.
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Service Administration

Manage Full Account Reconciliation Settings

1. From the main menu heading select Administration, under Service Administration select
Manage full account reconciliation settings.

Bsrk Home | Disciosures | Heip | Sign OFF

Customers% Bank

Welcome  Account Services v Administration w

» Manage full account
reconciliation settings.

Full Account Recon Administration

Prin this page
Manage reverse positive

pay seftings

Mz‘"ﬁse positive pay Full Account Recon Company Informagj
settings
Full account recon company stale date setting: 16( @
Full Account Recon Account Informatid

IE]

(To edit 1l acoount racen sccount setings, ik on the account number)

View Go

Description Type Account TRC/ABA Stale Date Setting
New Account Checking 031302971 180 days

2. The Full Account Recon Administration screen will be displayed along with a list of accounts
setup for Full Account Reconciliation.

3. Click on the Account number hyperlink.

4. The Full Account Recon Administration — Edit Account Details screen will be displayed.

Full Account Recon Administration - Edit Account Details

Account Information

TRC: 031302971
Account number:

Stale date setting: (maximum is @0 days)

Save changes | Do not save changes

5. In the Company stale date setting field enter a new stale date number.

6. Select Save changes.
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Edit

7. Select Edit in the middle of the page to change the stale date.

Full Account Recon Administration - Edit Company Stale Date Setting

Company Stale Date Settings

Maximum stale date setting: 180 days

Company stale date setfing

Save changes Do not save changes

The Full Account Recon Administration — Edit Company Stale Date Setting screen will be
displayed.

In the Company stale date setting field enter a new stale date number.

10. Select Save changes.
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Service Administration

Manage Reverse Positive Pay Settings

1. From the main menu heading select Administration, under Service Administration select

Manage reverse positive pay settings.

Bank Home | Disclosures | Help | Sign OFF

Customers% Bank Positive Pay Account Recon
Welcome  Account Services v Administration v
Manage full account . . )
reconciliation sefings Reverse Positive Pay Administration Brint this page
» Manage reverse positive
pay settings . X
e Account Reverse Positive Pay Information
seftings
Description Exception Minimum Amount
791000123 87654321 1st Reverse Positive Pay account $100.00
791000123 8765432 2nd Reverse Positive Pay account $1,000.00
791000123 87654733 3rd acct Reverse Positive Pay $1,500.00

2. The Reverse Positive Pay Administration screen will be displayed along with a list of
accounts setup for Reverse Positive Pay.

3. Click on the Account Number hyperlink to edit the minimum exception amount.

4. The Reverse Positive Pay Administration — Edit Account Settings screen will be displayed.

Reverse Positive Pay Administration - Edit Account Settings

Account Information

TRC: 000027892
Account number: B7654321
aRrix::rnsS Positive Pay minimum exception 510000 S

Save changes Do not save changes

5. In the Revers Positive Pay minimum exception amount field enter an amount.

6. Select Save changes.
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Service Administration

Manage Positive Pay Settings

Custumers%Bank

1. From the main menu heading select Administration, under Service Administration select
Manage positive pay settings.

Manage full account
reconciliation setiings
Manage reverse positive
pay settings

» Manage positive pay
settings

Customers% Bank

Welcome ~ Account Services w  Administration w

Positive Pay Administration

Company stale date seffig: 180 days » Edit

Company Positive

Account Positive Pay

12

(To edit account pesitve pay setings, cick on the sesount number.)

Description
New Account
Test Account Only

Type Account TRC Stale Date Setting
Checking 031302971 180 days
Checking 031302971 180 days

v G

BankHome | Disdlosures | Help | Signoff

Print this page

Exception Minimum Amount
5001
$0.01

for Positive Pay.

displayed.

Click on the Account number hyperlink.

The Positive Pay Administration screen will be displayed along with a list of accounts setup

The Positive Pay Administration — Edit Account Positive Pay Settings screen will be

TRC:
Account number:

Save changes

Account Information

Do not save changes

Positive Pay Administration - Edit Account Positive Pay Settings

031302971

Stale date sefting: {maximum iz 120 days)
Positive Pay minimum exception amount: $ {maximum is 50.01)

In the Stale date setting field enter a new stale date number.

In the Positive Pay minimum exception amount field enter a new amount.

Note: The minimum amount can either be 50.00 or $0.01.

Select Save changes.
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Edit

8. Select Edit in the middle of the page to change the stale date.

Positive Pay Administration - Edit Company Stale Date Setting

Company Stale Date Settings

Maximum stale date setting: 180 days

Company stale date setting:

Save changes = Do not save changes

9. The Positive Pay Administration — Edit Company Stale Date Setting screen will be
displayed.

10. In the Company stale date setting field enter a new stale date number.

11. Select Save changes.
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Self Administration

Manage Contact Preferences

1. From the main menu heading select Administration, under Self Administration select
Manage contact preferences.

BenkHome | Disiosures | elp | Sign

Customers% Bank

Welcome | Account Senvices w  Administration w

» Manage contact

preferences Personal Preferences

Manage favorites
View user activity report E-mail
The primary e-mail address listed below will be used for bank communications such as alerts and electronic statement notifications.

A secondary e-mail address can be added for use as an optional or backup.g

Primary e-mail address mdonovan@customershanffeom
Secondary e-mail address (optional):  No secondary e-mail addrigs on file

Change this address
Change this address

Telephone

The telephone numbers listed below may be used to contact or notify you for seciuity reasons.

Telephone number.  work: (401) 553-5055

Add additional telephone number

Save changes | Do not save changes

2. The Personal Preferences screen will be displayed.

3. Select Change this address in the middle of the page to edit your e-mail address on your
primary or secondary fields.

Primary E-mail Address

Enter (or update) your pnimary e-mail address below. When you have completed your changes, click on the "Save
changes" button.

Enter primary e-mail address: |mdonovan@cuslomersbank.com |

Confirm primary e-mail address: | |

Save changes Do not save changes

Edit the e-mail address in both fields.

Select Save changes.
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6. Under the Telephone heading select Change to edit you phone number.

Telephone Number

Enter or update telephone number information and click "Save changes.”

Label: [Work ]
Countrylregion: UNTEDSTATES V|
Telephone Number: 4015535085 |

(Araslcity code and local number)

Extension (optional): | |

Save changes = Do not save changes

7. Inthe Telephone Number field enter the correct phone number.
8. The Extension field is optional.

9. Select Save changes.
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Self Administration

Manage Favorites

1. From the main menu heading select Administration, under Self Administration select
Manage favorites.

Bark Home | Discloswss | Hep | sign

Customers%Bank

Welcome Account Services w  Administration w

Manage contact

preferences Manage Favorites
» Manage favorites

You can have up o five functions or pages as your favorites. Once you add them, your favorites will be listed on the Welcome page. giving you one-click access as soon as you
View user activity report sign on.

You currently have no favorites.

Add a Favorite

To add a faverite, select an item in the following list and then click the "Add Faverite” butten.

Manage exceptions

Enter issues "
Importissues

Import decisions

Update issues v
|Approve issues.

Add Favorite

2. The Manage Favorites screen will be displayed.

Note: Once added, your favorites will be listed on Welcome screen, giving you one-
click access as soon as you sign on.

3. Click on anitem, it will appear highlighted.

4, Select Add Favorite.

5. Repeat steps 3 and 4 until you have selected all of the items to appear on your Welcome
screen.
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Self Administration

View User Activity Report

1. From the main menu heading select Administration, under Self Administration select View
user activity report.

Bank Home | Disclosures | Help | Sign O}
Customers% Bank
Welcome Account Services v Administration w
Manage contact e - =
preferences User Activity Report Criteria
Lo Select appropriate report criteria and click "Generate report "
» View user activity
report Up to 18 months of data are available, 2 maximum of three months may be retrieved during a single search, to retrieve a limited amount of data, select specific criteria.

Output to. ® Screen (HTML)
© CsVfile (Can be used by a spreadsheet program)

Function

Al
[Account description setup
[Account recon ssue delete

(Ctri-cick to select multple uncions.)

User ID: O All users

> Spesitc ser

Date range: ® Specific date /o5 )/[2018 )7H

2. The Manage Favorites screen will be displayed.
3. Enter the following fields:

e Output — select the format to view the report:
» Screen —view the report on your screen
» €SV —this report type can be opened in a spreadsheet
» Function — select the category, it will appear highlighted
» User ID — use the radio button to select the User ID(s)
> Date Range — use the radio button to select the date range

4. Select Generate report.
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5. The User Activity Report will be displayed.

Custumers‘%Bank

Welcome

Change password

Manage contact
preferences

Manage favorites
» View user activity report

Account Services ¥

Customers% Bank

Administration w

User Activity Report

To change report criteria, retum to User Activity Report Criteria.

Date created 01/0672018 07:18:07 PM (ET)

Function: All
User ID: DAVID2
Date range: 01/06/2018 to 01/06/2015

(Ta view sctivity detai, clizk the datz)

Date UserlD  UserName
01/06/2018 08:16:23 AM (ET) DAVID2  David Akers
01/06/2018 08:22:15 AM (ET) DAVID2  David Akers
01/06/2018 08:44:56 AM (ET) DAVID2  David Akers
01/06/2018 09:12:31 AM (ET) DAVID2  David Akers
01/06/2018 09:16:31 AM (ET) DAVID2  David Akers
01/06/2018 10:32:31 AM (ET) MARKOT  Mark Spencer
01/06/2018 08:22:15 AM (ET) DAVID2  David Akers
01/06/2018 08:44:56 AM (ET) DAVID2  David Akers
01/06/2018 09:12:31 AM (ET) DAVID2  David Akers
01/06/2018 09:16:31 AM (ET) DAVID2  David Akers

1P Address

222.111.000 99
222 111.000.99
222.111.000 99
222 111.000 99
222.111.000.99
222.111.000 67
222.111.000.99
222111.000.99
222.111.000 99
222 111.000 99

Bank Home | Disdlosures | Help | Sign O

Positive Pay Account Recor]

Print this page

Eunction

Secure login

Summary Report

Account Detail Report

Create Alert

Investment activity report

Create company user

Wire - domestic one fime wire transfer transmit
Wire - FX Intl one time wire-transfer transmit
Wire - USD Intl one time wire transfer transmit

Wire - domestic template based wire transfer transmit

6. Click on the Date hyperlink to view additional detail on each transaction.

Bank Home | Disclosurss | Felp | Sign O
customers% Bank Positive Pay Account Recor]
Welcome  Account Services ¥ Administration w
Change password . ) i
e User Activity Report - Detail Bt this page.
PElences Review the details for this activity or return to User Activity Report.
Manage favorites
» View user activity report Activity
Date 01/06/2018 08:44:56 AM (ET)
User ID: DAVID2
UserName:  David Akers
P address 222111.00099
Function: Account Detail Report
Activity Detail
Field Name Eield Information
Requested date: 01/0512018
Transactions: All transactions
TRC:
Account 1 Account
Description
TRC:
Account 2 Account
Description:
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Remote Official Check — Private Banking Customers

First Time Login

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Enhanced Service from the main navigation menu then select Remote Official Check.

Requirements

Microsoft Windows Version 10

Internet Explorer 11 or above

Microsoft .NET Framework 4.5.2 or above; 32-bit or 64-bit environment.
Secure Network

Internet Access

Public IP and Printer IP addresses have been provided to the bank.

2. Select Login.

3. First time users will be required to select 3 security challenge questions and create a new
password.

First Login Setup

State Spouse born in

Question 2:

Spouses Birth Month

Question 3:

City mother born in
Temporary Password:
New Password:

Confirm Password:

Save Cancel

4. Select a question for the drop-down menu.
5. Enter the answer in the box provided.
6. Repeat steps 8 and 10 until 3 questions and 3 answers appear.

7. Enter the following fields:

e Temporary Password — Temporary password assigned for first login
e New Password - Password must be at least 8 characters in length, have at least one
upper case letter, one lower case letter, one number and one special character.
Example: Password1#.
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e Confirm Password — reenter new password

8. Select Save.

Email Notifications

Follow the instructions on page 19 to setup your email notifications for the following events:

Expired Pending Print.

For your security checks will expire if not
printed within 2 days of its approval.

Pending Print Past Due.

This informs you of any checks nearing its
expiration

Pending Print Release.

You have checks ready to be printed.

Transaction Review and Approval.

Requested checks are require your approval
before being sent to the bank for processing.

Void.

Lost or unprinted checks have been voided.
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Printer Security Firmware Installation / Reinstallation

Prior to installation your IT support should have installed the appropriate HP Printer Driver file
to the desktop or laptop which will be used for Remote Official Check.

Note: This is role is only available for first time installation or reinstallation of the AP Crypto
Security Firmware. Please reach out to your banker for more information.

1. Select the System Settings tab from the main menu bar and click Manage Printers.
L ———
Home Check Request Client Review = Pending Print Release  Reports = User Management @t\ﬂcaﬁons -
Home
Processing Gate Hours Checks By Processing View
Today: Fri, Sep 6. 12:00 AM - 11:59 PM EST Supervisor Approval 1
Pending Print Release 0
Next Day: Sat, Sep 7. 12:00 AM - 11:59 PM EST Transaction Review and Approval 0
2. The Printer Management screen will appear. Select your printer from the list then select
the Load Printer Firmware on the right side of the list.
Printer Management
Printer ID | Printer Name & | Host Name IP Address Connection Mode Description Encryption | Acti Load Printer Firmware )
= A 4) Assigned Domains,
Onsite
- P o
Printer
3. Select Begin on the Welcome screen to initiate the process.

AP Crypto Security Manager

=]

‘Welcome to the AP Crypto Security Manager

This utility will help you update, install, or remove
APCrypto firmware from your printer. Please click
'BEGIN' wh to proceed.

v4.05.15
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4. Select Continue.

AP Crypto Security Manager

Please verify the printer information below is correct. Click
'CONTINUE' if correct. Otherwise click 'CANCEL' and
adjust the incorrect information on the 'Printer Setup' page
Printer ID: 4264
IP: 10.100.188.36 Port: 9100
Printer Serial Number: PHECM
Is FutureSmart Printer: T

5. Select Initialize AP Crypto Security

AP Crypto Security Manager (5]

Click the task below tha]

printer at 10.100.18§.36, it
must be removed belpre
continuing.

SECURITY

6. Select Finish.

AP Crypto Security Manager

Thankyou for using the AP Crypto Security Manager.
Click 'FINISH' to exit and return to APSecure.

Don't forget to reboot your printer.
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Home Page

The Home Page will be displayed. Across the top of the Home Page is the navigation menu.
These menu tabs are entitlement driven based on the user’s individual entitlements.

< Home Check Request Client Review ~

Customers
€ & Commercial Banking
Printing ~ Reports = User Management - Notfifications ~

Home

Processing Gate Hours Checks By Processing View

Today: Thu, May 23. 12:00 AM - 11:59 PM EST Supervisor Approval i,
Pending Print Release 0

NextDay:  Fri, May 24, 1200 AM - 11:59 PM EST Transaction Review and Approval 0

e Check Request — allows the user to enter the information on the check(s) being
requested

e Client Review — allows the user to view, approve and/or cancel check request(s)

e Printing — allows the users to print an official check once approved by the bank

o Reports —allows the users to run various reports

e User Management — allows the company system administrator to add and edit users

o Notifications — allows the users to setup e-mail alert notification for specific
transactions
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Dashboard

Directly below the navigation menu is the processing Dashboard which shows the Processing
Hours and the entitlement driven Checks By Processing View.

Home

Processing Gate Hours Checks By Processing View
Today: Thu, May 23. 08:00 AM - 05:30 PM EST Supervisor Approval

Pending Print Release
MNext Day:  Fri, May 24, 08:00 AM - 05:30 PM EST Transaction Review and Approva

e Processing Hours — shows the timeframe checks can be requested, processed and
printed

e Checks by Processing View — shows the number of check requests at various stages

> Supervisor Approval — checks requested by company administrators and
requiring their approval
» Pending Print Release — checks requested, approved and ready for printing.
» Transaction Review and Approval — checks requested which require secondary
approval

232 Member

ienoer FPIC



Custumers%Bank

Check Requests and Review

This module allows the customer to enter and review check requests prior to customer
approval.
Customers can either manually enter information or select a file upload feature for check

requests.

1. Select the Check Request tab from the main menu bar.

g (hadcRequest Clight Review - Printing -~ Reports - User Management - Notifications -

Manually enter check requests
1. From the Request Form enter the following information:
e Payee Information:

> Upto 3 payees are allowed on a check

> Payee can either be a business or individual

> First Name and Last Name are required and Middle Name is optional for
individuals

e Domain - select the appropriate company name from the drop down list
e Funding Account — select appropriate funding account from the dropdown
menu

e Amount —enter the amount of the check

e Address Line (optional) — enter the street address of the check recipient

e City (optional) — enter the city of the check recipient

e State (optional) — select the state of the check recipient from the drop down
menu

e Zip (optional) — enter the zip code of the check recipient

e Amount —the amount of the check to be created
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e Memo (optional) —the memo field is optional. This field can be used to add a
memo line to the printed check.

Check Entry
P i N

Request Form File Upload Review ()
~——
*Payee 1
Businass / Organization 1.
on ar Individuol only for eoch required Payee

First Mame 1:

Middle Name 1:
Last Mame 1:

Payee 2
Business / Organization 2: Erter B

Pleaze enter
First Mame 2:

Enter Fi

Middle Mame 2

Enter M
Last Mame 2: Ertter Last Name 2
Payee 3

Business / Organization 3:

izotion or Individus! only for each required Payes

First Mame 3:

Middle Mame 3:

enter Miadie Name 3

Last Mame 3:

Enter La

* Domain

Select Domain -
t [ ina Source- =

unding Source Select Account... -
* Amount

Enter Amount

Address 1:

& | EMCEr ADOress Line...

Address 2: 2
City: =0 | Emter City
State Erter _ =

Zipc sEEos mioa
Memao: Enter Memo

* Required Fields .

2. Select Add to add the check request to the queue. Select Clear to clear the page to
re-enter information.
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Upload file of check requests
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1. Create a file in Excel using the following format fields. When using the upload feature
in the Remote Official Check product, the file must be in this Excel CSV format.

2. Save the file

in CSV format.

3. Close the file. The file must be closed or the upload won’t work.

Field Field Name Maximum Length

1 FirstNamel 20*

2 LastNamel 20*

3 MiddleName1l 20*

4 BusinessNamel 60

5 FirstName2 20*

6 LastName?2 20*

7 MiddleName2 20*

8 BusinessName2 60

9 FirstName3 20*

10 LastName3 20*

11 MiddleName3 20*

12 BusinessName3 60

13 Address1 (optional) 66

14 Address2 (optional) 66

15 City (optional) 50

16 State (optional) 2

17 Zip (optional) 9

Cannot exceed

18 Amount $10,000,000.00
19 Your Business Account Number 10

20 Check Memo (optional) 38

Additional file format requirements:

Payee Information:

You may enter up to 3 payees on a check

Payee may either be a business or individual

You may only have one type (either business or individual) per payee
You will need to enter the First Name, Middle Name (optional) and Last Name
for individuals (the combined length cannot exceed 60 characters)*

No spaces needed to pad each field

Empty and optional fields must be delimited with commas, e.g., “,,
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Sample File:

Custumers‘%Bank

Mary, Smith, Jane,,,,,,,,,,99 Bridge St, Apt 5,Anytown, PA, 19128,123456.13,Digital
Mary, Smith, Joe,John,Smith,,,,,,,,99 Bridge St, ,Anytown, PA, 19128,987.5,Transformation

Select the Check Request tab from the main menu bar.

it Review -  Printing - Reports - User Management - Mofifications -

Select the File Upload tab.

Customers{@2Bank
CH Private & Commercial Banking

Home (ChedkRequest Client Review - Printing - Reports - User Management - Motifications -

Check Entry

“Payee 1

Business / Organization 1:

First Name 1:

Middle Mame 1- Errar Middls boms T

Select the Browse button next to the Select File box.

Customers@ﬂank
CB Private & Commercial Banking

Home  CheckRequest ClientReview - Printing = Reports = User Management = Notifications =

Check Entry

#Elect File:
CB-Fileupload Testosv 2| Browse..
Upload

Select the file to be uploaded.
Select Open.

Select Upload.
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10.

11.

Custumers%Bank

Once the Progress is listed as Completed the user may select the Review tab to submit

the checks for approval.

Customers@ﬂank
CB Private & Commercial Banking

Home | CheckRequest ClientReview = Printing = Reports - User Management - Notifications -
Check Entry

Request Form ﬁle Upload Review )

Browrse...

120 to submit each check entry for approvol.

File Size Uplaad Time Completed Time
CB-Fileupload Testesv | xa|smenansacam 5/23/2019 103411 AM il

Note: If the Progress displays Error, click on the -> icon to review a list of errors in the

file.

Within the Check Request window, select the Review tab

e Alisting of all of the check request(s) the user has submitted or uploaded will display.

Icu stomerégsank
CB Private & Commercial Banking

Home |CheckRequest ClientReview = Printing = Reports = User Management = Noffications =

Check Entry

RequastForm

Welcome Testjake sname ELoils Se ogo]
Last Login: 5/23/2018 3:56:48 PM (UTC 04001

Address Line ay state zip Funding Source Name Funding Source Account Number Domain Mems
CUBIUAT Test Acct 8675308 TESTIAKE
CUBIUAT Test Acct 8675308 TESTIAKE

e Re-order the check list(s) by clicking on any of the descriptive heads.
Example re-sort by payee name by clicking on the Payee heading.
e Select the checkbox(es) in front of each check request to be submitted for approval.
e Select Submit. Select Delete to delete any check request(s).
e A confirmation pop up box will display.
e Select Yes to continue.

Confirm

Are you sure you want to submit the selected transactions?

Yes No
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This module allows a customer to cancel and approve check requests received from within their
company.

Client Review

Client Review - Cancel Transaction
1. Select the Client Review tab from the main menu bar.

2. Select Cancel Transaction from the drop-down menu. A listing of all check(s) that have been
requested will be displayed.

Welcorme Testake Tastname Profl Help [ogest
Customers%ﬂank Last Login: 5/24/2019 3:27:11 AM (UTC -0400)
CB Private & Commer CEnKING
Home Check Reqyfst Client Review ) Printing = Reports ~ User Management = Notifications ~

Client Candal Jrap#faction Refresh
Page 1 of 1 (L items) Pagesize: (25 +
Payee CheckID ~ Addressline | City | State  Zip  Amount Requested bylogin = Memo | Check Request Date Funding Source Account Number | Is Reissue
Page L of 1 (L items) Pagesize:|25 7
? Create Fifter
Cancel

3. Select the checkbox(es) in front of each check request to be cancelled.
4. Select Cancel.
5. A confirmation pop up box will display.

6. Select Yes to continue.

Confirmation

Are you sure you want to cancel the 1 selected records?

Yes MNo
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Client Review - Supervisor Approval

This approval option is only available to company administrators, which allow them to approve
their own check requests.

1. Select the Client Review tab from the main menu bar.

elcome Testjake Tastname Profile Help Logout|
Customers%liank Last Login: 5/24/2018 3:27:11 AM (UTC -04:00)
CB Private & Comme rgPBanking
Home Check Reqffst  Client Review =) Printing = Reports = User Management = Notifications +
SupervisoNQRP Lo Refresh
[Domain Fifter: -All- -
Page 1of 1 (1 items) Pagesize:| 25

Check ID Payee Addressline | City | State  Zip = Amount = Memo  Requested bylogin | Funding Source Name | Funding Source Account Number | Check Request Date | Is Reissue

6}
Emily’s Dog

B -IIIII-
Strzalkowski

Page 16f1 (1 itams) Pagesize: 25

¥ Create Filter

Approve || Deny

2. Select Supervisor Approval from the drop-down menu. A listing of all check(s) ready for
review and approval will be displayed.

3. Select the checkbox(es) in front of each check request to be approved.

4. Just above the decision button, the Total Items Select and Total Amount Select will display
the total number of check(s) and the total dollar amount of the check(s) selected.

5. Select Approve to send the check request(s) to the bank for final approval. Select Deny to
cancel the check request(s).

6. A confirmation pop up box will display.

7. Select Yes to continue.

Confirmation

Are you sure you want to approve the 2 selected records?

Yes Mo
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Client Review — Transaction Review and Approval

This option is for approving check requests from another user.

1.

Select the Client Review tab from the main menu bar.

Customers%Bank

CE Private & Commercigy@Rfing

City | Addressline | State Zip Amount Memo | Requested bylogin  Funding Source Name | Funding Source Account Number

Welcome Customer Created Lastname Profile Help Logout|
Last Login: 5/14/2019 3:39:44 PM (UTC -04:00)

Pagesize:| 25~

Check Request Date | Is Reissue

6:54
Pagesize 25~

Select Transaction Review and Approval from the drop-down menu. A listing of all check(s)

ready for review and approval will be displayed.

Select the checkbox(es) in front of each check request to be approved.

Just above the decision button, the Total Items Select and Total Amount Select will display
the total number of check(s) and the total dollar amount of the check(s) selected.

Select Approve to send the check request(s) to the bank for final approval. Select Deny to

cancel the check request(s).
A confirmation pop up box will display.

Select Yes to continue.

Confirmation

Are you sure you want to approve the 2 selected records?

Yes Mo
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Printing
Pending Print Release
1. Select the Printing tab from the main menu bar.

2. Select Pending Print Release from the drop-down menu. Once the bank has approved the
check request(s) a listing of all check(s) ready for printing will be displayed.

Customers%hnk

CB Private & Commercial Banki
eview - Notifications ~ Repd

Home Check Request Clie
Pending Print Release

Home

* User Management ~

Void Checks

Reissue Checks

3. Select the checkbox(es) in front of each check request to be printed.

lelzome Peg Donovan Pro‘ie Help Logout
Customers nk
CBPritetCormcel Batkng
Home  Chedk Requast ChntFeview ™ Priting ™ Nofificaions * Reparts ™ User Management~

Pending Print Release

Refrzth

Pagee Addres Lne ay Sute | Ip Amount Memo Requested By Login Funding Scure Check Request D CheckD
[— o— Poiders ] o 112 | Tesing o f— w BB TIB N 5
T Fabiie st e e " e 0 Febcspes f— m LT 5

Yage 11 2iters) [

Crete e

Total Ttems Selected:0 Total Amount Selected: S0

Fint

4. Just above the decision button, the Total Items Select and Total Amount Select will display
the total number of check(s) and the total dollar amount of the check(s) selected.

5. Select Print to send the check request(s) to the appropriate printer.

Note: Confirm that the bank provided USB plug is installed on the printer prior to selecting
print.

6. A confirmation pop up box will display.

7. Select Yes to continue.

Confirmation

Are you sure you want to print the 2 selected records?

Yes Mo
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Void Checks

242

1. Select the Printing tab from the main menu bar.
Customers ank
CB Private & Commercial Banking
Home Check Request Client Rffview - Notifications ~ Repork - User Management ~
Home Pending Print Release
Void Checks
Reissue Checks
2. Select Void Checks from the drop-down menu. A listing of all check(s) that may be voided
will be displayed.
Welcome Peg Jorowen ofil -elp Lagout
Cust k o
Cou st
Here ChackRequest Clnt Review * Frining™ Mofifcasons ™ Aeports " User Managemant ™
Void Checks Rt
Payes Address Line. Gty state Ip Amount Requested By Login Memo Funding Source Check Request Date CheckID
Page 1ofC (0 flems) Pagesize:| X v
Create Flter
Total Hems Selected: Tofal Amount Selected: 7
3. Select the checkbox(es) in front of each check requested to be voided.
4. Just above the decision button, the Total Items Select and Total Amount Select will display
the total number of check(s) and the total dollar amount of the check(s) selected.
5. Select Void to void the check request(s).
6. A confirmation pop up box will display.
7. Select Yes to continue.
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Reissue Checks

1. Select the Printing tab from the main menu bar.

Customers ank
CB Private & Commercial Banking
Home Check Request Client Revfew ~ Notifications © Rep§ts = User Management ~
Home Pending Print Release
Void Checks

Reissue Checks

2. Select Reissue Checks from the drop-down menu. A listing of all check(s) to be reissued will

be displayed.

Customers%ﬂank
(B Private & Commarcial Bznking
Home  CheckRequest Cent evew = Prrting~ Noffcaions~ Reparts* U Manageent~

Reissue Checks

Payee AddressLine ay State Zn Amount Memo Requested By Login Funding Source

Page 10° D Dtems|

CesteFit
TotalItems Selected: 0 Total Amount Selected: $0

Reissie

Check Request e

Welcore 9eg Donaian rcile Help Logat

CheckID

Fegese 25 -

Just above the decision button, the Total Items Select and Total Amount Select will display

the total number of check(s) and the total dollar amount of the check(s) selected.

4. Select Reissue to reissue the check request(s).

Note: The reissue check request(s) must be sent to the bank for final approval before they

can be printed.
5. A confirmation pop up box will display.

6. Select Yes to continue.
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Notifications

Event Subscriptions

1. Select the Notifications tab from the main menu bar.

2. Select Event Subscriptions from the drop-down menu.

Home

Customers'
CB Private & Commercial Banking

Home Check Request Client Review ~ Pfinting ~ Reports ~
Event Subscriptions

ank

ser Management ~

3. Alisting of all event notifications will be displayed.

Customers¢2.8
CB Private & Commercial Banking

Home Check Request Client Review ~

ank

Event Subscriptions

Printing - Reports - User Management = Notifications -

Subscribed | Event ID

o

114

11:

&

114

11:

Save Changes

EventName

ExpiredPendingPrint

Welcome Testake lastname EroTle Help Logout
Last Login: 5/24/2019 3:47:47 AM (UTC -02:00)

% | EventDescription

Pending Print Past Due

Receive Notification -

Receive Notification -

Receive Notification -

Receive Notification -

Pending Print Release
Reissue
Transaction Review and Approval

Voided

Check moved to queue ExpiredPendingPrint

Check moved to queue Pending Print Past Due

Check moved to queue Pending Print Release

Check moved to queue Reissue

Check moved to queue Transaction Review and Approval

Check moved to queue Pending

Voided

Channel

Email (HTML) Templated

Email (HTML) Templated

Email (HTML)

Email (HTML) Templated ~

Email (HTML) Templated ~

Templated +

)
)
)
Email (HTMIL) Templated  ~
)
)

NotificationFrequencyld
Immediate
Immediate
Immediate
Immediate
Immediate

Immediate

4. Select the checkbox(es) in front of each notification you would like to receive.

5. Select the e-mail Channel from the drop-down menu.

6. Select the e-mail Notification Frequency Id from the drop-down menu.

7. Select Save Changes.

8. A confirmation pop up box will display. Select OK.

oK

Status

Notification preferences saved successfully
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Reporting
Check Register

The Check Register Report can be used to run a report on Printed and Voided checks.

1. Select the Reporting tab from the main menu bar.

2. Select Check Register from the drop-down menu.

Home Check Request Client Review = Printing CLRIIRg User magement -~ Notifications ~

Check Register

Home

Pracessing History
User Activity

Processing Gate Hourg Legacy Check Register rocessing View

Today: Tue, May 28. 12:00 AMY 11:59 PM EST'

Supervisar Approval

Next Day: Wed, May 29.12:00 AM - 1N Transaction Review agfl Approval 0

3. This report allows a user to run and export check register reports for printed and/or voided
checks.

Customers%ﬂank
2Pt Commetca faking
Hore Check Recuest ClevtReviaw = Profing ™ Notficaions * Reports ™ Use- Maragement ™

Check Register

Check Prnczdoiced - St

ChiceP e 7
(s ] [poF ][RI | Exal XLSK Refiesh

Check Number Gheck D Payec Isued Amourt Void Amount

Funding Source Payment Account Domein Printed Refssued Voided PintDate Time Vaid Date Time:

Totet 000 Totd S001
Face 1070 (1 e Fogese 15 7
Coste Fte

e Select a Start Date and an End Date
e Alist of checks that match the criteria will be displayed

e Select a report type to export the check register information
» €SV - Comma separated value formatted file
» EXCEL — Excel formatted file

4. Select whether to Open, Save or Cancel exported file.

Do you want to open or save gvReportBody.csv from services-uswest.skytap.com? Open Save ¥ | Cancel
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Processing History
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The Processing History report can be used to run reports of all transaction processed for a

specific period of time.

1. Select the Reporting tab from the main menu bar.

2. Select Processing History from the drop-down menu.

Home Check Request Client Review = Printing - ddanacement - Notifications ~

Check Register

Processing History

User Activity

Home

Processing Gate Hours Legacy Check Register rocessihg View

Legacy Processing History
Today: Tue, May 28. 12:00 AM - 1§ CrTg T ercdSE

Supervisor Approval

Next Day: Wed, May 29. 12:00 AM - 11:59 PM'® Transaction Rguie®®and Approval

3. This report displays a listing of items and their statuses.

Customers%Bank
(B Private & Commziciel Banking

Home  CreckRecusst ClentReview™ Prrting ™ Notficatons = Repors ™ Useransgement

Processing History Report

Check Dt -Start Date

Check Dat

CheckNumberT | CheckDY | CheckStatus | Last Status Change ¥ Payee ¥ | Amount ¥ Funding Source | Payment Account Y | Domain? | Memo ¥ | Overay ¥ Requested By ¥ | Check RequestDate 7 | Printed By
Butors 5 | an
| DiielReview | LU2BTBAM Baors | $425 |11 E ] des | IR mmosn | WRRTZNCAM
Butors \aers |
P The gL
0 b ﬁ:z‘f”’” WRRBTTAM  Faric 8500 111 dE65665 Dress :*:"‘ﬁ ROC  mdmown | 112201353H0AM
= Store Nakers | =™
Perdng bes 9
0 57| T a8 510 |10 BE663665 Diess | =" | o mdmown | 117222013 5210 A
Rekase Donian o | Mero
Poge 10713 ters)

7 Crete Fiter

Prnted ¥ | Refssued
N o
o [
o o

P Voided

Weicom %eq Danovan i Hel Log:

Refre:
Print Date Time Y | Void Dete Time? | Recover Check
1o
1o
10

4. Select a Start Date and an End Date for additional history information.

5. This report can also be exported the following formats:
e (CSV - Comma separated value formatted file
e PDF - PDF formatted file
e RTF-Word formatted file
e EXCEL - Excel formatted file
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User Activity
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The User Activity report is similar to the Event Log; however, this report displays transactions by

user rather than by event.

1. Select the Reporting tab from the main menu bar.

2. Select User Activity from the drop-down menu.

Home Check Request Client Review = Printing ~ nggement ~  Nofifications ~

Check Register

Home

Processing Histary

Legacy Check Register

Processing Gate Hours rocepsing View

T Legacy Processing History

L R

Today: Tue, May 28. 12:00 AM - 11:59 P

panuser®proval

Next Day: Wed, May 29, 12:00 AM - 11:59 PM EST Transaction Review and Approval

oo o

3. This report displays the logged in user’s activity.

Customers! ank
CB Private & Commercial Banking
Home CheckRequest CientReiew” Prring® Notfcatons

User Activity

Reports” User Management *

StartDate:

nd Dot
RTF | [Excel X5 | [ Excel XLSX

LoginID

Description 7 DateTime

mdonovan Check Valicated

Refresh

5. This report can also be exported the following formats:
e (CSV - Comma separated value formatted file
e PDF—PDF formatted file
e RTF-Word formatted file
e EXCEL - Excel formatted file
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Legacy Check Register
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The Legacy Check Register Report can be used to run a report on Printed and Voided checks
from your original setup date until June 21, 2019. All current data can be found under Check

Register Report.

1. Select the Reports tab from the main menu bar.

2. Select Legacy Check Register from the drop-down menu.

Home Check Request Client Review = Printing,

LELLCRE User MaMmegment ~
Check Register

Home

Processing History

User Activity

Legacy Check Register rog

Legacy Processing History

T T

Processing Gate Hours

Today: Tue, May 28. 12:00 AM - 11:59 ™

Approval
Next Day: Wed, May 29. 12:00 AM - 11:59 PM EST

Transaction Review and Approval

Notifications ~

ssing View

[[SHI=N-1

checks.

This report allows a user to run and export check register reports for printed and/or voided

Cusmmers%ﬂank
(B Private & Cornmercial Banking

Home CreckResuest CemRedew™ Prntng™ Notiications* Feparts™ User Maragement™

Check Register

(Check PrintedVoided - Star Cate:

Welcre Peg Jonovr ol Help logou

Check FrintedVcided - End Cate:
Check Number Check 1D Payze Issued Amount ¥ Void Amount. ¥ | Funding Source Payment Account Domain Printed T | Relssved 7| Voided Print Date Time: Void Date Time
To:al: $000 Tatak 000
Page 10700 tams) Pagesiz 5+
Crest Fiter
e Select a Start Date and an End Date
e Alist of checks that match the criteria will be displayed
e Select a report type to export the check register information
» CSV - Comma separated value formatted file
» EXCEL — Excel formatted file
4. Select whether to Open, Save or Cancel exported file.
Do you want to open or save gvReportBody.csv from services-uswest.skytap.com? Open Save 7| Cancel
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5.

User Management
Manage Users

New Users

Select Manage Users from the drop-down menu.

Select the User Management tab from the main menu bar.

Customers§22Bank
B Private & Commercial Banking

Home Check Request Client Review ~

Home

Printing =  Notifications ~ WLl User Management ™

A list of all existing users will be displayed.

Customers%ﬂank
CB Private & Commercial Baking

Hore CteckRequst Clert evien™ Prcng® Nifiatcns ™ Peors” e Managemert”

Manage Users

hew User[D . LoginlD First Name Last Name Damain Name Locked Active
BT mdoen Feg Dorovan Feg's Dres Vakers i
Count=L.

Welcome Pe

Select New to add additional users to the system. The User Detail screen will display.

New User

User Permissions

Save Cancal

Available Domains:

Locked: [

Enter the following fields:

e Login ID —user’s login id. Example: JSmith

e First Name — of the user

249

Member

ienoer FDIC



Custumers%Bank

e Last Name - of the user

e E-mail — e-mail address of the user
e Phone Number - optional

e Extension - optional

6. Select the appropriate company from the Available Domain drop down menu.
7. Select the User Permissions tab.

8. The Permissions screen will display. Though each arrow in front of each category will show
different entitlements available to assign to a user, it is highly recommended to use the
preset Roles which we have created based on job function.

New User Save || Cancel

User Details User Permissions

*Below is a list of all permissions you have permission to grant. These permissions will be assigned directly to the user and only apply to the user's directly assigned domain.

Execute Grant Permission Name - Description
,
2 Category: Client Review
2} Category: Event Notifications
2} Category: Manage Notification Subscriptions
2} Category: Printing
2} Category: Report
2} Category: Snapin Access
2} Category: User Management

9. Optionally, if a company has multiple company (domains), a user may be entitled permission
to Groups.

Note: Groups must be created by the bank for the system administrator to entitle each
user. Not all company setups require groups.

a. Select the Groups tab from the navigation menu.

Edit User Save Cancel
Permissions -W Roles

*Below is a list of all groups you have permission to grant. The permissians and roles assigned ta the group will anly give the user permission to perform these actions within the
domains assigned to the group.

Execute Grant Modify Name i Description

b. As each cateory is opend select Execute and/or Grant.

e Execute — will allow the user to perform the tasks entitled by the module
e  Grant — will provide access to the module

2 5 0 Member
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10. Roles are preset bundle of permissions created by

Custumers%Bank

job function. This allows an efficient and

effective way to grant access to different modules.

11. Select the Roles tab from the navigation menu.

Save Cancel

New User
Permissions Groups Roles

*Bedow is a ist of all roles y
assigned domain.

Execute Grant Modify Mame

Customer Check Requast

Customer Check Review and Approval

Customer Printer

Customer Reporting

you have permission to grant. These roles will be azsigned directly to the user. The permizsions assigned to the role will only apply to the user's directly

Description

Allows the user to create and modify usars. Also allows full access to

system reports and activity logs.
Allows 3 user to request a check

Allows access to the chedk review and approval screens. The
approval action here will send the check to the bank for secondary
approval. Also grants access to cancel a chedk prior to approval.

Allows the user to print a check. This role also grants access to void
chedks

Allows customer to pull reparts

12. Similar to our Business Online Banking Service, de
Execute and/or Grant permissions.

signated Company Administrator can

13. Select the check box to either Execute and/or Grant.

e Execute — will allow the user to perform t

e Grant — will provide access to the module

14. The following are sample configurations:

he tasks entitled by the module

Job Function Roles:
Com pany Execute Grant Modify Mame -
Administrator » . B
! w Customer Admin
! ! Customer Check Request
! ! Customer Check Review and Approval
Customer Printer
---:-
Customer Supervisor Approval
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Check Request,
Print, Reporting

T T T T

Execute Grant Maodify Mame -

Customer Admin

Customer Check Review and Approval

! Customer Printer
! Customer Reporting

Customer Supervisor Approval

Check Approval,
Print, Reporting

Execute Grant Modify Mame -

Customer Admin

[ Customer Check Review and Approval
v Customer Printer
%4 Customer Reporting

Customer Supervisor Approval

Note: The Supervisor Approval allows a user with this permission to approve their own

checks.

15. Once all appropriate entitlements have been selected click Save in the upper right hand

corner.

16. A confirmation pop up box will display with the user’s temporary password.

Confirmation

TAch7DsTD

oK

User Ronald MeDonald was successfully created. The user
has been izsued the temporary password displayed balow.
The temporary password will only be valid for 3 days.

17. Select OK.

18. The Company Administrator is responsible for forwarding the login credentials. For security
purposes, it is highly advisable to send the domain name and user id in one e-mail and the
temporary password on another.
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Edit Users

1. Select the User Management tab from the main menu bar.

2. Select Manage Users from the drop-down menu.

Customers%Bank
CB Private & Commercial Banking

[ e Rt [Chenit e [Pt o IHobeatones] o
e

3. Alist of all existing users will be displayed.

Customers%Bank
CB Private & Commercial Banking

Home Check Request Client Review ™ Printing ™ Notifications * Reports * User Management

Manage Users

New UserID . | Login ID First Name Last Name Domain Name Locked Active
Edit 17 mdonovan Peg Donovan Peg’s Dress Makers 5
Count=1

4. Select Edit next to the users to be edited. The User Detail screen will display.

Edit User

Save Cancel

Lgin ID: Avzilable Domains:
TESTUSERS
First Nama:
Ronald

Last Name:
McDonald

Email:

supra.mendoza@gmail.com

Phone Numb:

Resst Password

5. Edit any of the following fields:

e Login ID —user’s login id. Example: JSmith
e First Name — of the user

e Last Name — of the user

e E-mail — e-mail address of the user

e Phone Number - optional

e Extension — optional
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10.

11.

12.

13.

14.

Custumers‘%Bank

You may also reset the user password by clicking on the Reset Password Button

. ltis

the responsibility of the Company Administrator to forward the temporary password to

the user.

Confirmation

The user's pazsword has been rezet with the temporany

pa d dizplayed befow. The temporary password will only
for 3 days.

ctH3

0K

In case of a security breach or termination, you may select the Locked checkbox to

disallow a user’s access to the application.
Select the appropriate company from the Available Domain drop down menu.

Select the User Permissions tab.

The Permissions screen will display. Again, it is recommended to use the Roles to define or

modify access by job function.
A user’s Groups permissions may also be edited.

Select the Groups tab from the navigation menu.

Note: Groups must be created by the bank for the system administrator to entitle each

user. Not all company setups require groups.

Edit User Save

Cancel

Permissions -W Roles

*Below is a list of all groups you have permission to grant. The permissions and roles assigned to the group will only give the user permission to perform these actions within the
domains assigned to the group.

Execute Grant Modify MName - Description

As each cateory is opend select Execute and/or Grant.

e Execute — will allow the user to perform the tasks entitled by the module
e Grant — will provide access to the module

A user’s Roles may also be edited.

Select the Roles tab from the navigation menu.

Note: Refer to items 11-14 under section User Management>Manage Users> New Users

Select Save in the upper right-hand corner.
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Administration

Users

User Roles must be created before creating Users. Please refer to the User Role section
of this reference guide.

Add Users

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Administration from the left-hand navigation menu.

2. Select Users.

Customers@BBank

Statements

Payments/Transfers

@
=
)
=)

Remote Deposit (DLM)

Enhanced Services

=]

User Roles.

User Management

User Email Address

Role

Status Lastlogin

Add User

3. Select Add User.

Note: Any changes made to a user will affect ALL users assigned to the same role.

Complete the require fields.

Customers@3Bank

Statements
Payments/Transfers

Remote Deposit (DLM)

@ Il o0me Rl =

Enhanced Services

]

Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations.

Settings

Help

Log Off

New User Details

First Name *

Phone Country *

Select Country

password

User Role

*_ Indicates required field

Last Name *

Phone *

Confirm Password *

Email Address *

Login ID *

coneel m
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e  First Name — first name of the new user

e Last Name — last name of the new user

e Email Address — email of the new user

e Phone Country — country the new user is located in
e Phone — phone number of the new user

Note: The first time the new user logs in, if they are not user a hard token or
the Symantec App to receive their log code, will get an automated phone call.
Once logged in the user can go to Security Preferences and setup the text
option.

e Login ID — create a User ID for the new user.

Note: Duplicate User IDs cannot be used. Whether the User ID is used by your
company or another company the Login ID must be unique. Try to make all
User IDs unique.

e Password —enter a temporary password for the new user
e Confirm Password — confirm the new temporary password

Note: The company administrator must provide the User ID and password to
the new user.

e User Role —select a user role from the drop-down menu
Note: User Roles should be created prior to setting up a new user.
Select Save.

Note: Any outstanding issues with the page will be displayed in red under the User Role
box.

A confirmation pop up box will be displayed.

©

Save User

The user has been saved

Note: If the browser allows for saving the password, for security purpose select Never.

Save password?

Username Testing01 -

Password | sesssssnss - (o]
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Edit Users

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Administration from the left-hand navigation menu.

2. Alist of users will be displayed.

Customers @ Bank Wetcome sack Peg &

User Management

user Emall Address Role Scatus Lasclog

[ — bssystemkeys@bortomine com sresen Acive

@
=
()
=]
(]

PO& o

Log off

3. Select the pencil icon next to the appropriate user to edit.

4. Select the Edit Status to deactivate a user.

Customers@Bank Welcome back, Peg D
{1 Home .
User Details
[ Messages
@ Repors stg
= satements
B  Payments/Transfers
FirStrame * Last Name * Email Address *
= Remote Deposit (DLM)
BT Tester1 bfssystemkeys@bottomline.com
ErETE Phone Country * Phone *
Administration United States 3
Users
USER ROLE Manage User Roles
User Roles Current Role
Bill Pay Admin [
(Check Reorder
Locations
- USER LOGINS
Settings
Login Name Channel Status Last Logon Actions
Help
T BTTester1 Internet Password Change Required
* - Indicates required field
cancel

2 5 7 Member
ot FDIC

LENDER



5. Complete the fields to be changed.

Customers@RBank

Home.

Messages

Reports

n e g =

Statements

Payments/Transfers

Remote Deposit (DLM)

@ Il 0

Enhanced Services

Administration

B

Users

User Roles

Bill Pay Admin

Check Reorder

Locations

Settings

Help

Log Off

User Details

status

Active

Cance|

First Name *

BT

S Phone Country *

United States

USER ROLE Manage User Roles

Current Role

BT Tester!

Update Role

USER LOGINS

Login Name

BTTester!

*- Indicates required field

Channel

Internet

Last Name *
Tester1
Phone *

[

Status

Password Change Required

Welcome back, Peg D

Email Address *

bfssystemkeys@bottomline.com

Last Logon Actions

o Deactivate User — blocks the users access but does not delete their profile
e Activate User — reactivates a users access
e Current User Role — use the drop-down menu to select a new role

6. The Action ellipsis will only be available if a user is locked out. Select Actions then select

Unlock login.

Customers i Bank

g8

Ba i mm

User Details
Status

Actve

First Name
QaLiseth
Pone Country *

United States

USER ROLE

USER LOGINS

Login Name

+ - Indicates required field

Email Address ©

Nseth muriSo@qzebanking com

Last Logan Actions

Unlack log

7. Select Delete to delete the user.
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User Roles

Custom ers‘%Bank

Each user must be assigned a role within Business Online Banking. Users can share a role or

individual roles can be setup for each user.
view reports.

For example, a role can get setup for users to just

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Administration from the left-hand navigation menu.

2. Select User Roles.

Customers@3Bank

Home

User Roles «
Messages

Reports

Statements

USER ROLES

Payments/Transfers

Remote Deposit (DLM) o
escription

Enhanced Services v

@
=2
)
(=]
®
A

Administration ~

Users

User Roles

Bill Pay Admin

Check Reorder

Locations.

% _Setings

Users ~

3. Select Create Role.

Note: Any changes made to a user will affect ALL users assigned to the same role.

Customers@BBank

{1 Home
User Roles > New User Role

g

Messages
Role Name
Reports

Statements
Description
Payments/Transfers v

Remote Deposit (DLM)

@ I o me

Enhanced Services

2]

Administration *-Indicates required field
Users

User Roles

Bill Pay Admin

Welcome back, Peg D

Cancel

4. Inthe Role Name field enter a name for the role. Example: Reporting Role.

Note: Customers using Bill Pay must create a Bill Pay Admin role and a Bill Pay Sub User
role to be able to assign the roles properly to access Bill Pay.

5. Inthe Description field enter brief description of the role. Example: Viewing reports only.

6. Select Continue.
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7. The Overview tab will be displayed.

Customers@RBank Welcome back, Peg D
Home
User Roles » Test » ﬂ
[r— Testing Roles
Reports
Overview  Features  Accounts
Statements
Payments/Transfers
unt Appr
Limits
Remote Deposit (DLM)
99.999.999.999.99  $99,999.999.999.99  $99,999,999,99 y y
Administration
1,000/ 1,000/ 1 1 1
9,999,999,999.9: / Al
ACHPassthru  $99,999.999.999.99  499.999,999,999.99  $99,999.999,999.99 Ay any any A
Users
4555 1,000/ 1,000 1 1 1 ;
EEeriuee AcH ayments 000 $99.999.999,999.99  $99,.999.999.999.99 89 Ay Any ay A
8illPay Admin " i i
Check Reorder 1.000 1,000 1,000 A ha y A
y
Check Reorder
1,000/ 1,000/ 1,000/ 1 1 1
£FTPS 51000 A :
Locations $99,999.099,999.99 $99,999,099.999.99  $99,999,999,99999  Any Any ay A
Settings B X 1,000 1 1 1
eavrol 10 $99,999.999,999.99  $99,999,999,999.99 Any Any ay A
Help
Stop Payment 1,000 1,000 . it A
y Any
Log Off
Transfer - 1000/ 1,000 1 1 1
$99,999.999,999.99 ' 5
Internal g $99,999,999,999.99  $99,999,999,999.99  $9 Any Any ay A
Wire- ! 1,000 1,000/ 1 1 1
$99,999,999,999.99 : X
Domestic 999,399.99 $99,999.999,999.99 $99,999.999.999.99 $99999,999,99999  Any Any ay A

8. Depending on the services assigned to a company, the Overview screen will display
company limits for various features. The admin can select these options to assign more
restrictions on the users (role) access, create a lower limit than the company limit, restrict
which accounts can be used and/or disable this feature for this role.

e ACH Collections — allows users with this feature to originate and/or approve
ACH debit files
e ACH Passthru — allows users with this feature to upload and/or approve ACH
Passthru files
e ACH Payments — allows users with this feature to originate and/or approve ACH
credit files
e Check Reorder — allows users with this feature to reorder checks from Harland
Clarke
e EFT —allows users with this feature to originate and/or approve ACH tax files
e Stop Payments - allows users to create stop payment requests
e Transfer Internal — allows the user to create internal Book Transfers
e Wire — Domestic — allows the users to create and/or approve domestic Wire
Transfers
e Wire - International — allows the users to create and/or approve international
Wire Transfers
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9. Select the Enable option to Disable to remove this feature from the role.

Customers@Bank

Ay o
User Roles » Test ~
B3  Messages Testing Roles
[ Repors
Overview  Features  Accounts
= statements
Payments/Transf v
B Pmensmases ACH COLLECTION Change
= Remote Deposit (OLM)
®  enhanced services Allowed Actions  Rights

Administration

Users

User Roles

Bill Pay Admin
Check Reorder s
Locations a0y
Settings

Help

Log Off

Welcome back, Peg D

Approval Limits

Open Policy Tester Add New Allowed Action

Any

Customers@Bank

{7}  Home .
User Roles » Testing2 ¢~
3 Messages Testing Roles
FE
Overview  Features  Accounts
= Sstatements
P: ts/Transfe
S s ACH COLLECTION Change
= Remote Deposit (DLM)
B ehancedsevices v Allowed Actions  Rights
B Administration ~

Users

Approval Limits

Close Policy Tester Add New Allowed Action

10. Select the appropriate feature.

Customers@BBank

fome User Roles » Test ~

Messages Testing Roles

Reports

Overview Features Accounts

Statements

P
MRS ACH COLLECTION Change

Remote Deposit (DLM)

@ I ome Q 2

Ehanceabeie Allowed Actions

Rights

=

Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations

Setings

Help

Log Off

Welcome back, Peg D

Approval Limits

Open Policy Tester Add New Allowed Action

11. Under the Allowed Actions section select Open Policy Tester.

Note: Use the Policy Tester to test out potential Allowed Action edits before making
permanent changes. This ensures any action or transaction you test is possible based on
what is allowed by your Company Policy and the Bank’s policy.
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12. Edit the following information.

Customers@RBank Welcome back, Peg D

@
=
i
B8
&)
a

Rz User Roles » Testing2 ~ m

Messages Testing Roles

Reports

Overview Features Accounts
Statements
P \ts/Transfe
ki ACH COLLECTION  Change
Remote Deposit (DLM)
Enhanced Services Allowed Actions Rights  Approval Limits

Administration

e Close Policy Tester Add New Allowed Action

User Roles Example Transaction @

Bill Pay Admin Operations Amount Account

Check Reorder

Locations. WeEioy Day Time
United States Any

Setings

Auth code provided
Help

Log OFf Template used (L. draft restricted)

e Operations — select Draft (create) Approve (release to bank for processing) or

Cancel

e Amount — a default “test” amount will display but can be changed

e Account — select an account number from the dropdown menu

o Day - optional
e Time—N/A

e Select Auth Code provided, this is required for all ACH and Wire Transfer users

that release transactions to the bank for processing

e Select Template used (i.e., draft restricted to test whether the transaction can

be submitted by a Draft Restricted User)

13. Select Test.

14. The Policy Results will be displayed and indicate whether the User Role, Company Policy,
and Bank settings will allow or deny a potential transaction. Depending on the role’s
Allowed Actions. If the policy tester fails, a highlighted message appears with details of why
the test failed and which entitlement caused the test to fail.

Customers @ Bank Weicome back, Peg D
Reports
Overview  Features  Accounts
Starements
Payments/Transfers
i ACH COLLECTION Change
Remote Deposit (DLM)
Enhanced Services Allowed Actions Rights Approval Limits

Administration

= Close Policy Tester Add New Allowed Action

User Roles Example Transaction @
o Operations. Amount Account
Check Reorder

Settings.

/) Auth code provided
Help

Template used (ie. draft restricted)

(@) This transaction will be allowed

Bank Pollcy Company Policy UserRole Policy
Allowed A8 company iy
Allowed Allowed

Log Off
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15. Select Add New Allowed Actions to change the entitlements for this role.

Customers@Bank Welcome back, Peg D
Ay o

User Roles » Test ¢~
B3  Messages Testing Roles
[ Repors

Overview Features Accounts

= statements
= NS \CH COLLECTION Change navied [l
= Remote Deposic (DLM)
@ enhancedservices v Allowed Actions ~ Rights  Approval Limits

Administration

Users Open Policy Tester

Add New Allowed Action

User Roles
8ill Pay Admin
Check Reorder
Locations
Settings

Help

Log Off

16. Select an option from the top row.

TESTING2 POLICY » ACH COLLECTION » RULE # n

Allows ACH Collection transaction for any amount

Enter Maximum Operation Amount

Any

17. Make the required changes depending on the option selected.
Note: Limits cannot be made higher than the company limit established by the bank.
18. Select OK.

19. Once all changes have been made select Save in the upper right-hand corner.
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20. Select Rights.

Customers@Bank Welcome back, Peg D
tome User Roles » Test #
Messages Testing Roles
Reports

Overview Features Accounts

Statements

P \s/Tr fe

e ACH COLLECTION Change
Remote Deposit (DLM)

Enhanced Services

Allowed Actlp

Administration

Users Open Policy Tester Add New Allowed Action

User Roles

8ill Pay Admin

Check Reorder S o A S e

Locations

Settings

Help

Log

Welcome back Peg D

Home.

User Roles » Testing2 ~# ﬂ

Messages Testing Roles

Reports
Overview Features Accounts

Statements

Payments
R ACH COLLECTION Change

Remote Deposit (DLM)
Enhanced Services

Allowed Actions  Rights  Approval Limits

Administration

Users

ew Online Activity Can view all transactions
User Roles

Can view all transactions

Can view own transactions
Can view transactions to or from entitled accounts
Can view transactions by others n this role

Check Reorder Cannot view any transactions

Bill Pay Admin

Locations

Settings

Help

Log Off

22. Select Approval Limits.

Customers@Bank Welcome back, Peg D

Home
User Roles » Test ¢~

Messages. Testing Roles

Reports

Overview Features Accounts

Statements

paymenc/Iacafes) ACH COLLECTION Change

Remote Deposit (DLM)

Enhanced Services Allowed Actions Rights \  Approval Limits

Administration

Users Open Policy Tester Add New Allowed Action

User Roles

Bill Pay Admin
Check Reorder A o = . P 1)
Locations

Settings

Help

Log
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Note: Limits cannot be made higher than the company limit established by the bank.

23. Each limit field may be edited.

Customers@3Bank

Messages Testing Roles

Reports

Overview Features Accounts

Statements

Payments/Transfers

ACH COLLECTION Change

Remote Deposit (DLM)
HusmiEn i Allowed Actions Rights

Administration

Approval Limits

Welcome back, Peg D

MAXIMUM AMOUNT

Users
Per transaction
User Roles $10.00 ~
il Pay Admin Per Account Per Day
$99,999,999,999.99
Check Reorder
Per Day
Locations. $99,999,999,999.99
iy Per Month
$99,999,999,999.99
Help
MAXIMUM COUNT
Lo Per Account Per Day
1,000
Per Day

Maximum transaction amount

10.00

24. Once all changes have been made select Save in the upper right-hand corner.

25. Select the Features option.

Customers@RBank
ome User Roles » Test ¢

Messages Testing Roles

Reports

verview Features Accounts

Statements
Payments/Transfers

s ACH COLLECTION Change
Remote Deposit (DLM)
S Allowed Actions  Rights
‘Administration

Users

User Roles

8ill Pay Admin

Check Reorder

Locations

Settings

Approval Limits

Welcome back, Peg D

save

Open Policy Tester Add New Allowed Action
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26. Select each feature that should be turned on for this role.

Customers@RBank Welcome back, Peg D
Home .
User Roles » Testing2 ~#
Messages Testing Roles
Reports
Overview  Features  Accounts

Statements e
Payments/Transfers .

% FEATURES ©
Remote Deposit (DLM)
Enhanced Services
Administration ~ -
Users Access Incoming/Outgoing Wire Alerts Access to all payment templates
UseriRole Allow one-time recipients Can view allreciplents
Bill Pay Admin

Manage Recipients Manage Subsidiaries
Check Reorder
Manage Users Recipient upload from batch
Locations
s View Wire Activity Wire upload from batch (requires Multi-Wire)
Help
GENERATED TRANSACTION

Log Off
2= Enable Multi-Transfer Enable Multi-Wire

27. Once the feature is select the box will turn blue and have a small checkmark.

28. Once all of the features are assigned to this role are selected, select Save in the upper right-
hand corner.

29. Select the Accounts option.

Customers@RBank Welcome back, Peg D

Home
User Roles » Test ¢~

Messages Testing Roles

Reports
Overview Feature:

Statements
Payments/Transfers

s ACH COLLECTION Change
Remote Deposit (DLM)
Enhanced Services

Allowed Actions ~ Rights ~ Approval Limits

Administration

T Open Policy Tester Add New Allowed Action

User Roles

8ill Pay Admin

Check Reorder

Locations

Settings

Welcome back, Peg D

i User Roles » Testing2 ¢ m

Messages Testing Roles

Reports

Overview ~ Features  Accounts
Statements
Payments/Transfers
g ACCOUNTS @
Remote Deposit (DLM)
Hide unassigned accounts
Enhanced Services
—— — View Deposic Withdraw Labals

Administration

Statement Savings. ° ° °
Users

CMLTIME NOTES

%) @ @

User Roles

BUSINESS ANALYSIS
Bill Pay Admin @ @ @

BUSINESS ANALYSIS
Check Reorder Q Q [%)
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31. To add an account to be assigned to this role for View, Deposit or Withdraw, click on the
to change the symbol to a checkmark.
e View —allows users in this role to view reports with this account number
e Deposit —allows users in this role to make Book Transfer into this account
e Withdraw — allows users in this role make Book Transfers from this account

Note: If a lock appears this means the account is locked by the bank and cannot be used
for a certain function.

32. Once all accounts for this role have been selected, select Save in the upper right-hand
corner.
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Edit User Roles

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Administration from the left-hand navigation menu.

2. Select User Roles.

Note: Any changes made to a user/role will affect ALL users assigned to that role.

Customers@3Bank Welcome back, Peg D

Home

User Roles «
[—

\ searct Create Role
Reports

Statements

USER ROLES

Payments/Transfers

Remote Deposit (DLM)
Name ~ Description Users ~

Enhanced Services
BT Tester1 None 1 g 06w
Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations.

Settings

3. Alist of roles will be displayed. Select the pencil icon next to the appropriate role.

4. The Overview tab will be displayed.

Customers@Bank Welcome back, Peg D
A
User Roles » Test ~ ﬂ
1 Messages Testing Roles
()  Reports
Overview  Features  Accounts
= statements
B rayments/iransfers v I ca
Tra A
= Remote Deposit (DLM)
©  Enhanced Services v y . 1,000/ 1,000 1,000/ 1 1 1
AcH[Colectn 41000 $99.999.999,999.99 $99,999.999999.99 $99,999,999,99999  Any Any ay A
B  Administration
ACH Passthru  $99,999,999,999.99 000! L0000 ! & ! Al
s e #9999 590,999999,999.99  $99,999,999,999.99 any Any Any
5 1,000/ 1,000/ 1,000/ 1 1 1
e Ach Payments 31019 $99.999.999,999.99 $99,999.999.999.99 $99999,999,99999  Any Any Ay A
Bill Pay Admin 1 1 1
Check Reorder 1,000 1,000 1,000 Al
Any Any Any
Check Reorder
1,000/ 1,000/ 1 1 1
s1 L
e ERIES, 000 $99,999.999,999.99  $99,.999,999,999.99 $99,999,999,99999  Any Any ay A
> 1 1 1
Setings o B
Beyroll 1000 $99,999,999,999.99 Any Any ay A
Help . i ;
o ! A
Stop Payment 1,000 000 1,000 o A y A
Log Off
Transfer - . X 1,000/ 1,000/ 1 1 1 .
Incernal $99.999.99999999  $99.995.999.999.99 $99.995.999,99999 $99,999999.99999  Any Any ay A
Wire - o 55909 996 0 1,000/ 1,000/ 1,000/ 1 1 1
Domestic $99.999.99999999  §99.995.999,999.99 $99,999.999,99999 $99,999,999.99999  Any Any ay A

5. Depending on the services assigned to a company, the Overview screen will display
company limits for various features. The admin can select these options to assign more
restrictions on the users (role) access, create a lower limit than the company limit, restrict
which accounts can be used and/or disable this feature for this role.
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e ACH Collections — allows users with this feature to originate and/or approve
ACH debit files
e ACH Passthru — allows users with this feature to upload and/or approve ACH
Passthru files
e ACH Payments — allows users with this feature to originate and/or approve ACH
credit files
e Check Reorder — allows users with this feature to reorder checks from Harland
Clarke
e EFT —allows users with this feature to originate and/or approve ACH tax files
e Stop Payments - allows users to create stop payment requests
e Transfer Internal — allows the user to create internal Book Transfers
e Wire — Domestic — allows the users to create and/or approve domestic Wire
Transfers
e Wire — International — allows the users to create and/or approve international
Wire Transfers

6. Select the Enable option to Disable to remove this feature from the role.

Customers@Bank Welcome back, Peg D
€1 Home
User Roles » Test ¢~ m
B3  Messages Testing Roles
[ Repors
Overview  Features  Accounts

= statements
SN /.t CoLLECTION Chance enatied [ >
= Remote Deposit (DLM)
®  enhanced servies Allowed Actions ~ Rights  Approval Limits
B  Administration o

S Open Policy Tester Add New Allowed Action

User Roles

Bill Pay Admin

Check Reorder

Locations Any Any Any Any

Settings

Help

Log Off
Customers@Bank Welcome back, Peg D
{7} Home .

User Roles » Testing2 ¢~ ﬂ
3 Messages Testing Roles
FE
Overview ~ Features  Accounts

= Sstatements

P: ts/Transfe
5 s ACH COLLECTION  Change (=
— Remote Deposit (DLM)
Enhanced Services v Allowed Actions  Rights  Approval Limits
B Administration ~

Users Close Policy Tester Add New Allowed Action
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7. Select the appropriate feature.

Customers@RBank

fome User Roles » Test ~

Messages Testing Roles

Reports

Overview Features

Statements

Payments/Transfers

ACH COLLECTION Change

Remote Deposit (DLM)

Ehancedbevce Allowed Actions

Rights

B @ 018 Q8 2

Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations

Seings

Help

Log Off

Accounts

Welcome back, Peg D

Approval Limits
A = il
Any Any Any

8. Under the Allowed Actions section select Open Policy Tester.

Note: Use the Policy Tester to test out potential Allowed Action edits before making
permanent changes. This ensures any action or transaction you test is possible based on
what is allowed by your Company Policy and the Bank’s policy.

9. Edit the following information.

Customers@Bank
£} Home )
User Roles » Testing2
& Messages Testing Roles
() Reporss )
Overview Features Accounts
= swtements
Payments/Transfers
S z ACH COLLECTION Change
= Remote Deposit (DLM)
@ enhanced services Allowed Actions  Rights
B Administration
Users
User Roles Example Transaction &
e Operations Amount
Draft $1,000.00
Check Reorder
Locations Location Day
United States Any

Settings.

Auth code provided

Help

T () Template used (i.e. draft restricted)

s =

Approval Limits

Close Policy Tester Add New Allowed Action

Account

Statement Savings 561882

Time

e Operations — select Draft (create) Approve (release to bank for processing) or

Cancel
e Amount —a default “test” amount will display but can be changed
e Account — select an account number from the dropdown menu

e Day - optional
e Time—N/A

e Select Auth Code provided, this is required for all ACH and Wire Transfer users
that release transactions to the bank for processing
e Select Template used (i.e., draft restricted to test whether the transaction can
be submitted by a Draft Restricted User)

270

Member

S— E
LENDER FDIC



10. Select Test.

Custumers%Bank

11. The Policy Results will be displayed and indicate whether the User Role, Company Policy,
and Bank settings will allow or deny a potential transaction. Depending on the role’s
Allowed Actions. If the policy tester fails, a highlighted message appears with details of why
the test failed and which entitlement caused the test to fail.

Customers@BBank

Reports.
Statements
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services
Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations.

Settings

Help

Log Off

Example Transaction &

Overview  Features  Accounts
= ACH COLLECTION Change
Allowed Actions ~ Rights  Approval Limits

Operations Amount Account
Draft v $1000 | TestAcoun
Location Day Time
United States Any

W/ Auth code provided

Template used (ie. draft restricted)

(@ his transaction will be allowed

Bank Policy
Allowed

Weicome back, Peg D

Close Policy Tester Add New Allowed Action

UserRole Policy

Testing2
Allowed

12. Select Add New Allowed Actions to change the entitlements for this role.

Customers@RBank
Home
Messages
Reports

Statements

omnme g

Payments/Transfers

Remote Deposit (DLM)

@ I

Enhanced Services

=

Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations

Setings

Help

Log Off

User Roles » Test ~

Testing Roles

Overview Features Accounts
ACH COLLECTION Change
Allowed Actions  Rights  Approval Limits

Welcome back, Peg D

Open Policy Tester

Add New Allowed Action
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13. Select an option from the top row.

TESTING2 POLICY » ACH COLLECTION » RULE # n

Allows ACH Collection transaction for any amount

Enter Maximum Operation Amount

Any

14. Make the required changes depending on the option selected.

Note: Limits cannot be made higher than the company limit established by the bank.
15. Select OK.
16. Once all changes have been made select Save in the upper right-hand corner.

17. Select Rights.

Remote Deposit (DLM)

Customers@RBank Welcome back, Peg D
{7} Home

User Roles » Test » E
3 Messages Testing Roles
@ Repors

Overview  Features  Accounts
= Statements
Payments/Transf

S R ACH COLLECTION Change

Enhanced Services Allowed Actlons  Rights  Aglproval Limits

Administration

— Open Policy Tester Add New Allowed Action

User Roles

il Pay Admin
Check Reorder e - G P < W owers 2]
Locations
Settings

Help

Log Off
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18. Use the drop-down menu to select the viewing options for this role.

Customers @B Bank

Home.
Messages
Reports

Statements

Payments/Transfers

Remote Deposit (DLM)

Enhanced Services

Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations

User Roles » Testing2 ~#

Testing Roles

Overview Features Accounts
ACH COLLECTION Change
Allowed Actions  Rights

Welcome back Peg D

Approval Limits

View Online Activity

Can view all transactions N
Can view all transactions

Can view own transactions

Can view transactions to or from entitled accounts

Can view transactions by others n this role
Cannot view any transactions

19. Select Approval Limits.

Customers@RBank
Home
Messages
Reports
Statements
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services
Administration
Users
User Roles
Bill Pay Admin
Check Reorder

Locations

User Roles » Test ~

Testing Roles

Overview Features Accounts

ACH COLLECTION Change

Allowed Actions  Rights

Welcome back, Peg D

Approval Limits

Open Policy Tester Add New Allowed Action

Note: Limits cannot be made higher than the company limit established by the bank.

20. Each limit field may be edited.

Customers@Bank

Messages
Reports

Statements
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services
Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations.

Settings

Help

Log Off

Testing Roles

Overview  Features  Accounts
ACH COLLECTION Change
Allowed Actions ~~ Rights

Approval Limits

MAXIMUM AMOUNT
Per transaction

$10.00
Per Account Per Day
$99,999,999,999.99
per Day
$99,999,999,999.99 ~
Per Month

$99,999,999,999.99

MAXIMUM COUNT
Per Account Per Day

1,000 ~

Per Day

Maximum transaction amount

10.00

21. Once all changes have been made select Save in the upper right-hand corner.
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22. Select the Features option.

Customers@Bank
tome User Roles » Test #

Messages Testing Roles

Reports

Features Accounts

Statements

Payments/Transfers

ACH COLLECTION Change
Remote Deposit (DLM)
Enhanced Services Allowed Actions Rights
Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations

Setings

Approval Limits

Welcome back, Peg D

Enabled

Open Policy Tester Add New Allowed Action

Home

User Roles » Testing2 ~#

Messages Testing Roles

Reports.

Overview  Features  Accounts

Statements
Payments/Transfers .

% FEATURES ¢
Remote Deposit (DLM)
Enhanced Services &
Administration ~ -
Users Access Incoming/Outgoing Wire Alerts

User Roles
Allow one-time recipients

Bill Pay Admin
Manage Reclpients
Check Reorder

Manage Users
Locations

Setings. View Wire Activity

Welcome back, Peg D

Access to all payment templates
Can view all recipients

Manage Subsidiaries

Recipient upload from batch

Wire upload from batch (requires Multi-Wire)

24. Once the feature is select the box will turn blue and have a small checkmark.

25. Once all of the feature to assign to this role are selected, select Save in the upper right-hand

corner.

26. Select the Accounts option.

Customers @ Bank

Home.

User Roles » Test »~

Messages Testing Roles

Reports

Overview Feature:

Statements
Payments/Transfers
i ACH COLLECTION Change
Remote Deposit (DLM)
Enhanced Services Allowed Actions Rights
Administration

Users

User Roles

Bill Pay Admin

Check Reorder

Locations

Setings

Approval Limits

Welcome back, Peg D

Open Policy Tester Add New Allowed Action
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27. Alist of accounts assigned to the company will be displayed.

Customers@R Bank

£} Home ;
User Roles » Testing2 ~
9 Messages Testing Roles
() Reports
Overview Features Accounts
= satements
P \ts/Transfe -
B payments/iransfers IS O
= Remote Deposit (DLM)
(®  Enhanced services
Number Name View
(D Statement savings
@
Users
CMLTIMENOTES
%)
User Roles
BUSINESS ANALYSIS
Bill Pay Admin @
BUSINESS ANALYSIS
Check Reorder (%)

Deposit

@

@
@
@

Withdraw

%]

@
@

Q@

Hide unassigned accounts

Labels

Custumers%Bank

28. To all an account to be assigned to this role for View, Deposit or Withdraw, click on the

to change the symbol to a checkmark.

e View —allows users in this role to view reports with this account number
e Deposit —allows users in this role to make Book Transfer into this account
e Withdraw — allows users in this role make Book Transfers from this account

Note: If a lock appears this means the account is locked by the bank and cannot be used

for a certain function.

29. Once all accounts for this role have been selected, select Save in the upper right-hand

corner.
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Custumers%Bank

Bill Pay Admin

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Administration from the left-hand navigation menu.

2. Select Bill Pay Admin.

Note: This screen will display the Bill Pay Admin and/or Bill Pay Sub User roles only.
Individual users assign to a role will not display.

Note: Any changes made to a role affect ALL users assigned to that role.

Customers@RBank Welcome back, Peg D

Home

Messages

Reports
e titlements for Approve and Schedule Payments can be updated

su
Statements « Changes do not take effect until you click "Submit".

Peymenss/Tansrers User Roles, Limits, and Entitlements

4
=
)
(=]

User Rile Schedule Payments (UpTo  Approve Payments (UpTo  Change View Audit
Remote Deposit (DLM) Limit) Limit) Payees Reports  Reports

Enhanced Services stacey Costello | Unenrolled ) ) a a s

@

=

Administration Pegd Admin User @ 100000 | s100000c ° ) °

Users
Peg Donovan Unenrolled ] ] 8 9 ]
User Roles

Jenny Jenny Unenrolled 8 ] 8 ] ]

Bill Pay Admin

3. Under the User Role column, the entitlement assigned to the User Role will be displayed.
The admin may use the drop-down menu to disable a Bill Pay User.

4. Click on the box under the Schedule Payments (Up to Limit) to add a limit to the
appropriate user role.

Note: The admin will default to the company limit established by the bank.

5. Click on the box under the Approve Payments (Up to Limit) to add a limit to the appropriate
user role.

6. Select the @ icon under the Change Payees to allow users in this role to be able to edit
Payess in the Bill Pay platform. The icon will change to @

7. Select the @ icon under the View Report to allow users in this role to be able to view
reports in the Bill Pay platform. The icon will change to @

8. Select the @ icon under the Audit Reports to allow users in this role to be able to the audit
report in the Bill Pay platform. The icon will change to @
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Custumers%Bank

9. In the upper right-hand corner select the = next to each account the user role should have
access to in the Bill Pay platform. The icon will change to @

Customers @ Bank Welcome back, Peg D

Home Business Billpay Administration Console

Usage guidelines:

Messages « At least one funding account (the primary) must be selected for the administrators.

Accounts must be revoked from regular users before they may be revoked from administrators.

Accounts must be granted to the administrators before they may be granted to other users.

At least one funding account must be selected for a user before that user's entitlements for Approve and Schedule Payments can be updated
successfully.

+ Changes do not take effect until you click "Submit".

Reports

Statements

Payments/Transfers User Roles, Limits, and Entitlements
Schedule Approve ] ' Funding
Remote Deposit (DLM) User Role Payments(Up  Payments(Up  CMo"8° iew Andle Accounts
i S Payees Reports  Reports
To Limit) To Limit) B

Enhanced Services @56
PegD Admin User \/ | @[ $10,000.00 @| $10,000.0C ] ] ]

Administration
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Check Reorder

Custumers‘%Bank

The Check Reorder feature allows a user to reorder business checks. An initial order has to be
completed before the reorder feature can be accessed.

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Administration from the left-hand navigation menu.

2. Select Check Reorder.

3. |list of eligible accounts for reordering checks will be displayed.

Customers@RBank

Home

k>

Messages

Reports

Statements
Payments/Transfers
Remote Deposit (DLM)

Enhanced Services

=
)
8
&)
a

Administration

Users

User Roles.

Check Reorder

B | B |00 B

BUSINESS ANALYSI

BUSINESS ANALYSI

Test Acount

Checking

SMALL BUSINESS CHECK

Statement Savings

Nelcome back, Peg D

4. Select the box in front of the appropriate account.

5. The Harland Clarke website will be displayed.

%t HARLAND CLARKE

Personal Products  Customer Service  About Harland Clarke

Welcome, PEG D

Need More Checks?

IT'S NOW EASIER THAN EVER WITH GUICK ORDER

Last Ordered November 25, 2019 | View Status

‘QUICK ORDER
SHOP FULL CATALOG

ronssss 4 HARLAND CLARKE

6. Select Quick Order.
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Complete all of the appropriate fields.

Personal Products  Customer Service

About Harland Clarke

REVIEW YOUR ORDER
Guardian® Blue Safety Paper- Single
PERSONALIZATION INFORMATION
PEG D PEGD
mm.m 02726 2101 1MAIN ST.
ANYTOWN, MA 02726
= Dm
Pay to the $ STARTING CHECK NUMBER
Order of | This number has been updated and you may choose to change it
Dillars=@-E—y |, 2101
CHECK STYLE
#034302974 SEABBLIE" 2101
— QUANTITY
« 1Check Scene 80 160 240
L Panenied Seburty Features ‘ $46.59 H $69.88 ‘
Desk Styles aveileble
320
$9318
DISTINCTIVE LETTERING
Standard: $0.00 STANDARD >
Select Add to Cart.
Complete the checkout process.
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Locations

Locations allows users to find nearby Branches and Loan Production offices.

1.

2.

3.

Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Locations from the left-hand navigation menu.

A map with all of the Branch and Loan Production Offices will be displayed.

Customers@RBank Welcome back, Peg D

Home
Locations

Messages - e

eepers Map  Satellite % e &
E— o

Payments/Transfers

Remote Deposit (DLM)

Enhanced Services

Administration

Locations

Settings

e o=@l Il B8 Q3

Help

[

In the Search Branches box enter a city or state and all of the locations in that area will be
displayed.
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Home Preferences

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Setting from the left-hand navigation menu.

2. Select Home Preferences.

Customers @B Bank Welcome back, Peg D

Home

Home Page Preferences

Messages

Right Menu Quick Links

Reports
Add fast access to features on your home screen. On a mobile device, access your Quick Links using the "More" button at the top of the screen
Statements
Quick Transfer Press Releases
Payments/Transfers
Remote Deposit (DLM) Right Menu Widgets

Add functionality to your home page with widgets. On a mobile device, access your widgets using the "More” button at the top of the screen
Enhanced Services

Administration

No configurable Widgets.

Locations

Settings Account List
Enable a separate, streamlined account list page for  higher volume of accounts. You can prioritize a subset of accounts for display on the home
Home Page Preferences

page
Account Preferences Account Liss

Security Preferences

Main Content Widgets

Alerts
Add functionality to the main area of your home page with widgets

Accessibility

Help No configurable Widgets.

3. Select the option to be setup. For example, select Account List to prioritize certain accounts.

4. The following page will be displayed.

Customers @ Bank e

Home

Home @
Messages
s PRIORITY ACCOUNTS ~

Statements There are no priority accounts to display.

To get started, star your most used accounts and they will display here along with the current balance
Payments/Transfers

Remote Deposit (DLM)

Account 1
Enhanced Services

Account 2
Administration 4

Account 3
Locations

Account 4
Settings x

Account 5

Home Page Preferences

Account Preferences

Security Preferences

Alerts

Accessibility

Help

5. Select the Home module.

6. Select View all accounts.
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Custumers%Bank

7. Click on the star icon next to each account to be placed in the priority list.

Customers @B Bank Welcome back, Peg D

Home
All accounts - 18

Messages

Reports Filter all accoun Priority  Checking ~ CommercialLoan  Loans =
+ Create group Money Market
Statements

Sorted by: Default \/
Payments/Transfers

Remote Deposit (DLM) BUSINESS ANALYSIS
Enfiancsd Services BUSINESS ANALYSIS

Administration

Test Account
Locations 5618816
Checkin
Settings ng
Select to designate, o remove,
Help SMALL BUSINESS CHECK as a SMALL BUSINESS CHECK

Priority account for display on the
home page.

Log Off
CML LETTER CREDIT

8. Select the Home module.

9. The priority accounts will be displayed. To view all accounts assigned to your User ID, select
View all accounts.

Customers @@ Bank

Home

Home @
Messages
Reports PRIORITY ACCOUNTS ~
Statements View all
Payments/Transfers BUSIN 5 Test Account :
Available $1,455,877.16 Available Balance $30.40
Remote Deposit (DLM) Current Balance $1,455,877.16 Current Balance $30.40

Enhanced Services
SMALL BUSINESS CHECK :
Administration Available Bal $255,262.04

Current Balance $255,262.04

Locations

- @
Help

Log Off
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Account Preferences

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Setting from the left-hand navigation menu.

2. Select Account Preferences.

Customers@Bank Welcome back, PegD

1} Home
Account Preferences
3 Messages
Click anywhere on the account row If you would like to add/edit an account nickname, enable SMS/Text banking or view account details. Group and sort
Fl oo accounts as they are displayed on the homepage.
= Statements ]
Search by account label, name, nickname, number, or product type
B  Payments/Transfers
= Remote Deposit (DLM) Accounts ¢
Enhanced Services
Administration ~
BUSINESS ANALYSIS
©  Locations
v
&% seuings
Home Page Preferences ~
BUSINESS ANALYSIS
Account Preferences w»r
Security Preferences.
A
Alerts Test Acount
Test Acount <
Accessibility
Help
~
Checking
Log Off Checking %
Customers @B Bank Welcome back, Peg D
Administration
~
BUSINESS ANALYSIS
Locations
v
Settings
Details
Home Page Preferences
Online Display Name Select a balance to display on home page (max 2)
Account Preferences. BUSINESS ANALYSIS ¢ Current Balance
Security Preferences Credit Line Amount
ot Current Account Group One Day Float
Accounts v Accrued Interest
Accessibility
Lest Interest Paid Amount
Help Account Visibility
Year-to-date interest
Log Off Home -0 amount
Ledger Balance
Available Balance
Overdraft Limit
Payoff Amount
Credit Line Available
Last Deposit Amount
Last Statement Balance

5. Select the pencil icon under Online Display Name to change the name of the account within
Business Online Banking.

6. Use the drop-down menu to move an account to a different group if multiple account
groups have been setup.
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7. Select up to 2 fields to display on the Home page replacing the 2 current balance displays of
Available Balance and Current Balance.

Customers @ Bank Welcome back, Peg D
Administration
A
BUSINESS ANALYSIS
Locations
v
Settings
Details
Home Page Preferences
Online Display Name Select a balance to display on home page (max 2)
Account Preferences BUSINESS ANALYSIS

Security Preferences

Current Account Group

Alerts
Accounts
Accessibility
Help Account Visibility
Log Off Home «0

/) Ledger Balance

/| Avallable Balance

8. Select the Home module to review changes.
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Security Preferences

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Setting from the left-hand navigation menu.

2. Select Security Preferences.

Customers @ Bank Welcome back, Peg D

Security Preferences

Change Password Secure Delivery

3. Select the setting to change and complete the required fields.
e Change Password — allows the user to change their password at any time

Note: The system will force all users to change their password every 90 days.

e Secure Delivery— allows the user to edit their information for their secure
access codes
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Alerts

1. Upon logging into Business Online Banking each user will be brought to the Home screen.
Select Setting from the left-hand navigation menu.

2. Select Alerts.

Customers @ Bank Welcome back, Peg D

Home

Messages

Reports

Statements

Payments/Transfers

Remote Deposit (DLM)

Enhanced Services v

Administration

Locations

Settings

3. Select + New Alert.

Customers @ Bank Welcome back, Peg D

Home

Alerts + New Alert
Messages
Reports Account Alert
Statements History Alert
Payments/Transfers Online Transaction
Alert
Remote Deposit (DLM)
Reminder

Enhanced Services

Administration

Locations

Settings

4. Select an alert from the menu.

5. Complete the required field. For example, Online Transaction Alert.

Customers @ Bank Welcome back, Peg D

Home < Back to Alerts

Messages

New Online Transaction Alert

Reports

Statements
Transaction
Payments/Transfers

v
Remote Deposit (DLM)

Status
Enhanced Services

%

Administration

Alert Delivery Method
Locations
Settings Email Voice SMS TextMessage | | Secure Message Only

Home Page Preferences

Account Preferences

Alerts

2 86 Member
ot FDIC

LENDER



Custumers%Bank

6. Use the Transaction drop-down menu to select the type of alert.

Customers @ Bank

< Back to Alerts

New Online Transaction Alert

Payments/Transfers

naoineer 2

Remote Deposit (DLM)

ACH Pass Thru

ACH Payments Batch

Check Reorder

a
Q
&

EFTPS

Funds Transfer

e ACH Collections — the system will send an alert based on the status selected for
any ACH Collections transactions originated
e ACH Pass Thru - the system will send an alert based on the status selected for
any ACH Pass Thru batches originated
e ACH Payments — the system will send an alert based on the status selected for
any ACH Payments transactions originated
e Check Reorder — the system will generate an alert if anyone places a check
reorder
e Domestic Wire - the system will send an alert based on the status select for
any outgoing Domestic Wire Transfers
o EFPTS - the system will send an alert based on the status select for any EFTPS
(tax payments) originated
e Funds Transfer - the system will send an alert based on the status select for
any Book Transfers originated
e International Wire - the system will send an alert based on the status select for
any outgoing International Wire Transfers
e Stop Payment - the system will send an alert based on the status select for any
Stop Payments originated

7. Use the Account drop-down menu to select the account associated with the alert.
8. Use the Status drop-down menu to select the status associated with the alert.

e Authorized — transaction(s) were approved

e Cancelled — transaction(s) were cancelled before being submitted
e Drafted—transaction(s) were created

e Failed-transaction(s) did not create/were not sent

e Processed — transaction(s) have been processed by the bank

9. Select the appropriate Alert Delivery Method box.

Note: The Secure Messages Only will display the alerts in the users Messages module.
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10. Select Create Alert.

11. Alist of alerts setup will be displayed.

Customers @B Bank

Home
Messages

Reports

Statements
Payments/Transfers
Remote Deposit (DLM)
Enhanced Services
Administration
Locations

Settings

Home Page Preferences

Account Preferences

Security Preferences

Alerts

ONLINE TRANSACTION ALERTS (2)

When an ACH Collection is Drafted, send me an SMS text message (5089428797)

Test Account -

Edit

When a Domestic Wire is Drafted, send me an SMS text message (5089428797)

Test Account

Edit

Welcome back, Peg D
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