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WELCOME TAB

Dashboard

The Welcome page is the first page displayed in Business Online. To return to the Welcome page at any time, click the
Welcome tab at the top of the page.

The Welcome tab is also known as the Dashboard. The only default panel that will display on the Dashboard is the
Recent Alerts & Messages. The Dashboard instructions are available for BeB users in the Administration tab, Download
Documents section. To add more Info Panels, complete the following instructions:

BankHome | Disciosures | Hep | signoff

‘ake Clty Bank: Business Online

Welcome — Reports w  Transfers and Payments «  Account Senices w  Administration w

Welcome Chris. Todayis July 22, 2011 Your last login was July 20, 2011 at 09:22 AM. Add Info Panels

Recent Alerts & Messages

You have received no alerts or bank messages within the last seven
days.

Manage Alerts | Received Mail and Alerts

1. Click on the Add Info Panels button located on the top right side of the page

2. You have several panels to choose from. Multiple copies can be added for certain Info Panels (such as Important
Account Balances to be able to view more than 7 accounts on the Welcome Tab at a time).

(Depending on what services you are signed up for will determine if you see all the panels below.)

Balance Snapshot — View the historical balances of the accounts that are most important to you. Multiple copies of this
panel can be added and can contain different accounts. (If you wish to see current balances, choose the Important

Account Balances Info Panel)

Calendar — View a calendar that highlights future dates with scheduled transactions or custom alerts. The dates can be

clicked to view summary information.

Exception Decision — View and approve exceptions waiting for approval. This Info Panel will only be used by Positive Pay
customers who make decisions on check exceptions.

Important Account Balances - View the balances of the accounts that are important to you. Multiple copies of this panel
can be added with different accounts. Please note, if too many accounts are included in this panel it will slow down the

appearance of this Info Panel.

Next Scheduled Requests — View next scheduled requests waiting for approval. This will show pending transfers, ACH,
Wire and BillPay transactions.



Recent Transactions — View recent transactions for accounts that are most important to you. Multiple copies of this
panel can be added and can contain different accounts.

Shortcuts - Create links to saved reports that you run the most and links to other tasks that you perform with regularity.
This takes the place of the Favorites and Saved Reports (Saved Reports are only available in Premium Reporting
Packages) link on the Welcome Tab.

Templates Approval — View and approve templates waiting for approval. Use this Info Panel if you have approval
permissions and your company requires dual control for creating transfers, ACH, and Wire templates.

Transfers & Payments Approval — View and approve transactions, transfers and files waiting for approval. Choose this
panel if you have approval permissions and your company requires dual approval for transfers, ACH or Wire
transactions.

User Profiles Approval — View and approve user profiles waiting for approval. This Info Panel will rarely be needed,
unless you have dual approval on setting up or changing users.

3. Once you have made your Info Panel selections, click on the Dashboard link at the top of the page, or click on
the Welcome tab.

4. You will see your Info Panels listed. Hover your mouse over the title bar of each Info Panel, your cursor will
change to 4 arrows and you can now move that panel to a different part of your screen.

5. For the Info Panels Important Account Balances and Shortcuts, you will need to add your accounts and
favorites.

Important Account Balances — Click on Edit accounts displayed to select what accounts you wish to view

Shortcuts — To add shortcuts of most used tasks, click on Edit Favorites. If you have Premium Reporting, you can add
Saved Reports by clicking Edit Saved Reports.

e To delete Info Panels, click on the down arrow located on the Info Panels title bar.
e To minimize information show in an Info Panel, click on the dash located on the Info Panels title bar.

e If an Info Panel is minimized, click on the plus sign located on the Info Panels title bar.

Recent Alerts & Messages

Click the New Messages link to see new messages since you last logged in. The Received Mail and Alerts page appears:

Welcome | Reports | Transfers and Payments | Account Senices || Administration

Communications | Company Administratior Self Administratior

View received mail Received Mail and Alerts

and alerts

ent mail Review your received mail and alent messages. To read a message, click its subject. To view messages you have sent, go to Sent Mail
To delete messages, check the desired messages and click "Delete massages”

Download documents N
. e Ta read messages and alerts received prior to 08/17/2008, go to Read Messages or Alets

Recaived massages will be automatically deleted afier 80 days

To manage the alens you receive, go to Manage Account Related Alerts, Manage Non-account Related Alets, or Manage Custom
Alerts

Select all » Deselect all

Date ¥ Status Type Sent From Subject
11/18/2008 Unread Mail Client Services Bank Holiday Processing
[ 11/18:2008 Unread Alert BANK Credit Posted
[ 11/18/2008 Unread Alert  BANK Minimum Balance
11/18/2008 Unread Mail BANK New Balance Account
[ 11/182008 Unread Alent BANK Generate Payroll File
® 1147/2008 Read Alert BANK Debit posted
@

11415/2008 Read Alert BANK Check Presented



ADMINISTRATION

Overview

Used for managing users, contact information, alerts, and approvals. Administration privileges are assigned in user
permissions.

All primary users will have Administration permission, but there could be several administrators.

Heport ransiers and Payments Agcourt Serace Administration
™ ation L | Self Adminstratlion
Administration
The Admiresliation sechion facddates commumcaton with the bank | alert mantenance, and admiresiralion aclelies
Communications
Yiew mad and alert messages, send a message, retneve bank forms and documents, and manage alens
View recemved maid and slers Comlact ys
lgw SO0 K ownioad documents
Company Administration
Pesfosrn company adminisiration acimbes
I gdrrumigdralion Account admanigl
grani SIFALION approval ADpIo
Self Administration
Parform self admnistration sctivities
Changs pagswol Manage favorites
. . .
User Administration

How to setup, change, copy and delete a company user and the services the user is entitled to is completed through
User Administration. This section will outline how to perform each of these tasks using the user profile page.

Add a New User

1. Inthe Administration tab, click User Administration in the Company Administration section. The User
Administration page appears:

P Administration
nmurscations | Company Administration | Self Administration

User administration P—_— "

NSR User Administration

To view, edit, copy of delete a user's peofile, chick the corresponding uses ID. To setup & new user, go to Liser Administration - Add User. To manage 3 user's
access, chck "System access.”

UserlD & Eirst Hama Last Name Additional Information
AN ADMIN ADNMIN
ADMING Backup Administiator
IOE Joe Coleman
Hiw [ Temms  FAC

2. Click the User Administration — Add User link. Complete the required information, click continue.



| Welcome H Reports Transfers and Payments Account Services Administration

C ions | Company Admini: i | Self Administration
User administration
Account administration setup New User
Approvals administration Enter the new user's information and role(s) below, then click on "Continue™.

User Information

User ID- “

Password ‘

(Passwords are not case senstive, are 8o 12 characters long and must contain at least 1 letter and 1
fumber.)

Confirm password ‘

First name:

Last name:

Primary e-mail address:

\
\
\
Secondary e-mail address (optional). ‘
\

Additional information (optional):

User Roles (optional)

[] Allow this user to setup templates.
(This entiles the user to template setup capabilties for only those services and accourts to which the user has been enttied )
[1 Allow this user to approve transactions
(This entitles the user to transmit capabiities for only those services to which the user has been enftied )
[[] Grant this user administration privileges.
(This will allow the user to add, modify, copy and delete users, modity their roles, services and account access, rename accounts, and mocdify the number of
approvers required for requests.)

HowDol.. Terms FEAQs

3. Select the services that need to be entitled to the user or click Select All link.

Welcome || Reports | Transfers and Payments || Accourd Services || Administration

Commurscations | Company Administeation | Seff Adounistration

Ut ademinkst ation

User Administration - Add User Services

Select the semicas Lo which 1he user wil have Bccess and click “Save user ™ To #dd the user's profile information, chck “Edi user informat

Uset adn
sop

Accous

Approwal User Infoermation
User 1D Live
First name Usa
Last name User
Primary e-mail address sagemail com

Secondary e-mail address (optional)  ksa@email com
Addtional information (ophonal)
Rales Setup.

Approval

Available Services
Sacvice Name &
Account Reporting

g—“
|

ACH Fils Upload
Boak Transfar
CCD Colection
CCO Payment
Express Transfer
Federal Tax

File Downlosd
File Uplosd

Loan

Lown Advance
Loan Payment
Cne timo wire tranafer entry
Fos Pay

PPD Colection
PPD Paymant
Reporting

State Tax

Stop Payment

DG:]GDJDE]DE:DDEJDEDE

Tempilate based wire transter

4. Click Save User. The User Profile page appears with a confirmation.



v 50 Paymant

¢co Addminists ation
stions | Company Administration | Saif Admi

User adminiswration 2 Puot it pege

User Profile

The user was created successfully. Bulare some semvices can by used. sccounts munt by sssigned 1o thuse sendces that requite sccount level
access Usar limits dafaull 10 the assacisted company limits but may ha changad To (eview the appraval seftings, which inay be impaciad by this
chanye. go to Approvats Adminkstiation.

To et the user's robes, click “Ede uuer roles,” To capy his wsar, chek "Copy veer ™ To duséte his wser, clek “Dulete waen * To wew o difurent user profle
st to User Adwinlstration

Tor oty tha woers st accwss or e mad addmesies, oo Sxalen aco

User Information Exit uterales + Copy user + Delste uiar

User stats Enadied
Peles Sewp
Agproval
Assigned Services Bl uner sevec

To moddy the senaces 10 which thiy user has sccess. click on "Eda vser senaces.” To sdd or modify the senice’s sccount or applicstion sccess, chick on the sssocisted detads
bk

Ssrvice Name & Detalls
Accourt Repartng A
AGH Fill Uplasd

Book Tiansfar A
CCOD Colection Add
CCD Paymant A
Express Transfar Add
Fedurl Tax A
File Download aud
Fila Upload A
Losn Aud
Loan Advance

Loan Paymert

One time wire transfer amiry

Pas Pay As
PRD Al
PRD P, A
Reparting Add
State Tax Ay
Siop Paymant 244
Temglate bused wire transfer A

User Limits

To modidy wser mits far senices and accounts 1o which this uer has access, chick on the assaciatod dntads knk

Servico Name Detaits
ACH ViswiChasgs
Wie iewChangs
HowDal  Tems FAG:

5. Inthe list of Assigned Services, click Add to assign accounts for that service, to the user.

Welcome || Reparts

i and Payments Account Ser Adminlsation

Communications | Campany Administration | Seif Administration

Ui administiation =) Pontthis page

Account Access - Add

Select the accounts Lo which the user will have access and chck "Save changes * To relum 10 the user's profile, go to Liges Profle

User D LISA
Name: Lisa User
Semce: Account Reporting

Accounts available for the Account Reporting service

Fatitled Account
IBC Account Number 4 Description Select A%+ Desolect All
841841842 BERS1 2209 Payroll Account O
Bl1B41842 B895122032 Operating Account o
841841842 BR95132015 Money Market (m]
841841842 995142015 co1 O

[__Save changes ][ Do not sawe changes

HowDol. Temy FAQ

6. Select the accounts to which the user will have access and decide what type of capabilities they will have using
those accounts. Save Changes.

Entitled Account To entitle entry capabilities for all available accounts.

Allow Transmit To entitle transmit capabilities for all available accounts.

7. Repeat this process to add accounts for the other services this user will require.



Modifying User System Access

To change a user’s profile information as well as resetting a password, complete the following:

1. Administration tab, under Company Administration, click User Administration. Click on System Access for the
user ID to be edited.

ransfe and Payment - yrd Sarace Administration

Campany Administration |

User administi ation

User Administration

of delete & user's profle chck the cormesponding uses ID To estup a new user, go to Ligsr Adrministiation - Add User To manage a usar's

To waw, adt, copy

access, chok *System access.”

User ID & Elrst Name Last Name Additional Information

ADMIN ADMIN ADNIN Systern sccess
ADMIND Bachup Adrmirestratar System acce
IOE '~ Coleman

LISA Lita Ugad System acces

Howlol  Temm FAQSs

2. Make the required changes, click Save Changes. Confirmation message displays.

Editing User Assigned Services

To change or modify the service assigned to a user, complete the following:
1. From the User Profile, click Edit User Services.
2. Check (Entitle) or uncheck the appropriate services checkbox.
3. Click Save Changes. The User Profile pages appears with a confirmation message.

Note: The confirmation message reminds you that before some services can be used, accounts must be assigned to those services
that require account level access. User Limits default to the associated company limits but may be changed. To review the approval
setting, which may be impacted by the change, go to Approval Administration.

User information

Assigned Services

Detaite

EEREREERE

Note: Because the new service was assigned to a user it is now necessary to assign the accounts.



Copying Users

If creating a new user that is a mirror image of an existing user, complete the following to copy current user permissions:

1. Access the User Profile of the user to be copied, click Copy User

Walcome Repart Transfors and Payments Account Semce Administistion

Commurications | Company Administration | Selfl Administration

User administration = Pt ths page

User Profile

nisirstion Account access updatad successfully.

To edit the user's roles, click "Edit user roles ™ Ta copy thes user, chick *Copy wser” To delete this user, chck "Delete user * To wew a dferent user profile,
retum to Lizggr Admenisiralion

To modify the user's system access or e-mail addresses, go to Sysiem access
User Information Edd userroles * Copyuser + Delele yanr
User 1D uUSA
First namne Liss
Last name User
Primary e-mail address Esa@email. com
Secondary e-mail address s a@ernail com
Addtional information
User status Enabled
Roles Selup
Appeoval
Assigned Services Edit yser senices

To modify the senices to which this user has access, click on *Ed user senices.” To add or moddy the serice’s account or apphication access, chck on the associated detals
bk

Service Name. & Details

Account Reporting YigwiT hangs

ALH File Upload
Book Transter
CCD Collaction
CCD Payment
Express Transfer
Federal Tax

File Download

2. Enter the information for the new user you are creating. Click Save user, the User Profile page with a
confirmation message appears.

Note: If you are restricting access to any services or accounts, be sure to follow the same steps of Editing User Assigned Services.

Deleting Users

1. Access the User Profile of the user to be deleted:

Administiatiar

Company Administration | Sef Admuesstsat

Usor administration S5 Prioy i pae

vt * Ta debeta thin user, chck “Deles vams * To vew & ddlsrent aser pradle

les © Copyuser + Delste user

* To add or modify the cardce's account ar apphc sion access, chick on the assaciated detads

2. Click Delete User link. The Delete User page appears: Click Delete User



Approvals Administration

The Business Online users with the Administration role user can specify the number of approvals required for all user
services and user profiles, also specifying amount limits by user and by day. The number of approvals can also be
dependent on the amount of a request.

Changing Approval Parameters

1. Inthe Administration tab, click Approvals Administration in the Company Administration section. The Approvals
Administration page appears:

2. Identify a request dollar amount and the number of approvals required if that request is less than or equal to, or
greater than the request dollar amount.

3. Identify number of approvals for setup of new users (Administration) and templates for each service listed.
4. Click Save changes. A confirmation appears.

Business Internet Disclosures | Hebp | Signoff =
sl Banking

Welcome Reports Transfers and Payments Account Services Administration

Communications | Company Administration | Self Administration

User administration S .
S — Approvals Administration
approval For transactions, enter an amount and indicate the required approvals if the request amount is less than or equal to the
Account administration amount, enter the required approvals if the request amount is greater than the amount and click "Save changes." For setup or

Approvals file importfupload, enter the required approvals for the selected serice and click "Save changes.”

Aministrati
administration CAUTION: Please check your approval settings before they are saved. You will not be able to transmit a request if the

number of approvals required for a service is greater than the number of users authorized to approve requests for the semvice.

Approvals Required For Transactions

Service Name A Request Amount Approvals If Less Or Equal Approvals If Greater
ACH File Upload L3 50,000.00 1 2
Book Transfer [3 0.00 1 1
CCD Collection 5 0.00 1 1
CCD Payment 3 0.00 1 1
Express Transfer [3 0.00 1 1
Federal Tax > 0.00 1 1
Loan Advance L3 0.00 1 1
Loan Payment [3 0.00 1 1
PPD Collection f3 0.00 1 1
PPD Payment § 0.00 1 1
State Tax g 0.00 1 1
Template based wire transfer § 100,000.00 1 2

Approvals Required For Setup

Service Name 4 Approvals Required
Administration 1
Buook Transfer 1
CCD Collection 1
CCD Payment 1
Federal Tax 1
PPD Collection 1
PPD Payment 1
State Tax 1
Template based wire transfer 1

Save changes ] [ Do not save changes




Account Administration

To change an account’s name

1. Inthe Administration tab, under Company Administration click Account Administration

Welcome Reports Transfers and Payments Account Services Administration
Communications \ Company Administration \ Self Administration
User administration
Account administration Account Administration
Approvals administration To change the description of an account, click the corresponding description
841841842 0006895132 Loan LOAN
841841842 0601005774 Checking Operating Account
541841842 0607208421 Checking East Account
841841842 6895122000 Checking CHECKING 1
841841842 6895122001 Checking CHECKING 2
8410841842 6895132000 Savings 1Money bkt

How Do | Terms FAQs

2. Click the description link of the account to be changed. Enter correct descriptions and save changes.

Communications

The Communications section allows you to view received mail and alerts, view sent mail, and access Contact Us, all of
which was covered previously. The one new option is Download Documents.

Download Documents

The Download Document function is used to download documents from your financial organization to your customers.

Types of documents that we house here:
e BillPay Application
e Holiday Calendar
e Fraud Prevention
e Notes about upgrades
e Dashboard Instructions

Managing Alerts

You can manage the alerts you receive by clicking the appropriate links on the Received Mail and Alerts page. You can
manage account related alerts, non-account related alerts, and custom alerts by clicking the appropriate link.

1. On the Received Mail and Alerts page, click Manage Alerts. The Manage Alerts page appears:



Welcome Reports Transfers and Payments Account Serices Administration

Communications | Company Administration | Senice Administration | Self Administration

View received mail and

slerts Manage Alerts

View se|

Ui sanhmal Use this page to manage the alerts you receive and how you want to receive them. You can add new alerts, change existing alerts. or
delete alerts that are not mandatory. The destinations available with each alert depend upon the contact information you have entered in
Contact us Personal Preferences Enabled mandatory. and custom alerts will always be delivered to your online banking mailbox

lManage alerts

Download documents = =
Account Alerts | Non-account Alerts | Custom Alerts

Select the account for which you would like to manage alerts
*0517 - 1loan ¥

Alert Send To
Transfer and Payment Alerts

Loan Advance Approval Pending Alert is off

Loan Payment Approval Pending Alert is off Add
v Transaction Failed ADMIN@ISP.COM Change
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The available alerts for the selected account appear.
You can change the Account by selecting a different account in the drop down list.

You can change the Alert type by selecting a different tab at the top of the page. Maintaining alerts is the same
for each type.

Click Add on the Alert to add this alert, additional fields specific to this alert appear. Select the email the Alerts

should be sent to (either primary or secondary as set up in Personal Preferences) or text message to a cell
phone.

To change an alert, click Change on the alert line. Additional fields specific to the alert appear. Select the email

the Alerts should be sent to (either primary or secondary as set up in Personal Preferences). Click Save Alert, or
click Do Not Save Alert, as appropriate.

To delete an alert, click Delete on the alert line.

Contact Us

You can contact client support by email, and specify an intended recipient. We will also use this to communicate with

1. Click Contact us. The Contact us page appears:

Welcome | Reports || Trans P:

ants nices || Administration

Communications | Company istration | Serdce stration | Self Administration

View received mail and

ts Contact us
i Enter message information and click “Send message.” To associate an account with this message. select the Senvce and then the
Account. To attach a file, click "Browse."

Contact us

Dawnload documents

To

Subject

Sanice foptional}

Seiect Servioe to dsplay assocaied Ac

Account (aptianat

Attachment (optional [(Browse )

Message



2. Select to who the message will go to from the drop down box. The options could be Business Online, Mail For
Bank or Service Delivery.

3. Type asubject in the Subject box.
4. The Service, Account and Attachment fields are optional.
5. Inthe Message box, type your message.
Tip: Provide as much detail as possible to avoid a series of mail exchanges.
6. Click Send message. A One Call Center representative will reply.

7. To read the reply message, select View Received mail and alerts from the Communications section of the
Administration tab (if you have an external email address, a notification will be sent when new mail is in the
inbox).

Self-Administration

Change Password

1. From the Administration tab, click Change Password in the Self Administration section. The Change Password
page appears:

Welcome || Reports || Transfers and Payments | Account Serices || Administration

Communications Company Administration Self Administration
Change password
WIS R Change Password
Personal preferences
Manage favorites Please provide the information below and then click "Save changes.”

View user activity report

Enter current password:

Enter new password:

(Passwords are not case sensttive, are 8 to 12 characters long and must cortain at least 1 letter
and 1 number.)

Confirm password:

[ Save changes J [ Do not save changes
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2. Complete the fields as required and click Save Changes. A confirmation appears.

Note: For enhanced security, only one password change per day is allowed.



Personal Preferences

This section allows you to maintain a primary and secondary email address, phone numbers for Out-of-Band
Authentication and text alerts.

1. From the Administration tab, click Personal Preferences in the Self Administration section.

A ake City Bank

Welcome  Reparts Transfors and Paymonts

Change password

Personal Preferences

L3
Mariage fvoritis

Vierw s E-mai

The primary e-mail address ksted balow may be used for bank communications such &s slens and electronic statemant notications

A secondary e-mail address can be added for use as an optional or backup e-mail

Prienary e-mail address Matk Spencan@Omanization com hange this addre
Secondary o-mail address (optianal) Mark Spencan@Mabils com hangs this address

Telephone
The telephone numbers ksted below vill be used to comtact o notify you for security reasons

Mabile telephore numbers in +1 (3ot sooccoo: format can be used for alent notiications that you select to receive as texd messages. Select the mobde number you want to use for text
message alerts bedow. Your alert subscriptions will be updated. and you will receive a welcome text message at the selected number. To manage your alert subscriptions, go to Manage Aleris.

If you choase to receive texd messages. you are agreeing to the Texi Wessage Terms and Conditions. Standard text message and other rates may apely. See your mobile carier for detads
Telephone numbers Work, (T34} 1719212 Changy - Dl
Mobile.  (734) 1711313 Changs * Delete @ Use with alerts

Home. (T34) 171123
Other: 3142123 4567
Mobile 2: (T34) 1711245
Add 3adtiongl telephane number

* Dalety
* Dalate
* Dalate 2 Use with alens

2. Make necessary changes or additions

View User Activity Report

The User Activity Report is used to view BeB user activity for a specific date or date range.

1. From the Administration tab, click View User Activity Report in the Self Administration section.

Welcome || Reports || Transfers and Payments | Account Services || Administiation
Communications Company Administration Self Administration
Change password

User Activity Report Criteria

Manage favorites Select appropriate report criteria and click "Generate report.”

Personal preferences

View user activit .
report Y Up to 18 months of data are available, a maximurm of three months may be retrieved during a single search, to retrieve
amount of data, select specific criteria

Function: | ~

~

(Ctrl-click to select mutiple functions.)

User ID C Allusers
©  Enter user ID:
®  Specific user. DAVIDZ v

Date range ® Specific date: (11 |719 |/[2008 | @

(mmidclyyyy)

O From 10 |f20 |{2008 |[=
(mm/elcliyyyy)

To: 11 Jsfi9 |s2008" | =
(mmiclyyyy)

Generate report
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2. Select the criteria to be included in the report as required.

3. Click Generate Report. The User Activity Report page appears:

Welcome || Reports || Transfers and Payments || Acoount Senvices || Adn

Communications Company Administration Self Administration
=¥}
Change password = Print this page
Personal preferences L.
Manage favarites User ACTIV“y RGPOI’t
Visw imar Rcivity To change repart criteria, retum to User Activity Report Criteria
repart

Date created 11/19/2008 03:27:10 PM (ET)

Function All
User ID DAVIDZ
Date range: 11/19/2008 to 11/19/2008

(Ta view activiy detad, click the date)

Date ¥ User ID User Name IP Addiess Eunction

111972008 08: 1623 AM (E DAVID2 David Akers 222111.000.99 Login standard
11419/2008 08:22.15 AM (ET) DAVID2 David Akers 222.111.000.89 Summary Report
14 (4456 AM DAVID2  David Akers 222.111,000.99 Account Detail Report
11A419/2008 09:12:31 AM (E DAVID2 David Akers 222.111.00099 Create Alert

HowDol.. Temms FAGQs

4. To view details, click a date. The User Activity Report — Detail page appears:

Welcome || Reports || Transfers and Payments | Account Services || Administration

Communications Campany Administration Self Administration

Change password - Bt this page
Personal preferences . . R
Manage favarites User Activity Report - Detail
VieW'"W' activity Review the details for this activity or retum to User Activity Report.
repor

Activity

Date: 11/19/2008 08:16:23 AM (ET)

User ID DAVID2

User MName: Dawid Akers

IP address: 222.111.000.99

Function: Login standard

Activity Detail

Field Name Eield Information
Company ID: 204738

User ID DAVID2

Status ENABLE

Results Success

HowDol. Terms EAQs



REPORTS

Overview

The Reports tab provides “on-the-spot” intraday, previous day, and transaction searches on all accounts set up and
enabled in your company. The types of information that appear within the Reporting area are based upon the package
you enrolled in.

e  Micro reporting package offers account activity.

e Standard reporting package offers account activity and account summary.

e  Premium package offers the same information available through Standard reporting plus, combined reports,
cash position, and saved reports.

Customers can download transaction information in a Quicken transfer file (.QFX), Quicken interchange format (.QIF),
comma separated value (.CSV) formats, BAI2 formats, Microsoft Money® formats and a Portable Document Format
(PDF).

Account Activity

The Account Activity Report is used to view detailed account information.

1. Onthe Report tab, click the Account Activity link in the Deposit Account Reporting section.

Rupsita

liepeall Accsust Repsring

Account Activity Search
Salwct sppreprsde criens snd chek “Sewch -

o3 menibe ol dim are svadakls To eiieve o Emeed smound of dets, sslect specic seack crin

zeneral Search Opticns

Screen MWL)
L] A eplea
A B2l b ¢ Ueaplss of
SBATRC  Acoeusi  Duseripion & B
BelBAl: MOKE'! MARRET PEET———
BBAZ D 01 Accesiie 1102318 2
L AL PR E: X HETENG 1 Arreaable 390 07 0

BEIBANHT 00 EHE a2 Scremnibie 150 Fil T

sewth |

2. Enter search criteria, click Search



Downloading Account Detail
1. From the Account Activity page, select one of the available download formats (QIF, CSV, or BAI2) from the drop-

down menu.

2. Click Go. The File Download window appears:

File Download %)

Do you want to open or save this file?

i:! j MName: Export,CSY
Type: Microsoft Office Excel Comma Separated Yalues File

From: internet.ebanking-services.com

[ Open ][ Save ][ Cancel ]

While files from the Internet can be useful, some files can potentially
harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

3. Choose Open or Save and view file information

Viewing Check Images
To view check images from the Account Detail Report (Standard and Premium Reporting) or Account Activity (Mirco

Reporting) pages, complete the following:

1. Click the Image icon (camera) of the transaction for which you want to view a check image. The Check Viewer

window appears:

P Rl e Tl T
04/30/2008 000000000000000 MAINTENANCE FEE $20.00 $59 307 .97
05/12/2008 000000000000000 @) LOAN PAYMENT $177 67 $59,130.30

Detail: AUTOMATIC LOAN PAY
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2. In the Check Viewer window, you can perform the following:

Buttons

Description

o

Saves the document, but only in the original view. If you zoom, flip, rotate, or invert the image,
you cannot save that view of the image.

i

Prints the image, but only in the original view. If you rotate or invert the image, you cannot print
that view of the image.

U

Rotates the image clockwise 90 degrees.

Rotates the image counter clockwise 90 degrees.

Zooms the image to a larger size.

Zooms the image to a smaller size until the original size is achieved.

Flips the image from front to back or back to front.

N 7 & & I

Inverts the image so that dark colors display as light colors and vice versa.

)

If you zoomed, inverted, or rotated the image, returns the image to the original view

Closes the Check Viewer.




Deposit Ticket Imaging

The viewing of deposit ticket images is the same as for check imaging. To view a deposit ticket image, click the Image

icon (camera) for the selected deposit transaction.

=) Pantths page

Transaction Report

Ta changs repant cntena. retum ta Transaction Report Citeria  To aaw

Report created: 48 PM EDT

Account sort:
Datail aption

"rle\\. AS0L90455 « M6 « Hi sequencs number 202 « g
. Post [ate & Reference 10
deposit
; A26008
ticket B/26408 Tots! Calculated Cradis ¢1 tent
; Dal gmns EAQs

Account: 456--1i saquancs numbar 20
Date range o B/28/2008
Transactions:

search cresna for turs uss

reats 3 Saved Rapart

Dowrload the report as

| Bz 1e | [Sol

Transaction Report Page Sample

B3|

CERed SEE

Mary Client

R R 4 SRR T LT R T e R

Routing & Transi Account

611450298

§27154633

Deposit Ticket Image Sample

Images of the individual items can be viewed by clicking on them.
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aar
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| 00C.0D
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CheckReference




Loan Actions Page

All loans will be displayed in the loan section of the Reports tab. All loan functions can be done through the Loan
Actions page.

1. Reports tab, Loan Actions (all loans will be displayed minimized, click the arrow to expand)
| 7" Loan Actlons - Windews luternel Lploce! =19

& Corvert = [ Select

BackHome  Dmcsures  hey  SagnON

Lake C“y Bank Business Online

Welcome Fieports Trarvsters and Fayments Account Seraces Adimeustration
»
Loan Actions
GuickLiks Ta dispiay notes for 3 specific loan, chick on the appropriate loan. Click an the Adtions menu to display tasks available for each nate.

U Cument as of - 0272172013 12 .00 00 AM (ET)

Hide all netes T view up-to-Gats catads, Chok 0 the Note O or Cammement ©.)

Accopunt/Nate [0 ABATRC Original Dalance Current Balance Commitment I

0009 170110000

1 $150,000.00 $150.000.00 1 Actions =

2 $150.000 00 §150.000 00 2 Actions v

! 5150.000.00 5150.000.00 3 Actions »
v PRESTIGE LOAN 1 0006 170110000

1 $160,000.00 $160,000.00 1 Actiong -
« PRESTIGE LOAN 3 2013 TT0110000

1 $170.000 00 $170,000 00 1 Actions -

s $170.000.00 17000000 2 Actions +
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2. From the actions drop down choose the desired action
a. Make payment —to make a loan payment to the selected loan
b. Request advance — (requires officer approval) to make an advance from the selected loan
c. Payment and Advance History — to view business online transactions of selected loan
d. Loan Summary — to view a one screen summary of specific note information
e. Loan Activity Report —to view all transactions of the selected loan

Loan Payment

Reports tab, Loan Actions, Actions drop-down, choose Make Payment

Choose the pay from account

Enter amount

If applicable, check Principal-only

Enter frequency, today only or change to schedule for the future or as a recurring payment
Click continue

No ks wnNR

Click Approve (if user does not have approve permission, they will click submit for approval, for another user to
approve)

Loan Advance

Reports tab, Loan Actions, Actions drop-down, choose Request Advance

Enter amount

Choose the advance to account

Click continue

Click Approve (if user does not have approve permission, they will click submit for approval, for another user to

vk wN R

approve)



Managing Saved Reports

Saved Reports can save you time re-entering report criteria. This is only available in packages that include the Premium

Reporting service.
Note: A saved report does not save the actual data, just the criteria used to run the report.

You can manage these reports by clicking (Edit) in the navigation panel next to Saved Reports. The Manage Saved

Reports page appears:

Welcome || Reports || Transfers and Payments || Account Sewices || Administration

Deposit Account Reports Deposit Reports Loan Reports Credit Card Reports Downloadable Reports Statements Yire Reports

Quick balance account Manage Saved Repor‘ts

report

Surnmary report ) i .
o , Fram this page, you can rename or delete your saved reports. You can also run a saved report directly from this page.
Account transaction
search How to create a saved report. Run a Summary report, a Transaction report, or a Combined report as you normally would. YWhen
i S the report displays, it will include a "create a saved repont” link. That feature lets you save your current report critenia so you can
Transaction report . ; ! ' L
guickly run the same report again. (A saved report does not save the actual data in the report, just the criteria use to run the report.)
Combined report
P How to run your saved reports. You can run your saved reports from the table below. Also, your saved reports will be conveniently

rlil:;:?g: Saved listed in the left-side navigation when you are on an Account Reporting page and when you are on the Welcome page.
L)

Report Description ¥

Controlled Disbursement Report View Report - Delete
Operating Account ACHAWT Credits Yiew Repot - Delete
Operating Account Checks Paid View Repot - Delete

How Do l... Terms FAQs

To Create a Saved Report

You can use the Create a Saved Report link on the Summary, Transaction Detail and Combined Report pages, to save

frequently used report selection criteria for future use.

You can access the Summary, Transaction, and Combined Report pages by clicking the appropriate link on the Reports

Section Overview page.

Click the Reports tab. The Reports Section Overview page is displayed.

Click the desired report link. The appropriate Report Criteria page is displayed.

Select the desired report criteria.

Click Generate report. The appropriate Report page is displayed.

Click the Create a Saved Report link. The Create a Saved Report page is displayed.

Type a Report name.

Click Save report. The report is saved and is available for selection from the Welcome page navigation bar and

Nouhs~wN e

from the Reports page navigation bar.



Run a Saved Report

On the Manage Saved Reports page, click the View Report link for the report you wish to view. The selected report is
displayed:

Welcome || Reports || Transfers and Payments | Account Services || Administration

Deposit Account Reports Deposit Reports Loan Reports Credit Card Reports Downloadable Reports Statements YWire Reporis
&5 .
Quick balance account Print this page
report
Surmmary report Transaction Report
?g::;m e To change report criteria, retum to Transaction Report Criteria. To save the search criteria for future use, Create a Saved Report.
Transaction report
Combined report Report created: 11/18/2008 at 1:34 PM EDT
Manage Saved Reports Accounts: 550000576--"4511--CONTROL DISB OPERATING ACCT--CHECKING
550000576--*4512--CONTROL DISE PAYROLL ACCT--CHECKING
Saved Reports: (Edi) Date range: 11.’181’2008-
Transactions: All transactions
Controlled
Disbursement Report Account sort: Account Number
Operating Account Detail option: Includes transaction detail
ACHMWT Credits (Alltimes are stated in Eastern Time.)
(Dates with times indicate Intraday information.)
gﬁeri‘:mg A[‘j:co'-'m (Transactions are not displayed in order of posting.)
ecks Pai
Download this report as: | BALZ file v
. 550000576 - *4511 - CONTROL DISB OPERATING ACCT - CHECKING
Quick Links
Enhanced positive Post Date ¥ Customer Reference Transaction Description Credit Debit
pay exceptions 11/18/2008 12:34 PM FINAL CONTROLLED DISB DB $76.17
manager
11/18/2008 01:12 PM FINAL CONTROLLED DISB DB $112.89
Single check stop
payment request 11/18/2008 01:16 PM FINAL CONTROLLED DISE DB $141.89
Multiple check stop 11429002 N7-20 D4 FINIAI ~OANTEAI T ER NISAR DR 340 20

Rename a Report

To rename a saved, access the Manage Saved Reports page. In the Report Description field, type the new name. Click
Save changes and a confirmation appears.

Delete a Saved Report

A saved report can be deleted by clicking the Delete link on the Manage Saved Reports page for the report to be
deleted. The report is deleted and a confirmation appears.



TRANSFERS AND PAYMENTS

Express Transfers

For real-time transfers that are one-to-one transfers between checking and/or savings accounts.

Entering an Express Transfer

1.

Welcome Reports

Transfers and Payments

Account Services

In Transfers and Payments tab, click the Express Transfer Request in the Express Transfer section.

Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Express transfer request
Express transfer transmit

Express transfer history

Quick Links

Express Transfer - Request

Enter transfer information below and click "Continue.”

Quick balance account From account: ™
report
Quick balance report To account: o
Next scheduled )
requests Amount. 5
Description (optional):
Frequency: :T-oday only v
Continue
How Do l.. Terms FAQs
2. Complete the following fields:
Fields Description
From Select an account from which funds should be debited.
To Select an account to which funds should be credited (transferred).
Amount Enter the dollar amount of the transfer.

Description (optional)

Optional field briefly describes the account.

Frequency

Identify how often this transfer is to occur (also to set a schedule)

3. Click Continue.



Welcome Reports Transfers and Payments Account Senvices Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Express transfer request

Express Transfer - Request Verification

Express transfer transmit

Express transfer history Review this request. To transmit the request. click "Transmit.” To make other express transfer requests, go to Express Transfer -

Reguest
- Edit request
Quick Links

Next scheduled
requests *2910 - PETTY CASH - Available $107 309 48
From account (Balance as of: 08/02/2010 02:21:45 PM (ET) Not a guarantee of available funds.

T G *2911 - Checking 2 - Available $198 464 21

(Balance as of. 02022010 02:21:45 PM (ET) Not a guarantee of available funds.
Amount $200.00
Frequency Today Only

To submit this request without transmitting. click submit for approval

How Do | Terms FAQs

4. Click Transmit to transmit the transfer.

Note: Click Submit for Approval to hold the transfer in the transmit section, awaiting approval. THE TRANSFER WILL NOT BE
PROCESSED UNTIL APPROVED.

Transmitting an Express Transfer

1. Inthe navigation menu, click Express Transfer and then Express transfer transmit
2. Select the check box next to the transfer request you want to send. Click Continue

3. Click Transmit. The Express Transfer Transmit - Confirmation page appears.

Deleting an Express Transfer

Note: Express transfers that already have already been approved do not have the option to be deleted. Transfers are processed
immediately.

1. Onthe Transfers and Payments tab, click Express Transfer Transmit in the Express Transfer section.
2. Click the link in the From Account column for the transfer request you want to delete.
3. Click the Delete Request link. An Express Transfer Transmit deletion message appears.

4. Click OK. The Express Transfer Transmit — Selection page appears with a confirmation of the deletion.

Book Transfer

The transfer is real time and enables one-to-many or many-to-one transfers between checking and/or savings accounts.

Setting Up a Book Transfer

1. Onthe Transfers and Payments tab, click Book Transfer.



Welcome || Reports ‘ Transfers and Payments || Account Senices || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Book transfer
Book transfer transmit

Book transfer template
approval

Book transfer history

Quick Links

Next scheduled
requests

Book Transfer

To enter a book transfer request. click the radio button and click "Continue.” To create a template. go to Book Transfer Setup - Add
Template

Available Templates

(To view or edit template details, click the template name.)

Template Name & Direction Main account
O FUNDIN Credit *2910 - PETTY CASH

Continue

HowDol  Terms FAQs

2. Click the Book Transfer Setup link.

Welcome Reports

Transfers and Payments

Account Services ‘ Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Book transfer
Book transfer transmit
Book transfer history

Quick Links

Quick balance account
report

Quick balance report

Next scheduled
requests

Book Transfer Setup - Add Template

Enter the details for this template and click "Add template”. To perform other Book Transfer tasks, go to Book
Transfer.

Template name: ‘

Main account: Vi |

Action: (O Debit - the total transfer amount is deducted from the main account and transferred to the detail

accounts.
O Credit - the total transfer amount is deducted from the detail accounts and transferred to the
main account.

s 0.00]

Maximum transfer

amount:
(Per detail account)
Description (optional):
Detail Accounts:
Account 4 Default Amount
v | 0.00
Total transfer amount: $0.00

Add additional account

How Do I...

3. Complete the following fields:

Fields

Description

Template Name

Name of the book transfer template, up to 20 characters.

Main Account

Select an account from the drop-down list. For one-to-many accounts, this is the source




account. For many-to-one accounts, this is the destination.

Action Select Debit or Credit.

Enter the maximum transfer amount, which is the maximum amount of money that can

Maximum transfer amount $
be transferred to or from each account.

Description (optional) Further identify the transactions included in the template.
Account Select an account from the drop down list.
Default Amount Enter an amount that is used as the default

Note: The Add additional account link may be used to add additional detail accounts to the template.
4. Click Add template to complete the transfer setup. The Book Transfer Setup Confirmation page appears.

Note: If the administrator has assigned multiple approvals for templates, the next step would require approval. How to approve
template additions, modifications, and deletions is discussed in the Multiple Approvals for Templates section.

Copying a Book Transfer Template

1. Access the Book Transfer page and click the Template Name of the template to be copied.

Welcome Reports Transfers and Payments Account Services Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Book transfer

Book Transfer

Book transfer transmit

Book transfer template To enter a book transfer request, click the radio button and click "Continue.” To create a template, go to Book Transfer Setup - Add
approval Template

Book transfer history
Available Templates

Quick Links -
(To view or edit template details, click the template name.
Mext scheduled N 5 N
requests Template Name & Direction Main account
o FUNDING Credit *2910 - PETTY CASH
Continue

How Do | Terms FAQs

2. Click the Copy Template link
3. Enter Template name and make changes to the template as necessary.
4. If you need to add additional accounts to the template, click Add additional accounts.

5. Click Save changes.

Entering a Book Transfer
1. Access the Book Transfer Entry page:



Welcome || Reports || Transfers and Payments | Account Services || Administration

Scheduled Requests | Exprass Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Book transfer

Book Transfer

Book transfer transmit

Book transfer history To enter a book transfer request, click the radio button and click "Continue.” To create a template, go to Book Transfer
Setup.
Quick Links .
Quick balance account Available Templates
repart

) (To viewy or edit template details, click the template name.)
Quick balance report

Template Name & Direction Main account

Mext scheduled
requests L ) Accounts Payable Credit *2025 - payroll
O PAYROLL FUNDING Credit *2025 - payroll

HowDol.. Terms FAQs

2. Inthe Available Templates list, select a template by selecting the appropriate radio button. Click continue.

3. Complete the fields for each detail account:

Fields Description

Control amount (optional) $ Enter the expected total of all entered account amounts.
Description (optional) Defines the account by name

Amount Enter the amount to be transferred for each account.

4. Click Continue. The Book Transfer — Transmit Verification page appears:

Welcome Reports Transfers and Payments Account Senices Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Book transfer

Book Transfer — Transmit Verification

Book transfer transmit

Book transfer template Review this request. To approve and transmit this request. click "Transmit.” To select a different template, go to Book Transfer

approval

Book transfer history Template Information Edit this request
Quick Links Template name Book 100

Next scheduled

requests 2 - Available $198,664.21

02/2010 02:26:08 PM (ET) Not a guarantee of available funds.

Credit/destination account: *2911 - Checki
(Balance as of:

Debit/Source Accounts

The control amount of $0.00 does not equal the total amount of $5,000.00. To change the values, click "Edit this request.”
Balance as of 08/02/2010 02:27:36 PM (ET) Mot a guarantee of available funds

Account & Amount
*2912 - Checking 3 - Available $225 398 20 $5.000.00
Total transfer amount $5.000.00

To submit this request without transmitting. click submit for approval

6. Click Transmit. The Book Transfer — Transmit Confirmation page appears.

Note: Click Submit for Approval to hold the transfer in the transmit section, awaiting approval. THE TRANSFER WILL NOT BE
PROCESSED UNTIL APPROVED.



Transmitting a Book Transfer

1. Click the Book transfer transmit link in the Book Transfer section of the Transfers and Payments tab.

2. Select the check box next to the transfer request you want to send. Click Continue. The Book Transfer Transmit -
Verification page appears.

3. Click Transmit. The Book Transfer Transmit - Confirmation page appears.

Deleting a Book Transfer Request

Note: Book transfers that already have already been approved do not have the option to be deleted. Transfers are processed
immediately.

1. Access the Book Transfer Transmit — Selection page.

2. Click the link in the Template column of the transfer request you want to delete. The Book Transfer Transmit -
Detail page appears.

3. Click the Delete request link. A Book Transfer delete confirmation message appears.

4. Click OK. The Book Transfer Transmit - Confirmation page appears.

Viewing Book Transfer History

1. Access the Book Transfer History page:

Welcome Reports || Transfers and Payments | Account Senices || Administration
Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Book transfer

e — Book Transfer History — Selection

Book transfer history Select required transfer history criteria and click "Generate report.”

Up to 3 months of data are available; a maximum of three months may be retrieved during a single search. To retrieve a

Quick Links limited amount of data, select specific search criteria.

Transaction report

Account detail report

Account: Select all » Deselect all
Next scheduled j o
requests ABATRC &4  Account Number  Description
[0 841841842 2000 CHECKING 1
[0 841841842 *2000 1honey Mkt
[0 B41841842 *2001 CHECKING 2

Date range: () Specific date:  [gy /los /2009 '_]

(mmidclyyyy)

©® From: 03 |s/o9  |r[2009 |[H
(mmiddiyyyy)

To: 04 |rjo8  |/[2000 |[TH]
(mmidcliyyyy)

Generate report

How Do | Terms FAQs




2. Choose the book transfer template for which you want to view history.
Tip: Choose the (Select all) value to view all accounts. You may also use a date range in your search.

3. Click Generate report. The Book Transfer History page appears:

Welcome || Reports || Transfers and Payments || Account Services | Administration

Scheduled Reguests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Book transfer =4 Print this page
Book transfer transmit
Book transfer history Book Transfer H |St0|'y
To change Book Transfer History criteria, return to Book Transfer History - Selection.
Quick Links:
Transaction report
: Report created: 04/07/2009 at 11:16:20 AM (ET)
Account detail report
Accounts: All accounts
Nt scheduled Date range: 03/08/2008 to 04/07/2009
requests
(To viesy details, click the account)
Account Action Template Name Amount Transmitted ¥  Transmitted By Confinmation
*2000 - CHECKING 1 Debit FUNDING $1,000.00 03/31/2009 ADMIN 544959249
2000 - CHECKING 1 Debit  FUNDING $1,000.00 03/31/2009 ADMIN 472420297
2000 - CHECKING 1 Debit  FUNDING $1,000.00 03/31/2009 ADMIN 3719164630
*2000 - CHECKING 1 Debit FUNDING $1,000.00 03/31/2009 ADMIN 3323685507
Y2000 - CHECKING 1 Debit  FUNDING $1,000.00 03/31/2009 ADMIN 2352391602
*2000 - CHECKING 1 Debit FUNDING $1,000.00 03/31/2009 ADMIN 1911070855
2000 - CHECKIMNG 1 Debit  FUNDING $1,000.00 0373172009 ADMIN 1963387635

Total: $7,000.00

Tip: If the icon appears the template has been deleted.

4. Click the template name to view account level details of a transfer.

ACH

PPD = personal transactions

CCD = corporate transactions

Send Money = transfer from company to payee (ex. Direct Deposit of payroll)

Collect Money = transfer from destination account to company (ex. Company collecting monthly recurring payments)

Setting Up an ACH Template
1. Click Send (Collect) Money located in the ACH section of the Transfer and Payments page.



Welcome Reports

o

choduted Roquests

Send money

ALH file upload {ransmit

1 raney

M 1ransmi

CH template approva

H hestory

H fils upload

Quick Links

Transfers and Payments = Accourt Seraces Adminisiration

s Transfer | Book Transfor | Loans | ACH | File Upload | Wire

Send Money - ACH

To enter a payment request, click the radio button and click “Continue " To enter a request without using a template, go to ACH Send Monsy - One Time
Payman Request To creste s template, chok ACH Seng Monsy Setup - Add Template To add, edd o delete @ file impon format that can be used 10 Impon
details mto a template, go to File Defindtions

Available Templates

To wew o edit unsubmitted saved requests, go 1o Javed Requesls

(10 view or et temgate detads, Chol 1he lemgiae rame ) Show only templates for. | Al Services
Tnmplate Name & Request Type Debit Account Company NameAD
EEDERAL TAES Federal Tax “2N72 . CHECKING 3 WEBER WELDING CO / 987735125
PAYABLES CCO Payment “2N2 - CHECKING 3 WEBER WELDING CO / 997235125
PAYROLL PPD Payment *2910 - CHECHING 1 WEBER WELDING CO /9872365125
SIATE TAXES State Tax 2910 - CHECKING 1 WEBER WELDING CO /887235125

Continue |
taw Do Iams EAQS

2. Click ACH Send (Collect) Money Setup — Add Template.

3. Complete the following fields:

Fields

Description

Template Name

Name of the ACH payment template, up to 20 characters. Tip: Name this something that
makes sense to you. For example: One Time Club Fees, Monthly Dues, Coffee Fund, etc.

Request type

Select the type of ACH from the drop down menu.

Co. Name/ ID

Select ACH company name and ID from the drop down list.

Template description Further identify the transactions included in the template.

Debit account

The account the debit is originating from.

Max. Transfer Amount

Enter the maximum transfer amount, which is the maximum amount that any detailed
transaction in the category can be.

4. Click Continue.



Welcome Hepart Transfers and Payments

Scheduled Requests | Express Transfer | Dook Transfer | Loans | ACH |

Send money

Upload | VWire

ACH Send Money Setup - Add Template Details

H fran Enter detad sccount information and chick *Savwe lemplale ™ To perform other ACH payment tasks, go 1o Send Money - ACH
ACH tomplate appriva

H hestary Template Information
ACH fils uplosd
A o ad tear Template name Non Exemgt Payroll

- Reguest type CCO Payment
Puest Company nameD WEBER WELDING COME7 735125
Template description Salary Emp
% ; - Debit account *2912 - CHECKING 3
o ' Maximum transfor amount 5 000 00
bals
lext schedulad Credit/Destination Accounts repont Detpils

These are the detail accounts which will receive the recorded amount when a payment request is transmitted. To add detail account information from external files, click “impon
Detaills. ~ ABA numbers must be for inencial organizations suthonzed for the exchange of electronic ACH trangactions. To enter & valid ABA number, search for sn authonzed

Enanceal madduton
ABA/TRC Actount Account Type Namu & Detail 1D foptional Default Amount foptional)
ABA Checking & 3 000
geirch
Addtional informatron (oplromnal)
Total $0.00

dd sddtions! detgl 1gw
Suve template |

5. Complete the following fields for each credit/destination account:

Fields Description

ABA/TRC Enter the American Banking Association (ABA) number or transit routing code (TRC).
Account Enter the appropriate account number.

Account Type Select either CHECKING or SAVINGS.

Name Enter the name of the account that should be credited.

Enter an ID, which is an end user assigned identification number that defines the party
Detail ID (optional) being credited. It could be an employee, account, or member number. For example, if this

is a payroll, the identification number might be the employee number.

. Enter the appropriate default amount, which should be equal or less than the Maximum
Default Amount (optional) A ;
moun

Additional Detail Enter detail account information

6. For each additional destination account click Add Additional Detail Row, repeat step five.
7. Click Save template.

Note: If the company requires multiple approvals for templates, the next step would require approval. How to approve template
additions, modifications, and deletions is discussed in the Multiple Approvals for Templates section

Copying ACH Templates
1. Access the Send (Collect) Money — ACH page.



Welcoms Feponts

Transfers and Payments = Accourt Seraces | Administration

Scheduted Roquanln | Express Transfer | Bmfmdar | Loans | Aﬂl | Fite Upload | Wiee

Send money

Collect money

ACH transma

ACH template approval
ALH hestary

ACH file upload

ACH filo upload transmit
ACH file vpload status
ACH file upload history

Quick Links
Quick balanca accourn
report
Qusck balance repont

MNaxt echeduled
requasts

Send Meoney - ACH

To enter a payment request, click the radio button and click “Continue " To anter & requést without using a template, go to ACH Send Monsy - One Teme
Payment Request To creste » template, chek ACH Send Money Setup - Add Template To add, edn or delete » file impon format that can be used 10 impos
details into a template, go to File Defintions

Availablo Tornalltos

Tomuodﬁmswmodlmmﬂul plnw

(10 varwy or ek leginte datads, CAcA e berfgiete e ) Shirw only t for. | A% Serices ;
. TemgleNemes  ReswsiToe Debit Accouns CompanyMomed 1
©  EEDERAL IAXES Federal Tax = ancma ] wmn wemms CO /96725125
O pAvAmES OO0 Payment 2912 CHECKING 3 WEBER WELDING CO / 987255125
O  PAYRODUL PPD Payment 2910 - CHECHING 1 WEBER WELDING CO / 997235125
©  SIAIEIAES State Tax 2810 - CHECKING 1 WEBER WELDING CO /887235125

HowQol. Tems EAQs

2. Click the Template Name to be copied.

Welcome || Repods || Translors and Payments | Account Semces | Adminatration |
Scheduled Requests | Express Transter | Book Transfer | Losns | ACH | File Upload | Wire

Send mol
i ACH Send Money Setup - View Template Detalls
ACH transmit Reverw the template information. To edd this template, chick “Edi template * To copy thes template, chck “Copy ternplate * To delete this Iumﬂalt chok “Delete
ACH template approval template * To send a request using this template, go w&mm:_mm To perform other ACH paymaent tasks, go to
ACH hstery For information about your limits, viéw Parsonal Limits
ACH file upload
ALH fie upioad transmit Template Information Edi templale * Copy templale * Delie template
ACH file uplosd status
ACH file upload history Template name: PAYROLL
Reguest type PPD Payment
Qe Lk, Campany namelD WEBER WELDING (O / 967235125
Qwick balance account
epon Template descrpton PAYROLL
Quick batance tepord Deba account 290 - CHECKING 1
Next scheduled Maximum transfer amourd $3 500,00
1HQUBLIS
Credit/Destination Accounts
ABATRC Account Account Type Hame. & Detault Amount
OFS000022 7987 Checking KEN STUDENT 000
Addtional information:
075000022 79 Checking KERRY STUDENT $0m
Addtional infarmation
Total 000

HewOol. Tomms EAQS

3. Click the Copy Template link.
4. Complete Template Name, and any necessary changes.

5. Click Save changes.



ACH Edit Template

1. From the Transfers and Payments tab, click send (collect) money.

2. Click the Template Name to be edited.

Welcome Reports Transters and Payments Aztount Semces Adminesiration
Scheduled Requents | Express Transter | Book Transler | Loens | ACH | File Upload | Wire

Send money

Sl iy ACH Send Money Setup - View Template Details

ACH transmit Revew the template iformation. To edd this template, chick “Edit template * To copy thes template, chck "Copy template * To delete this template, chck "Delete
ACH tamplate approval template " To send a request using 1his template, go to ACH Send Money - Reguest. To perform other ACH payment tasks, go 1o Send Money - ACH

ACH history For information about your limits, view Parsonal Limits

ACH file upload

ALH filg ypload transmit Template Information

ALCH file uplosd stajus

ACH template spproval
details into a template, go to File Defintions

ACH agtory

ACH e upload Available Templates

ALH filo upload Iransmil

ACH filn uplosd status Tio wew or edit unsubmitted saved requests, go 10 Saved Requetls

ACH file upload Mstory
(1o vy o eull tergiate deiads, CCE e levigiate narme |

0 Template Name Begquest Type
Quick Linke - A
Quick balance account O EEDERAL TAES Foderal Tas
i O  PAYASLES CCO Payment
Quick balance repont =
Maxt scheduled O  PAYEQLL PPD Paymant
- ©  SIAIETAXES State Tax

HowOol  Temms EAQs

Debit Account
<2912 - CHECKING 3

202 - CHECKING 3
*2910 - CHECHKING 1
*2910 - CHECKING 1

ALH file upload history Template name PAYROLL
Regquest type PPD Payment
Quiox Linka Company nameAQ WEBER WELDING €0 /967235125
:i::: balance accounl Tomplahe duocription PAYROLL
Quick balance ropor Deba accoun 290 - CHECKING 1
Next scheduled Maximum transfer smount $3 500 00
requeste
Credit/Destination Accounts
ABATRC Account Account Type Hame & Detail 1D Default Amount
O7S000022 7ea7 Checking KEN STUDENT o 0m
Addtions! information
075000022 799 Checking KERRY STUDENT ¥R 0m
Addtional infarmation
Total $0.00
3. Click Edit Template.
4. Make necessary changes. Save template.
Note: You can change the template information or the Credit/Destination Account information.
Entering an ACH Transaction
1. Access the ACH Send (Collect) Money page
Welcome = Reports | Transfers and Payments || Accourt Seraces | Adminisiration
Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wiee
Send money
Collet money Send Money - ACH
ALH transmi To enter a payment request, click the radio button and click “Continue ™ To enteér a request without using a temglate, go to ACH S T

Payment Request To create & lemplate. chck ACH Send Money Setup - Add Template To add, edi or delete @ file impon format that can be uud 10 impon

Show only templates for Al Seraces
Company NameAD
WEBER WELDING CO / S87736125

WEBER WELDING CO / %723512%
WEBER WELDING CO /987235125
WEBER WELDING CO /987235125



2. Inthe Available Templates list, select for the appropriate template.

3. Click Continue. The ACH Send (Collect) Money - Request page appears:

Welcome Heports Transfers and Fm.“u Arcourd Sermces Admumstratinn

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wiee

Send money

ACH Send Money - Request

ALH transmi Enter required paymant information and click "Contmue.” To schedule this requast, go 1o AL
ACH template approval retum to Send Mongy - ACH

ACH hwstory

ALCH file upload

For information aboul your mts, view Personsl Limits

ACH file upload transmit Template Information

ALH file upload staus
ACH fils uplosd history Templale name

Request type

PAYROLL
PPD Payment

Quick Link: Company namenD WESER WELDING CO / 9897235125

Queck balance account
repon

. Deba account
Lisck balance mepon
Next scheduled

equests
Effective date

Control amount (optionaly  §

Template description PAYROLL

*2910 - CHECKING 1

Maximim transfor amourt  $4 000 00 (Per gl acoort)

|0 /n 2009 |75
(e yyy)

0w
[Maimum vilue Tor e entre lemglate)

Credit/Destination Accounts

Sawe a5 drad

These are the sccounts whech will recenve the recorded amounl when s payment request 13 transritied. To seve this request without submitting 4 for transmit, chck “Seve oy

dratt *

ABATRC
075000022

Set all amounts to. §
Account  Account Type Hame & Datail 1D
7987 Chocking KEN STUDENT HEIEEILEL %

Addtmonal snfermation [optional)

OFS0000E2

799 Chacking KERRY STUDENT f s ] $

Additsorsal snformation (optional)

| Continue

Tatal
Yarance amount
(Cutierence between Control amourt and Totsl )

e D Tenms EAQ:

4. Complete the following fields:

Fields

Description

Effective date

Accept the default or change the effective date of the transactions. 30 day
maximum effective date.

Control amount

Enter the control amount for the transfer, which is the expected total of all
entered detail transaction amounts.

Amount

Enter the transfer amount for each detail transaction.

Additional Information

Enter detail account addenda information.

5. Click Continue.

Change
Amount
0o

[ )

$0.00
o



Welcome Reports Transfers and Payments Account Services Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Send money

Caliect many ACH Send Money - Transmit Verification

ACH transmit Review the payment information for this request. To approve and transmit this request, click "Transmit.” To select a different template. go to Send Money -
ACH template approval AcCH

ACH history For information about your limits, view Personal Limits

ACH file upload
ACH file upload transmit
ACH file upload status

Template Information Edit this request

Template name PAYROLL
ACH file upload history P
Request type: PFD Payment
Quick Links Company name/lD:  WEBER WELDING CO / 987235125
Next scheduled Template description: PAYROLL
requests ; .
Debit account 2910 - PETTY CASH
Effective date 08/03/2010

Credit/Destination Accounts

The control amount of $0.00 does not equal the total amount of $500.00. Details with an amaount value of 50 00 will not be processed To change the
values, click "Edit this request.”

ABAITRC Account Account Type Name & Detail ID Amount
075000051 *7890 Checking CLAIRE SAVINGS 999999999 $500.00
075000051 *7892 Checking KEN SAVING 999999999 $0.00

Additional information: Zero dollar transaction

Total $500.00

To submit this request without transmitting. click submit for approval

6. Click Transmit to approve and transmit the request.

Note: If the company requires multiple approvals, the next step would require approval. How to approve template additions,
modifications, and deletions is discussed in the Multiple Approvals for Templates section

Transmitting an ACH Payment Request

If Submit for approval was used in entering an ACH Payment complete the following steps to transmit:

1. Access the ACH Transmit — Selection page:

Welcome Reponts Transfers and Payments Account Semces Admanistration

Schaduled Requests | Exprace Transfar | Baok Trancfar | Loaans | ACH | File Uplaad | Wira
Send money .
Ciliet Madas ACH Transmit - Selection
ACH transmit To approve requests, check the appropriate requests and click “Continue ” All spprovals must be receved for 5 request before it will be trensmitted. To view
ACH femplate approval detads or dedete a request, click the account
ACH hestory For information abuut your kmits, view Bgrsoual Litils
ACH e upload
ACH file uplesd transmn Requests Awalting Approval/Transmit

ACH file upload stetus

Regquests without a checkbox have already been approved by you

ALCH file uplosd history Select al + Desslect all (1o view detals or Gelete B request, Chck The accourt.)
) Acoount lemplate Name Bequest Type Amguni  Eleclive Dale  Entered By  EntiyDate 4 Approval Status
Quick Links
. - - : 0 of 1 recowed

Ouldl balini s eéouni 0D 2910 - CHECKING 1 EXEMPT PAYROLL PPO Payment 330000  08/21/2009 ADMIN 0072072009 Resdy 10 transmit

repont

Quick balance repon

MNext scheduled

reguesls

HowDol. Tems FAQs



2. Select ACH template to transmit or click Select all.

3. Click Continue.

Welcome  Reponts | Transfers and Payments = Accourt Seraces  Administration

Scheduled Roquests | Exprss Tranofer | Book Transfer | Loans | ACH | File Upload | Wire

Sonid moniy

Collect money ACH Transmit - Verification

ACH tranwmit The requests below have been selected for approval To approve and transma these requests, click “Transma * To change the requests you have selected, click
ACH template spproval “Change aslectons

ACH hestory For mformation asbioul your kmds, wew Personal Limids
ACH file upload
ACH file upload ransmi Requests Selected for Approval/Transmit Change ssleciions
ALCH file upload status
(To view detaly or delete 8 request, ciok the socount )
ALCH file upload history
Account lumplate Name Hequest Type Amouni  Effective Date  Entered By Enfiy Date & Approval Status
Y - - 0 af 1 reconed
Quick Links 23910 - CHECKING 1 EXEMPT PAYROLL PPD Payment $300.00 08V21/2009 ADMIN 08.20/2009 Ready 1o transmit
Cusck balance accourd
repod

Ousck balance raport

Next achedubod
requests

bowQol. Terms [AQs

4. Click Transmit.

Deleting an ACH Payment Request

To delete a pending ACH payment request, complete the following. (Only transactions in a pending status can be
deleted)

1. Access the ACH Transmit — Selection page:

Welcome = Repots | Transfers and Payments | Account Sevices | Admanistration
Schadulad Requasts | Exprass Transfer | Book Trancfar | Loans | ACH | File Upload | Wira

Send manay

Callset monsy ACH Transmit - Selection

ACH transmit To approve requests, check the sppropniste requests and click “Continue.” All approvals must be receved for & request before it will be transmitted. To view
ACH tomplate opproval detads or delete a request, click the account

ACH hestory For information about your kmits, wiew Bursonal Limils
ACH file upload
ACH file upload transma Requests Awaiting Approval/Transmit
ACH file upload st
LI e Requests without a checkbax have already been approved by you

ALCH file uplosd history Select 30 + Deselect 5l

(10 view detady or Geiete & request, Clck The sccount )

. Account Tumplate Name Reguest Type Amount  Eflective Date  Enteiwd By Entiy Date 4 Approval Status
Quick Linkg 0 of 1 recomed
Cuick balance accourt 0O 2310 CHECIING | EXEMPT PAYROLL PPO Payment $0000  OBV21/2009 ADNIN 00/20/2009 Ready to transmit
repon
Quick balance repont
Next scheduled Conlmue
requesls

HowOol. Terms FAQs

2. Click Account link of the ACH transmit to delete.



Welcame || Reports | Transfers and Payments | Accound Sendces | Administration
Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | Fide Upload | Wire

d monay =3 ool the page
ect money

ACH wansanit ACH Transmit - Detall

ACH template approval To approve snd transmit this request, chck “Tranama * To dalete this request, chick “Delete request * To view details for a different request, retum to ACH
ACH hestory Trangemit - Selection

For information about your limits, view Personal Limits

ACM file uplos
ACH file upload status Template Information .
ACH file upload histary
Templato name PAYROLL
Request type PPD Payment
Ol itaes smout Company namedD.  WEBER WELDING CO /987235125
rep0
Template description. PAYROLL
Db account “2910 - CHECKING 1
Efgctve date N
Credit/Destination Accounts
ABATRC Account Account Type Name Datall ID Amount
075000022 77 Checking KEN STUDENT 290990 §2000
075000022 799 Cheching KERRY STUDENT XTI §$100.00
Total 5]
Approval History Information
Agpeoeal statuy. O of § recemed
Action User 1D Date
Enter Request ADMIN BN 04 02 02 PM (ET)
Transmi
-
3. Click Delete Request.
icame Repars Tramsfers and Payments  Account Seraces Adtmanistration
Schaduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire
Send money =) Enol tha page
Caollect money
ACH transait ACH Transmit - Delete Verification
ACH templats approvsl You have wslectad the following request to be delsted. Once completed, the request cannot be recoversd.
ACH hestory
ACH file upload Remiow the request selected To delete this request, chck "Delete,” or go to ACH Transmd - Detad
A1 pond ook Template Information
ACH file upload status
ACH fis upload hustory Template name PAYROLL
Request type PPD Paymant
Company name/D WEBER WELDING CO /58725125
Cuick balance accourt
Tempiste descnption. PAYROLL
Quschk balance report Deba account *2910 - CHECKING |
Next scheduled Efectve date 08/21/2008
requests
Credit/Destination Accounts
ABA/TRC Account Actount Type Name Detail 1D Amount
orSone? i Checking KEN STUDENT PN 20 m
075000022 T8 Chacking KERRY STUDENT 999939999 $100 00
Totat 20000

Approval History Information

Approval status 0 of 1 recenwd - Ready to transmd

Action User Date
Enter Roquest ADMIN OB/ZXV2008 04 02 02 PM (ET)

(S [CDenstdrion )

4. Click Delete.

Importing an ACH File into a Template

To import a file into a template, complete the following tasks:
1. From the Transfers and Payments tab, click send (collect) money.
2. Click the template name which will receive the import information.

3. Click Edit Template.



Welcome || Repos || Transfers and Payments || Account Services | Administration
Schoduled Requests | Expross Transfer | Book Tranufer | Loans | ACH | File Upload | Wi

Send money
Colloct manty ACH Send Money Setup — Edit Template
ACH transmin Edit template and detail account information and chick "Save changes® or return 10 ACH Send Money Setup - View Template Delails
H |

ACH tarmgiete spprom! T hanges will affect scheduled requests that are based on the template. Once a request is in Transmil status, @ s no longer empacted by changes to
ACH history the template used to create it
ACH file upload
ACH file uplosd traneemi For information about your kmas, vew Personal Limils
ALH file upload status Template Information
ACH filo upload hestary
Quick Links Temgplate narme |EXEMPT PAYROLL

Quick balance accoum Requost type FPD Payment

rpor r

R 125 =

Dok beiince sopol Company nameAD | WEBER WELDING COS87235125 »|

Next scheduled Tomelss descriot PAYROLL

requusts SN Sapsrean will be .09 Payrol_Gas )

Debit account 2910 - CHECKING 1 |
M iastar st s. 30
(Per aetad sccourt)
Credit/Destination Accounts Import Delnls

These are the detal accourds which will reces thee recorded amount when a payment request s transmatted To add detad account mformation from extemal Ses, chek “import
Details.” ABA numbers must be for fi I ceganizations authorized for the exchange of electronic ACH transactions. To enter a valid ABA number, search for an authorized

financial institution

ot amaun o o8 ety ogtona) ] (o)
Bumes (7800002 |ama  (00SOWTO7 | [Checkeg ¥|  [KENSTUDENT  [oeseemem | . oo
gsarch
Additional information (opticnsl):. |
Bemove 075000022 ARA ooereX .C’\Niﬂl\g | [KERRY STUDE| (999999999 s 0|
search
Total $0.00
Add addtional detinl tow
[ Swmchanges ][ Do not saw changes |
HowDol. Isuns EAQS
4. Click Import Details.
Welcome Reports || Transfers and Payments H Account Services ” Administration l
Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire
Send money .
Collect money Flle Import
ACH transmit Select the radio button for the file definition to use for this file import and click "Continue." To add an additional file definition, go to Add
ACH history File Import Definition. To return to template setup for ACH Payment, go to ACH Send Money Setup - Edit Template.
ACH file upload
ACH file upload transmit File Definitions
ACH file upload status
ACH file upload histor (To view, edit, or delete a file definition, click a file defintion name.)
P ¥ Name & Desciiption
® NACHA Mational Automated Clearing House Association file format

Quick Links:
Quick balance account

Quick balance report

Next scheduled
requests

How Do l.. Terms FAQs

5. Choose Import format or click “add file import definition” to create a different format.

1



Welcorme Repans

Transters and Payments  Account Senices

Adminestration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Send meney
Culacs sanay File Impert - File Selection
ACH tranamit To wnport @ Ble and save delail dems 10 the lemplate, select the Se to imporl, select an update opbion and click “import Sle * To select & dierend definition,
ACH tomgplate approval retum 1o [de impod
ACH history
ACH file upload File Import Information
ACH file upload transmit Senice name PPD Payment
ALCH file upload status Template name EXEMPT PAYROLL
ACH file upload history Dafintion name MNACHA
Descoplion National Automated Clearing House Association file format
Qurck Links File type Fixed
. Match racorde by ARATRC
Quick balanc
;;::n balance account Accouns number
Accourt lype
Quick balance repont Account name
Next scheduled o
requusly
File 10 impant i [E_W“__]
Update by © Addng new and updating existing transactions

O Addung new transactions only
€ Updating exssting transachions
© Dulote exrsting and add nirw Iransactions

Itmpart fie
HowDol,. Jems EAQ:
6. Indicate file to import and update feature. Click Import File.

7. Return to the Edit Template page to edit the individual line entries from the imported file.

8. Click Save Changes.

Setting Up a One Time ACH

1. Click send (collect) money from the Transfers and Payments tab.

Welcome  Feperts | Transfers and Payments

Scheduled Requests | Express Transfer | Boak Tranafer | Loans | ACH | Fie Upload | Wi

Accourt Seraces Agmnigiration

Send money

Send Meoney - ACH

To enter a payment request, click the radio butten and click “Continue " To entér a requést without using a template, go to ACH Send Monsy - One Teme
Payment Fegquesl To creste 3 tempiate. chck ACH Sand Mongy Setup - Add Template To add, edn or dedete @ file imporn format that can be used 10 impon
details into a template, go to Cile Defintions

Collect maney

ACH transmi

ACH template approval
ALH heatary

ACH fils upload Available Templates

ACH filo upload transmit

ACH file upload slatus
ACH e upload hstory

To wirw of edit unsubmitted saved requests, go 1o Javed Requesls

(To verw or exil Yerginte delads, Cich The bertgiate Name |

Show only templetes for. | A Serdces

Quick Links Tamplate Hame & Request Type Debit Account Company NameAD
Ouick balanca accoun ©  EEDERAL IAES Federal Tax =212 - CHECKING 3 WEBER WELDING CO / 87235125
i O  PBAYASLES CCO Payment 2312 - CHECKING 3 WEBER WELDING CO / 987235125
::'k‘:l_'::: 2 ©C  PAYROIL PPD Paymant *2910 - CHECKING 1 WEBER WELDING CO / 967235125
ot O  SIAIEIANES State Tax 2810 - CHECKING 1 WEBER WELDING CO /387235126

HowDol  Temns EAQs

2. Click ACH Send (Collect) Money — One Time Payment Request.



Welcome | Reports | Transfers and Payments || Account Serices || Administration

Scheduled Requests | Express Transfer ‘ Book Transfer | Loans | ACH ‘ File Upload ‘ Wire

Send money .

Collect money ACH Send Money - One Time Request

ACH transmit Enter required payment information and click "Cantinue." To perform other ACH payment tasks, retumn to Send Money - ACH
ACH history

For information about your limits, view Personal Limits.
ACH file upload

ACH file upload transmit
ACH file upload status
ACH file upload history

Template Information

Template name (optional)
Quick Links: (To save this request as a template, enter & template name.)

Quick balance account
Request type: b

report
Quick balance report Company name/lD! v
Mext scheduled
requests Template description:
(Information that will be given to the transaction's recipients )
Debit account o
v

Detail account type:
(Type of accounts to be listed in the detail area, e.g. Corporate, Personal.)

aximum transfer amount: g

(Per detall account)

Effective date: 04 115 /2009 "_I
(mmdtidlyyyy)

3. Complete the fields as required.

4. Click Continue.

Note: If a template name is used the template will be saved for future use.

5. Complete the fields as required.

6. Click Continue.

7. Click Transmit to approve and transmit the request. The ACH Transmit — Confirmation page appears.

Note: Click Submit for approval to submit the template into the approve/transmit queue.



Viewing ACH Origination History

1.

In the ACH section of the Transfers and Payments section, click the ACH History link.

Welcome Reports

Transfers and Payments

Accoyrd Sermces Admunigtralion

Schadubed Requests | Exprass Transfer | Book Transfer | Losns | ACH | File Upload | Wire

Send money

Collect rmaney

ACH trangmi

ALH template approval
ACH history

ALCH file upload

ALH file upload transmi
AL file upload status
ACH file upload hestary

Quick Links

Next scheduled
requests

ACH History Report Criteria

Select sppropriate repont critena and click “Generate repon *

Up 10 18 months of data are available; & maximum of thiee months may ba rtrieved during a single search. To retriewe a limited amount of data, select specific

seorch crlena

Date type.

Date range

Select all » Dezeluct o

@EEEa

ABATRC  AccountMumber  AccountMame &
salBaIBe2 0 CHECKING 1
saiBdlB2 912 CHECKING 3
841041842 84N EAST ACCOUNT
BA1B41842 3 MONEY MKT 1

Ba1Ba1842 o

© Effecime date

@  Transeml date

© Specific date: (8 120

® From

To

HowDol Jeuns EAQs

Choose the accounts for which you want to view history.

Choose the Date Type.

Enter the desired date or date range.

Click Generate Report. The ACH History Report page appears:

Welcome Reports

Transfors and Paymonts

Accourd Serices

Administration

Scheduled Requests | Express Transfer | Book Tranefer | Loans | ACH | Fie Upload | Wire

Send moniry

Caollect maney

ACH transmil

ACH tamplate spproval
ACH history

ACH file upload

ACH file upload transmit
ACH file upload status

ALCH file upload hmtory

Quick Linky

Nexl scheduled
requesis

=) Pontthis page

ACH History Report
To changs repont critenia, retumn to ACH Histery Repod Ctens

(To view detals chck the seoount)

Account Template Name Request Type
N0 - CHECKING 1 EXEMPT PAYROLL PPO Paymant
=210 - CHECKING 1 PAYROLL PRO Paymant
2910 - CHECKING 1 CCO Payman
2912 - CHECKING 3 Non Exempt Payroll  CCO Payment
2210 - CHECKING | STATE TAXES State Tax
22 CHECKING 3 Payables CCD Payment
2N - PETTY CASH ACCOUNT FED TAXES Federal Tax
220 - CHECKING 1 B CLASS TEST PPD Payment
2910 CHECKING 1 806 CLASS TEST PPD Paymant
10 - CHECK 806 CLASS TEST PPO Paymant

HowDol.

Ieoms EAQE

PETTY CASH ACCOUNT

12000 |H)
|+2000 |79
|109 |7

$300.00 02172009
$15000 08217408
$0.00 0R212008
$0.00 08202009
$0.00 00/20/2009
$0.00 08/20/2009
$900 00 0072002
$500 00 080772208
$0.00 0062009
$000 00062009

BREEEEEREE

2030291750
ST 42

13749346508
2755641053

e
II5NG53

VABOENE
1207316576



Federal Tax Payment

The Federal Tax Payment service allows your customer to manage the origination of Federal tax payment credits in
compliance with the IRS Electronic Federal Tax Payment System (EFTPS) program.

All Taxpayers using Federal Tax Payment must be enrolled in the IRS EFTPS program. For additional information on the
IRS EFTPS program, go to www.eftps.gov.

Setting Up an Federal Tax Payment
1. Access the Send Money — ACH page:

2. Click the ACH Send Money Setup — Add Template link.

YWelcome Reports Transfers and Payments Account Services Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Send money

Collect money ACH Send Money Setup - Add Template

ACH transmit Enter template information and click "Continue.” To perfarm ather ACH payment tasks, return to Send Money - ACH.
ACH history

ACH file upload Template Information

ACH file upload transmit
ACH file upload status

Template name:
ACH file upload history

Request type i
Quick Links Company name/ID: 3
Quick balance account
report Template description:
Quick balance report (Information that will be given to the transaction's recipients )
Next scheduled Debit account: b
requests

o v
Detail account type:
(Type of accounts to be listed in the detail area, e.g. Corporate, Personal.)

Maximum transfer amount: 5

(Per detail accourt)

3. Complete the following fields:

Fields Description

Name of the ACH payment template, up to 20 characters. Tip: Name this something
Template name
that makes sense to you. For example: Quarterly, Annual Taxes, etc.

Select the type of request for this template.

Request type

Federal Tax
Company name/ID Select ACH company name and ID from the drop down list.
Template description Further identify the transactions included in the template
Debit account The account the debit is originating from.

. Enter the maximum transfer amount, which is the maximum amount that any detailed
Maximum transfer amount L
transaction in the category can be.



http://www.eftps.gov/

4. Click Continue.

Welcome Reports Transfers and Payments Account Serices Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Send money

Collect money ACH Send Money Setup - Add Template Details
ACH transmit Enter detail account information and click "Save template.” To perform other ACH payment tasks, go to Send Money - ACH
ACH history

The Tax Type Code information is presented as received from applicable Federal or State authorities and does not constitute legal

ACH file upload advice. For more information, please consult your tax advisor.

ACH file upload transmit

ACH file upload status Template Information Edit header information
ACH file upload history
Template name: Accounts Payable

C"f"jk Links Request type: Federal Tax

:JE:‘UE: UL Taxpayer name/D: SMITH WELDING/87000312

Quick balance report Template description Transfer

Next scheduled Debit account *2026 - Operating Account

requests Maximum transfer amount: §1,500.00

Tax Payment Information

ABATRC Account Number AccountType  EIN &
ABA search Checking v
Tax Type Select Tax Type

Add additional detail row

Save template

How Do l.. Terms FAQs v

5. Complete the following fields:

Fields Description

ABA/TRC The receiving institutions routing number.

Account Number The receiving account is established by the IRS for ACH Federal tax payments.
Account Type Checking or Savings

EIN This is the 9-digit tax identification number as assigned by the taxing authority. The

number is to be entered without dashes.

Select Tax Type Click the link. Select the appropriate code.

Note: Click Add Additional Detail Row if you need to add an additional Tax Type Code to the template.

6. Click Save Template to retain the new Federal Tax Template.

Entering a Federal Tax Payment

Sending a Federal tax payment is just like any other ACH payment. From the Send Money — ACH page, select the Federal
Tax payment template and complete the request. Then transmit the payment as usual. It’s that easy!



ACH State Tax Payment

ACH State Payments provides a means for business customers to pay their state tax payments electronically. Processing
will be the same as the Federal Tax Payment, but you will choose State Tax Payment under Request Type.

Scheduled Requests

The Scheduled Requests page is used to view, edit and delete your schedule requests or request schedules, and approve
a scheduled request(s) in advance.

A schedule allows you to automatically generate and place a request in the transmit queue for approval based on a
combination of frequency, duration, and start date. On the Send On date, requests that have all approvals are added to
the transmit queue for approval.

Requests can be scheduled for the following services:
e Express Transfer
e Funds Transfer
e Book Transfer
e Send Money (excluding Federal Tax and State Tax)
e Collect Money
e Template-based Wire Transfer
e One-time Wire Transfer

e Loan Payment

View a Scheduled Request
1. Click the Transfers and Payments tab, Next Scheduled Requests

Welcome || Reports || Transfers and Payments || Account Services || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Quick Links &J Print this page
Express transfer
request Next Scheduled Requests
Book transfer

Loan payment request Current as of: 04/16/2009 11:18:14 AM (ET)

Send money The next scheduled requests are listed below. If you scheduled the request, you can click “Edit request” to change or delete a
Allact manay next request, or click "Edit schedule” to change or delete the schedule and all requests governed by the schedule, or click

Collect money £ o 0 :

- : iew request” to view an ACH request. If you are allowed to approve the request, click the approval status link to approve or

One time wire transfer view the next scheduled request. Approval status is valid only at this time and is subject to change

entry

Requests will become unavailable to edit after 12:00:01 A M. ET on the Send On date; edits cannot be completed or saved

Template based wire !
after that time

transfer
On the Send On date, requests that have all approvals will be transmitted; requests that require additional approvals will be
added to the transmit queue for approval. All approvals are required before a request is transmitted. The next request in the
schedule will be listed below after the current request is transritted

Send On & Request Type From To Amount Frequency Approval Status
477009 Express Transfer 2> MY 0025 payroll  $50000  Monthiy Editequest 1 of 1 received
Zieao Every Other Edit request .
4/24/2009 Express Transfer ~ Operating *2025 - payroll  $1,000.00 Week Edit schedule 0 of 1 received
Account —
472472008 E Transf ;2025 N i Every Other Edit request 3
xpress Transfer perating *2025 - payroll  $1,000.00 Week Edit schedule 1 of 1 received
Account _
4/30/2009 Ex Transf *2012 - Money ol Every Other Edit request
press Transfer Operating $900.00 Week Edit schedule 1 of 1 received

Account



Note: Non-recurring ACH requests and current-day one-time wire requests are not shown on this page. The Edit schedule link is not
available for one-time wire requests. The View request link is only available for ACH requests.

Fields Description

Send On The date that the selected request is scheduled to start.

Request Type Service of the template.

From A description of the account that is debited.

To A description of the account that is credited..

Amount The amount of the request.

Frequency Frequency of the selected request.

Approval Status The number of approvals received out of the number of approvals required.

Edit a Scheduled Request

Note: Must be done by the creator of the schedule.

1. From the Next Scheduled Request page, click the Edit request link associated with the request.
Welcome Reports || Transfers and Payments | Account Services || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Express transfer request

Express Transfer - Edit Request

Express transfer history Edit request information and click "Continue.” To edit the schedule that governs this request, click "Edit schedule.” To
delete this request, click "Delete request.” To review other scheduled requests, go to Next Scheduled Requests

Express transfer transmit

Quick Links Edit schedule * Delete request

Quick balance account
report

Fram account: 2012 - Money Mkt v
Quick balance report
Next scheduled To account “7025 - payroll v
requests

Armount: ¢ 500.00

Description (optional):

o4 |rj17 /(2000 |[TH]
(mmiddlyyyy)

Send on:

How Da | Terms FAQs

2. Edit the request details, as needed.
3. Click Continue.

4. Click Approve.



Delete a Scheduled Request

To delete one transaction of a schedule
Note: Must be done by the creator of the schedule.

1. Onthe Next Scheduled Requests page, click the Edit request link associated with the request.

Welcome Reports Transfers and Payments Account Senvices Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Express transfer request

Express Transfer - Edit Request

Express transfer history Edit request information and click "Continue." To edit the schedule that governs this request, click "Edit schedule.” To
delete this request, click "Delete request.” To review other scheduled requests, go to Next Scheduled Requests.

Express transfer transmit

Quick Links Edit schedule * Delete request

Quick balance account
report

From account *2026 - Operating Account v
Quick balance report
Next scheduled To account: *2025 - payroll v
requests

Amount §|1.000.00

Description (optional):

04 |s[24  sf2000 |TH]
(mmiddfyyyy)

Send on

HowDol.. Terms FAQs

2. Click the Delete request link.

3. Click Delete.

Edit a Request Schedule

Note: The changes are applied to all requests associated with the schedule, including the next schedule request. Editing a schedule
requires re-approval of the schedule requests. Recurring ACH payment or collection request schedule details can only be edited
through the Edit schedule link by the user who set up the recurring request.



1. From the Next Scheduled Requests page, click the Edit schedule link associated with the request.
Welcome Reports Transfers and Payments Account Services Administration
Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Express transfer request

Exprestiricioaan Express Transfer - Edit Schedule

Express transfer history Edit schedule information and click "Continue.” To delete this schedule, click "Delete schedule.” To review other
scheduled requests, return to Next Scheduled R t
Quick Links: Delete schedule
Quick balance account
tepolt From account: "2026 - Operating Account vj
Quick balance report 5 =
Next scheduled To account: =2025 - payroll V!
requests
Armount 1,000.00

Description (optional)

Frequency: Every other week v
Next send on: 04 1124 /12009 ‘3
(menicidiyyyy)
End on: @ Continue indefinitely
© Continue until this date: ! | 7| B
(mmidddyyyy)

© Continue for this many occurrences:
Processing options: @ Use the next processing date if a scheduled request falls on a non-processing date.

© Use the previous processing date if a scheduled request falls on a non-processing date.
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2. Edit the schedule as needed.
3. Click Continue.

4. Click Approve.

Delete a Request Schedule

Use to delete an entire schedule.

1. From the Next Scheduled Requests page, click the Edit schedule link associated with the request.

Welcome || Reports || Transfers and Payments | Account Services || Administration
Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Express mansfer request

Express Transfer - Edit Schedule

Euxpress transfer transmit

Express transfer history Edit schedule information and click "Continue.” To delete this schedule, click "Delete schedule.” To review other scheduled
reguests, return to Mext Scheduled Reguests.
Quick Links Delete schedule
Quick balance account
report
From account: 2012 - Money Mkt V|
Quick balance report )
Next scheduled To account: _"20267 payroll v|
requests
Armount §/500.00

Description {optional)

Fraguency’ Monthly ~
Next send on: [oa 7 :f 2009 |E]
(mmiddhyyyy)
End on © Continue indefinitely
@ Continue until this date: 04 fm /2010 E
(mmdddfyyyy) =

© Continue for this many accurrences
Processing options @ Use the next processing date if a scheduled request falls on a non-processing date.

© Use the previous processing date if a scheduled request falls on a non-processing date




2. Click the Delete schedule link.

YWelcome Reports Transfers and Payments | Account Services Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Express transfer request

Express transfer transmi Express Transfer - Delete Schedule Verification

Express transfer history You have selected the following Express Transfer schedule to be deleted. Once completed, the schedule cannot be

recovered. Deleting the schedule deletes all requests governed by the schedule, including the next scheduled request.

Quick Links: Requests in the transmit queue are unchanged.
Quick balance account Review the selected schedule. To delete this schedule, click "Delete”, or go to Next Scheduled Requests.
report

Quick balance report
Next scheduled

requests From account: *2012 - Money Mkt
Tao account: *2025 - payroll
Amount: $500.00
Frequency: Maonthly
Mext send on: 441772009
End on: Continue until this date: 4/1/2010
Processing options: The next processing date if a scheduled request falls on a non-processing date.

[ Delete ] [ Do not delete

How Do | Terms FAQs

3. Click Delete.

Approving a Scheduled Request

To approve the next request (not the entire schedule)

1. Onthe Next Scheduled Requests page, click the Approval Status link associated with the request.

Welcome || Reports || Transfers and Payments | Account Services || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

Quick Links: = Print this page
Express transfer
request Book Transfer Approve - Detail
Book transfer
T mm— To approve this request, click "Approve. To view the details for a different scheduled request, return to Next Scheduled Requests.
Send money Template Information
Collect money
One time wire transfer Template name: Accounts Payable
entry Credit/destination account: *2025 - payroll
Template based wire Total transfer amount: $3.000.00
transfer

Debit/Source Accounts

Account Amount
72026 - Operating Account $3,000.00

Approval History Information

Approval status: 0 of 1 received
Action User ID Date Time
Enter Request ADMIN 04/16/2009 12:07:53 PM (ET)

2. Review the details of the request as needed and click Approve.



Wire

Entering a One Time Wire Transfer

1. Click One Time Wire Transfer Request in the Wire section of the Transfers and Payments tab.

Report Transfers and Payments

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

One tims wire transfer
entry One Time Wire Transfer - Request

Enter One Time Wire Transfer information as réquired snd chck "Continue. ™

Debit Information

Template name (optional)

Continue

How Dol Tewr

2. Fill the following fields:

Fields

To save ros ransachon as o lemgiale arder o termpiste name )

Domestic wire

o /110 /12010

{memiddieryy )

usD

Description

Template Name

(Optional)

Account

Select the account to be debited from the drop-down list.

Send on date

Select the date for the wire transfer request to take place.

Amount

Dollar amount of the wire.

3. Click Continue.

4. Enter Required Information.

Fields

Description

Bank ID*

Enter the 9-digit bank routing and transit number.

Recipient Account *

Enter the account number to receive the wire transfer.

Bank Name*

Enter the name of the financial organization to receive the wire transfer.

Bank Address 1

Enter the bank’s address.

Bank Address 2

Enter the bank’s address.

Bank Address 3

Enter the bank’s address.

Recipient Name*

Enter the name or department who will receive the wire transfer.




Recipient Add 1% Enter the address for the person or department who will receive the wire
ecipien ress
P transfer.

Recipient Add " Enter the address for the person or department who will receive the wire
ecipien ress

transfer.

Recipient Address 3 . .
receive the wire transfer.

Enter additional address information for the person or department who will

Additional information for recipient Enter additional information for the recipient

5. Click Continue.

6. Verify information is accurate, click Transmit or Submit for approval (if approvals are required).

Deleting a Pending Wire Transfer

Only wires in a pending status can be deleted by completing the following:

1. Access the Wire Transfer Transmit — Selection page:

Welcome Reports || Transfers and Payments || Account Services Administration

Scheduled Reguests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

One time wire transfer

entry Wire Transfer Transmit - Selection
;i?ﬁpf‘:rm R To approve requests, check the appropriate requests and click "Continue.” All approvals must be received for a request

before it will be transmitted
Transmit wire

Wire transfer setup Far information about your limits, view Personal Limits
Wire history
Requests without a checkbox have already been approved by you.
Quick Link Select all * Deselect all (To delete or view details for a request, click on the account.)
LUIC INKS s -
t ipient i t Al
Quick balance account Account :'l;_?;u"l.‘%lﬁ_e ﬁ‘:‘ﬁ:‘:&n— Amount Currency ng;mﬁ ﬁgum_[l E:l:;ulﬁﬂl
report _— - — ——
L 0 of 1 received
Qlicklbslancelisport O A0-CHECKMG egTwing  KENTESTER 10000 USD  04D12009  ADMIN  Readyto
Next scheduled - transmit
requasts
0 of 1 received
[ PHL-CHECKING tesrwire  KENTESTER  $10000 USD  DAINZ2009  ADMIN  Readyto
1 transmit
0 of 1 received
) FLCHECKNE i ¢ Tirn K $10000 USD 04012009  ADMIN  Readyto
= transmit

Total: $300.00

Security code (optional):

HowDol.. Terms FAQs

2. Select the wire transfer you want to delete by clicking the link in the Template column.
3. Click Delete Request.

4. Click OK.

Entering a Template Based Wire Transfer - Single Request

1. Click the Template Based Wire Transfer link in the Wire section of the Transfers and Payments tab.



2. Complete the following fields:

Fields

Description

Template Name

Select the template to be used for the wire transfer. If necessary, click
Details to view the details of the template.

Amount Enter the dollar amount of the wire transfer.

Additional Information for Recipient Enter up to 80 characters of special instructions that will accompany the
(optional) transfer. This text appears on the Wire Transfer History page in BeB.
Frequency Select the frequency of the wire

3. Click Continue.

4. Click Transmit.

Note: Click Submit for approval to submit the transaction into the approve/transmit queue.

Entering Template Based Wire Transfers - Multiple Requests

1. Access the Template based Wire Transfer page

2.

Welcome Reports

Transfers and Payments | Account Services || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

One time wire transfer
entry

Template based wire
transfer

Transmit wire
Wire transfer setup

Wire history

Quick Links:
Quick balance account
report

Quick balance report

Next scheduled
requests

Template Based Wire Transfer - Multiple Request

Enter required wire transfer information and click "Continue." Return to Template Based Wire Transfer - Single Request
to submit individual wire transactions with optional text.

For information about your limits, view Personal Limits.

Template Based Wire Transfer Information
Template Name Amount

Select Template ¥ | Details
Select Template v Details
Select Template ¥ | Details
Selecl Template ¥ | Details
Select Template ¥ | Details
Select Template % | Details
Select Template ¥ | Details
Select Template % | Details
Select Template ¥ | Details

.Select Template ¥ | Details

Submit for processing: |

Security code (optional):

In the Template Name field, select the appropriate templates.



3. Enter dollar amounts in the Amount field.
4. Click Continue.

5. Click Transmit.

Transmitting a Wire

1. Click Transmit Wire in the Wire section of the Transfers and Payments tab.

Welcome || Reports || Transfers and Payments || Account Services || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

One time wire transfer

entry Wire Transfer Transmit - Selection
;:';:;La:e based wire To approve requests, check the appropriate requests and click "Continue.” All approvals must be received for a request

before it will be transmitted.
Transmit wire

Wire transfer setup For information about your limits, view Personal Limits.
Wire history
Requests without a checkbox have already been approved by you.
Quick Link Select all * Deselect all (To delete or view details for a request, click on the account.)
uick Links: = T
. Template Recipient Effective Entered  Approval
2:,;: balance account Account Name Name Amount Currency Date By Status
0 of 1 received
Quick balance report 0 :M TESTWIRE ~ KENTESTER  $10000 USD 040172008 ADMIN  Readyto
Mext scheduled - transmit
requests .
0 of 1 received
O :w TEST WIRE KEN TESTER $100.00 USD 04/01/2009 ADMIN Ready to
- transmit
0 of 1 received
O ;27001 e Tim K Tirn K $100.00 USD 04/01/2009 ADMIN Ready to
= transmit
Tatal: $300.00

Security code (optional): |

HowDol.. Terms FAQs

2. Select the check box next to the wire transfer you want to send. Click Continue.

| Welcome Reports || Transfers and Payments || Account Services || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

One time wire transfer . . iy .
entry Wire Transfer Transmit - Verification

Template based wire

fRnetar The requests below have been selected for approval. To approve and transmit these requests, click "Transmit” To

change the requests you have selected, go to Wire Transfer Transmit - Selection.
Transmit wire

Wire transfer setup For information about your limits, view Personal Limits.
Wire history
Template Recipient Effective Confirmation Approval
) Account Name Name Amount Currency Date Number Status
Quick Links: -
. 6895122001 - Tim K Tim K $100.00 USD 04/01/2009 0 of 1 received
Quick balance account CHECKING 2 Ready to
repart transmit

Quick balance report

Next scheduled

requests Transmit

HowDol. Terms FAQs



3. Click Transmit.

Viewing Wire History
1. Click Wire History in the Wire section of the Transfers and Payments tab.

Welcome Reports Transfers and Payments Account Services Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

One time wire transfer

entry Wire Transfer History Report Criteria
;I'emplale Easetiwits Enter the appropriate report criteria and click "Generate report.”
ransfer
Transmit wire Up to 3 months of data are available; a maximum of three months may be retrieved during a single search. To retrieve a
Wire transfer setup limited amount of data, select specific search criteria.
Wire history
Account: Select all » Deselect all
Quick Links ABA/TRC Account Number  Description &
Next scheduled [0 841841842 =200 1Maney Mkt
requests
[J 841841842 *2000 CHECKING 1
[0 B41841842 2001 CHECKING 2

Date range: () Specific date: [y f|E|9 f|2039 1]

(mmileliyyyy)
® From: [03 Js10 |i[2009 |
(mmiclcliyyyy)
To 04 |rfos |if200e |
(mmddclyyyy)
Status:
TRANSMITTED
PROCESSED
CONFIRMED
REJECTED
Generate report

2. Choose the account(s) for which you want to view history.

3. Click Generate Report.

Welcome || Reports || Transfers and Payments | Account Services || Administration

Scheduled Requests | Express Transfer | Book Transfer | Loans | ACH | File Upload | Wire

One time wire transfer 55 Print this page

entry

il oty Wire Transfer History

Transmit wire To change report criteria, retum to Wire Transfer History Report Criteria.

Wire transfer setup

Wire history Template Recipient o, Effective Entered
Accoum Name Name Amount Lunency p Staws g,
; —<dud - 1hioney :
Quick Links: :jE?D Lo ken kitchen  $1,000.00 USD 040172009 Confirmed ADMIN

Next scheduled
requests
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4. Review the history as necessary.
Note: Columns can be resorted by clicking on column headers to resort the report results.

5. Click on Debit Account to show details, the Wire Transfer History — Detail page appears.

Approval
Status

1 of 1 received



Multiple Approvals for Templates

Multiple approvals for templates provide the option to require multiple approvals for template additions, modifications,
and deletions. Use this feature for the following templates:

e ACH Send Money

e ACH Collect Money

e Book Transfer

e Template Based Wire Transfer

Template additions, modifications, and deletions need to be approved by another Business Online setup role that is
entitled to the template’s funding account. A company should ensure that the number of approvals they require for
each service does not exceed the number of users who are able to approve the request.

Approving Templates

When a template has been added, changed, or deleted the confirmation message will inform the user the item requires

approval.

Welcome leport Transfers and Payments Account Serace Ayt ios

Schadubed Requests | Expraes Tranefer | Book Transfer | Loans | ACH | Fida Uplosd | Wi
Send money 253 Puont ths pags

H trangmi ACH Send Money Setup — Confirmation
AUTRRTRpIRY Sy The following PPD Paymant template has been submined for app I The plate changes will not be applied untll the final approval is
ALH hestory recelved.
ACH file upload

i Print this confirmation Sor your records To pedorm other ACH paymont tasks return to Send Money -/

ACH file upload transmit
ALH file upload status For mformation about yous bmits, wew Pargonal Limils

Template Information

To approval a pending template complete the following:
1. Click Transfers and Payments, the Transfers and Payments page appears:

2. Click the appropriate template approval link (choose the transfer type that needs approval)

Melcorm R
Welcome

Transfers and Payments Accourt Semice Administration

Schedubed Requosts | Express Transfer | Book Transfer | Loans | ACH | Fie Upload

Sond mone

S ACH Template Approval — Selection

ALH trangsmd To spprove templates, check the appropnate templates and chick “Approve” All spprovals must be recered for & template before it will be added, changed or
ACH template approval deleted
ACM hestor

y

ACH Templates Pending Approval

ALCH file o

d transma Templates without a checkbox have already been approved by you

3 etatus Select a® + Deszslect all

A hestary LT verw IAmpiale Srtads o S 8 IASNR feqUest COOE 0 IF(REe e | Show only templates for. Al Seracos v
Iemplate Mame 4  Request Type  Dobit'Credit Account Company Name/lD Approval Status  Template Action Pending
ink
Payro PPD Payment  "2032 - Operating Account COLEMAN ELECTRICA8T000315 1 of 2 recened Change - pending spproval
K balence o | .
bal epor
Appiowa |



The ACH Template Approval-Selection page displays the templates that are pending approval, the number of
outstanding approval, and the action that is pending (new, change, or delete.)

3. Select one (or more templates) to approve.

4. Click Approve



ACCOUNT SERVICES

Stop Payment

The Stop Payment service allows you to request a stop payment on a single check number or on a range of check
numbers for a single account. It also allows you to view 90 days worth of stop payment history.

Entering a Single Check Stop Payment

1. Click the Stop payment request link in the Stop Payment section of the Account Services tab.

Account Services  Administration

Stop Payment Pos Pay | Posttve Pa Full A yret Reconciliation Partial Accourd Reconciliation

Stop payment (equest

Stop Payment Request

Enter stop paymant informatson and click “Continue

Accaunt I
Expuation date (optional) I

(mmiddiryyy ~ must be before 081 072010}

mendddAryyy)

Payes (optional)

Arnount (optionsl)

2. Select the Account on which to place the stop payment from the drop-down list.
3. Enter the expiration date of the stop payment.

4. Select the Stop a Single Check radio button.

5. Type the Check number and date on the check.

6. Payee and Amount information is optional.

7. Click Continue.



mEnts Account Services

Stop Payment | Pos Pay | Positve Pay

Stop payment reguest

Bayment Request

ation | Partial Account Reconciluation

Stop Payment Request - Verification

This stop payment requaest has not yet been submined. To spprove and submi this reguest, chek

“Submit request.”

To edit this request

retum 10 S10p

Acoounl 2310 . OPERATING ACCOUNT
Cherk number 1234
Date on check 02402010
Payee
05282010
Lost

Submit request | [ Do not submit raquest |

8. Click Submit request. The Stop Payment Request-Confirmation page appears.

Entering a Stop Payment on a Range of Checks

1. Click the Stop payment request link in the Stop Payment section of the Account Services tab.

Welcome Reports Transfers and Payments Account Services Administration

Stop Payment | Positive Pay

Stop payment request

Stop Payment Request

Enter stop payment information and click "Continue.”

Stop payment activity

Quick Links:

Account transaction

search Account:

Transaction search
Reason (optional)

O Stop a single check

Check number.
Date on check 7 /
(mmiddiyyyy)

Payee (optional):
Amount (optional):

& Stop a range of checks
First check number:

Last check number:
2. Select the Stop a range of checks radio button.
3. Type the First and Last check numbers.
4. Click Continue.

5. Click Submit request.

Viewing Stop Payment History

To view history of stop payments (at least 90 days is available), complete the following:

1. Click the Stop payment activity link in the Stop Payment section of the Account Services tab.



‘Welcome || Reports || Transfers and Payments || Account Services | Administration
Stop Payment | Positive Pay
Stop payment request s : "
e —— Stop Payment Activity Report Criteria
Enter the desired criteria and click "Generate report.”
Quick Links

Al int transaction
search

Up to 3 months of data are available; a maximum of three months may be retrieved during a single search, To retrieve a limited
amount of data, select specific search criteria.

Transaction search
Account Select all » Desslact all

ABATRC &4  Account Number  Description
241841842 2000 CHECKING 1

841841842 *2000 1Maney Mkt

oono

841841842 2001 CHECKING 2

Date submitted: O Speciic date: oy |;og |//2008 |
(mmiddiyyyy)

©® Fom 03 /fos  [[2000 |
(mmiddiyyyy)

To: 04 |rjoe |sl2009 ]
(mmiddiyyyy)

Generate repart |
2. Choose the accounts for which you want to view stop payment history.
3. Click Generate report.
ACH Positive Pay
The decision window is 6:00am EST — 2:30pm EST.

ACH Positive Pay Exceptions Status page will allow you to see all exceptions for a set date range and the decision that

used.

ACH Positive Pay Originator Company Maintenance page will allow you to change/view current day originator

companies and change/view the rules. (This only applies for same day during the ACH decision window)

ACH Positive Pay Payment Rules Report page will display all current payment rules for a specified account.

Decisioning ACH Positive Pay Exceptions

To decision an ACH debits trying to post to the account
1. Go to Transfers and Payments tab, ACH PP exceptions manager page
2. Choose a decision of “Pay” or “Return” for each debit

Note: If “pay” is chosen you will have an opportunity to set a rule. A rule will allow future transactions (that match the set criteria)
to be paid without intervention.

3. Check mark the debit that you would like to be processed or choose select all

4. Click Continue and Transmit

Positive Pay
The decision window is 9:30am EST — 1:30pm EST.

To Issue Positive Pay checks
Manual Entry

1. Go to Transfers and Payments tab, Positive Pay Issue Entry



2. Enter the required information (if issuing multiple checks, click the sequential entry box and repeat 2 and 3)
3. Click continue
4. Click Add Issue
File Upload
1. Go to Transfers and Payments tab, Positive Pay Issue File Import

2. Choose the correct file definition (these are generally created during Positive Pay training, but new ones can be
created by going to the link at the top of the page File Import Definition)

3. Click Continue
4. Browse for file, Open
5. Import File

6. Confirm that the file import was successful by going to the File Import Status
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