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Logging In
Enter the online banking ID assigned by the bank in the Online Banking ID field.

Initial Sign On (for Company)

Lo w0 Cadare Mansbanry Enroll TestSrowser Home

Welcome to Online Banking

Oaline Banking 10 |

* MOOSOM Baen Bt Eapdorsr Weeson S Or Rghar Saves User Nnanes and passwords, It wil gutomaticaly comglate any oG for your, Ths Jlows pDeople at your computer Lo LS your loges
withonst knoweg your passwords. To ses how 1o tum ths fsatuee off, dick becs

Enter the last four digits of the company’s Tax ID number in the Password field. All users in your
company share this ID and Password. Be sure to safely and appropriately communicate it between your
users.

Ercoll Tast Browssr Hom

Please verily your personal image! x
For secunty purposes, oach bme you logn, venty the image on the left = the mage you seiected as your Personal Identhcabon Image.

If youd havd nOL S8t up your Personal [dertification [nage, a random mage wil aposar. Whan you logn, you wil be grompted bo ssdect an Inage

Online Banking 1D abboer

Online Banking Possword Rusut Sassward
(]

* Microsoft intemet Explorer Verson % or begher saves user names and passwords. It wil automatcaly comrglete any login for you. This alows people at your comouter to use your

Waribian
Serwrna

RgNE without knowing your passwords, To s how 10 tum this featurns off, cdd bare

FIELD DESCRIPTIONS

Online Banking ID: The 12 digit number assigned by the bank during your account setup.
Online Banking Password: The last four digits of the company’s Tax ID Number (default).

Reset Password: To use this feature you must have entered an email address, Personal Question and
Personal Question answer in the Options page. Click on the link if your password becomes locked and
follow the instructions to reset your password.

NOTE: The Reset Password feature is not available to company’s using the single sign on feature.

PROCEDURES

Step 1: Type the appropriate online banking ID in the Online Banking ID field.

Step 2: Click Submit.



Step 3: Type the appropriate Password in the Online Banking Password field.

Step 4: Click Submit.



Viewing the Online Banking Agreement

Upon initial login all users will be required to read and agree to the Online Banking Services Agreement.
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Step 1: Click the Click here link to read the Online Banking Services Agreement.

Step 2: Click the | Agree box.

Step 3: Click Accept.



Changing Your Company Password

The first time you sign on, or when your password has been reset, you will be required to change your

password for security reasons. All users in your company share this initial Online Banking ID and

Password. Be sure to safely and appropriately communicate it between your users.

[ iniormation Messege: — RUTSOTTNSSES R TS

TN
Select 3 naw Password for lubre accass to this sanvca
Change vour Online Banking Password (required):
Erter your curterd Pasgward
Ereat your rwen Passwerd NOTH Paswword musk he § nh wat
asrter your rww Fasswerd
Change vour Online Banking 1D [optional):

Ut cerrert Onkne Iluml:lv? 652700000009

Ertor your new Onkne
Barking 1D

vour ew Oning
Earking 1D

Foasrtar

Cantmue

FIELD DESCRIPTIONS

Current Password: Your default password, if you are a new user or have had your password reset.

Enter your new Password: The 6 - 8 digit Alpha-numeric password of your choice. This can contain

numbers and letters but must include at least one letter. The password cannot start with a number and

cannot contain special characters or spaces.

Re-enter your new password: Re-type the 6 — 8 digit Alpha-numeric password from the previous field.

PROCEDURES

Step 1: Type the appropriate password in the current password field, then click or tab to the next field.

Step 2: Type the new 6 - 8 digit Alpha-numeric password of your choice, then click or tab to the next

field.

Step 3: Re-enter the exact 6 - 8 digit Alpha-numeric password that you entered in the previous field.

Step 4: Click Continue.



Cash User Login Screen

Enter the Cash Management ID and Password assigned by the bank. This ID is unique to each user.

Cash User Login

Cash Management ID

Cash Management Password

FIELD DESCRIPTIONS

Cash Management ID: The unique ID of each Cash Management User. IDs are case sensitive.

Cash Management Password: The password established for your Cash User ID. Passwords are case
sensitive.

PROCEDURES

Step 1: Type the appropriate user name in the Cash Management ID field, then click in or tab to the
Cash Management Password field.

Step 2: Type the appropriate password in the Cash Management Password field.

Step 3: Click Login.



Changing Your Cash Management User Password

The first time you sign on, or when your password has been reset, you will be required to change your
cash management password for security reasons.

This is your first time login. To safeguard access to your Cash
Information Message: Management Account, you are required to select a new Password.
We suggest you select a Password that is easy to remember.

Select a new Password for future access to this service.

Change your Cash Management Password (required):

Enter your current Password:
Enter your new Password: MNOTE: Password must be 6 - 8 Alpha-Numeric characters.

Reenter your new Password:

coe

FIELD DESCRIPTIONS

Enter your current Password: The last four digits of your Tax Identification Number (TIN), if you are a
new user or have had your password reset.

Enter your new Password: The 6 - 8 digit Alpha-numeric password of your choice. This can contain
numbers and letters but must include at least one letter. The password cannot start with a number and
cannot contain special characters or spaces.

Reenter your new password: Re-type the 6 — 8 digit Alpha-numeric password from the previous field.

PROCEDURES

Step 1: Type the appropriate password in the current password field, then click or tab to the next field.

Step 2: Type the new 6 - 8 digit Alpha-numeric password of your choice, then click or tab to the next
field.

Step 3: Re-enter the exact 6 - 8 digit Alpha-numeric password that you entered in the previous field.

Step 4: Click Login.



Personal Icon Screen

Select an image from the library of pictures provided.

Personal Icon:

Current oy 1o Select or Change your Image

Image:
. m

PROCEDURES

Step 1: Click on a picture to select your personal icon (aka watermark).

Step 2: Click Submit.



Security Settings Screen

Review the Security Settings information.

Security Settings

New Security Feature!

In order to make your onlne banking expenence as secure 32 possble, we are ntrodutng b new security feature that detects any uncharactenste ol
unusual behavior involving your account. IF anything out of the ordnary s detected we will venfy your identity.

How Does It Work?
If we detect any unusual or uncharactenstse activity, we will 25k you 1o answer your secunty questions to make sure that €'s really you, This will most]
likely be 3 very rare ocouwrrence,

What Are The Next Steps?
« Answer and venfy three security questions;
« Continue bankng, with an even higher level of secunty!

Choose three questions from the drop-down menus and key in answers to the selected questions.
Answers are not case sensitive.

Verification Quastions (required )i

From now on we will monitor the login activity and transactions performed in your account, and If we suspect a high-nisk transaction is about to he
performed we will agk you a few venfication questions, Please take 3 moment Lo select one question from each of the three drop-down menus,

Challenge Questions (required):

Question One:  Select Question. . . [v ]
Answer:

Question Two:  Select Question. . . [+
Answer:

Question Three: Select Queston. . . b
Selact Questicn. . .

Answer: What is the first name of your eldest naphew/meca?

In which year did you mest your spouse (YYYY)?

What is your favorite fictional character?

Which high schoal &d you attend?

What is the street name where you kved when you were 10 years old?
What was the make of your first car?

What is your nickname?

How old was your father when you were born?

What is the first name of your spouse’s youngest siblng?

What is the name of the hospital your oldest child was bom in?

Review the established questions and answers.



Verification Quastions (required):

Please confirm the answers to your secret questions, You will need to remember these answers in case we need to venfy your identty.

Challenge Questions {confirm):

Question One: Which state dd you first visit (outside the one you were born in)?
Answer: a

Question Two: What i the first name of your grandmother (your mother's mother)?
Answer: a

Question Three: What is the first name of your eldest nephew/niece?

Answer: a
=

Upon completion of the Security Settings screen users will receive a message indicating the security
settings have been saved.

Security Settings

Security Settings have been saved,

Thank you for completing the setup of your verfication mformation. Again, we will only ask you to answer the questions § we detect any unusual or
uncharactenstic activty, Chck 'Continue’ below to continue your session,

Contimue

PROCEDURES

Step 1: Read the Security Settings screen.
Step 2: Click Continue.

Step 3: Choose three questions from the drop-down menus and type the answers to the selected
questions. Answers are not case sensitive.

Step 4: Click Submit.
Step 5: Verify the established questions and answers.
Step 6: Click Edit to make changes or Confirm to save the setting.

Step 7: Click Continue.



Cash Management User Single Sign On

Upon initial login you will be prompted to enter a new, unique Single Sign On ID and Password. This ID
and Password will be used as the sign on information on all subsequent logins. Each time you login you

will enter this information in the Online Banking ID and Online Banking Password fields versus the login
for the company.

Information Message: ¥ our new Cash Management Password has been activated.

To access your accounts, please establish a single sign on user name and password.

Create your Single Sign On User (reguired):

MNOTE: IDs can consist of numbers and
letters only and must include at least one
letter. Cannot start with a number. No
special characters or spaces are allowed.
NOTE: Password must be & - 8 &Alpha-
Numeric characters.

Create your Single Sign On User Name: |

Enter your new Single Sign On Password :

Reenter your new Single Sign On Password :

Login

FIELD DESCRIPTIONS

Create your Single Sign On User Name: The User Name of your choice. User Names can consist of
numbers and letters only and must include at least one letter. User Names cannot start with a number
and cannot contain special characters or spaces.

Enter your new Single Sign On Password: The 6 - 8 digit Alpha-numeric password of your choice. This
can contain numbers and letters but must include at least one letter. The password cannot start with a
number and cannot contain special characters or spaces.

Reenter your new Single Sign On Password: Re-type the 6 — 8 digit Alpha-numeric password from the
previous field.

PROCEDURES

Step 1: Type the user name of your choice in the Create your Single Sign On User Name field, then click
or tab to the next field.

Step 2: Type the new 6 - 8 digit Alpha-numeric password of your choice, then click or tab to the next
field.

Step 3: Re-enter the exact 6 - 8 digit Alpha-numeric password that you entered in the previous field.

Step 4: Click Login.
10



Secure Token Registration
Upon initial login you will be prompted to register your Secure Token (“Token”).

Have you recsved your Securs Token vet? If yes, please dhick Yas and follow the instruchons 10 regster your devce, If no, ok No 1o be promeded agam dunng & future logn
'-I ~o

Step 1: If you have received your token, click Yes.
-OR-

Step 1: If you have not received your token, click No to login. An alert message will display that
contains the registration period end date. Click Continue.

Important: To avoid being locked out, Secure Tokens must be registered within seven days. If not
registered within the seven day period, you will need to contact the bank for instructions.

Erter the requeed information to register your Seoura Tokan. Refar to the dagram an tha left to locate tha device senal rumbar and token code, The code an tha token changes every 35
secends.

F—
‘ Device Sanal Number (back) [
=]
Koy Fob Token Code (frort):
e —

[ohma | coce

Step 2: Device Serial Number (back): Enter the serial number located on the back side of the device,
which is labeled “S/N” and begins with a three-letter code.

11



Step 3: Key Fob Token Code (front): Enter the token code located on the front side of the device. The
token code changes every 35 seconds.

Step 4: Click Submit.

Register your Secure Token:

You have successfully registered your Secure Token. You will be required to enter the token code each time you access the Online Banking system.

Continue

Step 5: Click Continue.

12



Navigation

Online Banking Bill Pay Cash Management Optons

NOTE: All available modules are displayed here. Modules enabled for the user will depend on your user

access.

Options for each module are located within the tab for that module. Click the tab to access the
available options for each business online banking module.

FIELD DESCRIPTIONS

Online Banking: Access accounts and account activities.
Bill Pay: Establish payees, schedule and review bill payments and bill payment history.
Cash Management: Access the ACH, Wire, ARP modules, User administration, and Reporting.

Options: Change PIN/Password information, email address, Account settings, default Display options,
and establish Alerts.

13



Account Listing Page

View: 51 10| 20 ) 50 | 100 | &L 3c0ounts por page
Account (ol far desess] Balanos Sxatus |
Cperatng Aot 1544l [estect aption .]
Eayroll 2ozunt $30,943.11 | Select aobon =
Exppnza Account $76,.207 14 | Selact opbon =l
Cotificate 10 Mo $11,110.72 it oot 2
Catficate 18 Mg $1151601 =
ez [k for dweain] Dalarn: Tatun |
Commancal Lo $460 00055 Past due |Sedect option 'I
Account (dick for detais) Balance: Shetunt (
Safe Dopost Box | Setect opbon =l

S Copadit accounts whh a tot
2 Loan accourse with & total

sunt ah Tusiday Judy 24, 2009 12125:33 PM Eadtes Tine
pown s OF, 2008 S101 7027 PW fgaet S caunie

NOTE: All available fields are displayed here. Fields enabled for the user will depend on your user access.

Accounts are separated into three categories: Deposit, Loan, and Other. You will only see categories
and accounts to which you have been given access.

FIELD DESCRIPTIONS

Balance: This is the account’s available balance. Balances listed in red with parenthesis indicate a
negative balance.

Status: The status of the account — New, Dormant, Past due or Closed.

Customer Summary Information: This summarizes the total dollar amount in your deposit accounts, as
well as any loan accounts.

Reset Counter: Click the Reset Counter link in the Customer Summary Information section to reset the
access counter.

View: Change the number of accounts displayed per page. Select a default display setting under
Options > Display Settings.

14



Account Activity Options

[ Owsstacems

Account (elick for Setalls) Balance! - Status)

Qperating Account ($448 00)

Payroll Account $30,843.11

Eupenze Account $356,267.14

AR SRS Stop Payments
Cauficate 18 Mo $£11,516.01

Transfars
Current Day

Drop-Down Menu Activities

Transactions: View transactions posted to your account, view images, and search for specific
transactions.

Download: Download transaction history in different formats (Quicken, QuickBooks, Microsoft Money,
Spreadsheet, etc).

Stop Payments: Add or view stop payments for your account.
Statements: View your account statements. Statement history is available for up to 6 months.

Transfers: Add, view, edit, or delete account-to-account funds transfers. Transfers that have been set
up by the bank cannot be edited or deleted.

Current Day: Displays current day information for the selected account. This information is updated
throughout the day.

Prior Day: Displays prior day information for the selected account. This information is updated nightly.

15



Transactions

Bill Pay Cash Management

Online Banking

Accounts »TransacHons Transfers Stop Payments

»» Current Transactions Cownload Search

Transactions Sub-Menu Navigation Options

Current Transactions: View recent transactions.

Download: Download transactions into Personal or Commercial Financial Management software, or as

a text file or spreadsheet.

Search: Search for specific transactions that have posted to your account.

7 View Range: Since LassStatemert O 70ays 0O ASDass O 30Days
07/13/200% 713090001 Transf ta Expense Account $30.343.11
Confirmation number 713030001
07/10/200% 710090001 Teansf to Commerical Lasn $£31343.11
Fabruary Paymant
Confemation aumber 710080001
07/21/200%9 610090001 Traraf to Household Accourt 1$1.60) $35043.11
Test Tranzfer
Cordirmation number §10030001
065/30/2005 [tarest Dapose $43.93 $35044.11
0&6/15/2006 610090001 Transt to Housenoid Accouns 1$1.00 $35,000.22
Tast Transfar
Corfrmation number 10030001
Totals (this page): Transsctions: 5 Debits ($3,202.00) Credits: $43.89

Transactions can be sorted by clicking on the column header. Columns available for sorting are Date,
Ref/Check No., Debit, and Credit. Amounts listed in the Debit column in red with parenthesis indicate a
debit transaction. Amounts listed in the Balance column in red with parenthesis indicate a negative

balance.

FIELD DESCRIPTIONS

View Range: Change the number of transactions displayed. Select a default display setting under
Options > Display Settings.

16



Transfers

Online Banking Bill Pay Cash Management

Accounts TransacHons »Transfers Stop Payments

e Pending Histary

Transfers Sub-Menu Navigation Options

New: Schedule new funds transfers.
Pending: View, Edit, and Delete scheduled transfers.

History: View processed transfers.

ST ——
prmm——m——er

' Denotes rogured fiekd

* Transfer funds from: m Available Funds: $30,843.11
* Transfer funds to: [W]
Payment options: None
* Transfer amount: [___ ’ [_
* Frequency: rm
* Transter Date: ﬁ.’el':b';UJLl E:I

Transfer memao: |

PROCEDURES — Add Funds Transfer

Step 1: Transfers funds from: Select the account that will be debited for the funds transfer.
Step 2: Transfer funds to: Select the account that will be credited.

Step 3: Payment options will only display if you are transferring to a loan account. Select the
appropriate loan payment option from the Payment options drop-down menu.

NOTE: Selecting the Make regular payment to loan option will advance your payment due date.

Payment options selected that apply the payment to principal or interest only will not advance your

payment due date.

Step 4: Transfer amount: Enter the dollar amount of the funds transfer.

Step 5: Frequency: Select the payment frequency from the drop-down menu. Options include One-

Time, Weekly, Bi-Weekly, Semi-Monthly, and Monthly. (Depending on the frequency selected,
additional fields will display on the page — e.g. expiration date, day of month, etc.).

17
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Step 6: Transfer Date: Enter the date that the transfer should occur.

Step 7: (OPTIONAL) Transfer memo: Enter any descriptive information for the funds transfer. This
information displays with the transaction and on your statement.

Step 8: Click Submit.

ST sy s
=

Transfers funds from: Payroll Account

Transfer tunds to:  Expense Account

Payment cotions:  No payment type applicable,
Amount to transfer: 500.00

Frequenty One Time
Scheduled Date, n7/13/2009
Memo:

tontiem | Et| concet |

Step 9: Review the Funds Transfer information and click Edit to change the information, or click Confirm
to complete the transfer.

’ oz e v

Current dats. July 13, 2009 Current tima: 10:24:28 AM

Transter frow account: Payrell hooount

Tramsfer to accounti Expense Rooount
Transfer amounti .00
Date: July 13, 2008

Transfer descriptiont Iaterset banking transter

CORFIRMATION NUNDER

Please vetain this nuber for your reference

744 Arsather Tewnstor |

After confirmation, a transfer summary and confirmation number display. Retain this information for
your records. Click Add Another Transfer to enter another transfer of funds, or click Pending in the

navigation menu to review any scheduled transfers.

18



Stop Payments

Online Banking Bill Pay Cash Management

Transfers

Accounts Transachons *Stop Payments

Mew # Current

View Issued Stop Payments for: |Operating Accuunt;l

Issued Stop Payments ?
Account: Check Mumber: Amount: Payee: Issue Date:
Operating Account 100234 £500.00 John Q. Public 07/13/09 Wiew

Stop Payment Sub-Menu Navigation Options

New: Place a new Stop Payment on the selected account.

Current: View Stop Payment placed on the selected account.

——

Hote! * Reowed Feld

Add Stop Payments Tor Account: m
* Check Date: W Eﬂ
* Start Check Number: [—
* Amount: - P |
* Payes: |

Remarks: |

Remark?2: I

Remark3: |

Remorkd: |

Remark5: |

[Sobmi] o]

PROCEDURES — Add a Stop Payment

Step 1: Add Stop Payment for Account: Select the account to which you want to add the Stop
Payment.

Step 2: Check Date: Enter the date the check was issued.
Step 3: Check Number: Enter the number of the check on which you are placing the stop.
Step 4: Amount: Enter the dollar amount of the check.

Step 5: Payee: Enter the name of the person or company to which you issued the check.

19



Step 6: Remark: Enter any remarks about the item or stop payment (e.g. lost check, duplicate).

Step 7: Click Submit to review the Stop Payment information.

Mew Stop Payment Enter Review Finizh

Add Stop Payment for Account: Operating Account
Check Date: 07/13/2009
Start Check Mumber: 100234
Begin Amount: %$500.00
Payee: John Q. Public
Remarks: Lost Check
Rermarks:
Remark3:
Remark4:
Remarks:

Editl Confirm |

Step 8: Review the Stop Payment information. Click Edit to change the information, or Confirm to
complete the setup of the Stop Payment.

New Stop Payment Eriter Reviegw Finish

July 13, 2009 10:34 AM Eastern Time
MName: Family Practice
Online Banking ID: 00000025
Cash Management ID: A
Account Name: Operating Account
Account Murmber: 0000000930200802
Check Date: 03/26/2095
Start Check Mumber: 100234
Beqin Amount: %500.00
Payee: John Q. Public
Rermarks: Lost Check
Remarkz:
Remark3:
Remark4:
Rermarks:

Add Another Stop |

Click Add Another Stop to enter another Stop Payment, or click Current in the navigation menu to
review existing Stop Payments.

NOTE: You must contact your bank to revoke any Stop Payments.

20



Statements

Online Banking Bill Pay Cash Management

Accounts Transactons Transfers Stop Payments *Statements

View Statements for: |Operating Accountj

Yiew Statements ?

Staterment Date: Description: Select Format to View:
0&/20/2009 This is your statement Select option... j
0s/29/2009 This is your statement Select option... j
04/20/2009 This is your statement Select option... j

Statement History is available for up to six months. Statements are available in three formats:

e PDF

e Text

e HTML
PROCEDURES

Step 1: Click the drop-down menu next to a statement to choose the viewing format. The statement
will automatically display in the format chosen.

Select a different account from the View Statements for drop-down menu to view a statement for
another account.

21



Cash Management

Online Banking Cash Management

Wires File status

The Cash Management tab contains all of the Cash Management functionality, including:

e ACH

e Wires

e ARP

e Users

e Reporting

e File Status (for uploaded files)

22



ACH

There are three way to originate ACH transactions through the Business Online Banking System:
manually, by entering batch header and transaction information, uploading transactions from CSV, Tab-
Delimited, or Fixed Position file, and uploading a NACHA formatted file.

Online Banking Eill Pay Cash Management

Users File Status

»ACH Upload ACH File Tax Payment Import Layout History Search

ACH Sub-Menu Navigation Options

ACH: Displays ACH Batch List showing batches already created/uploaded. Batches will remain on the
system to be used as templates.

Upload ACH File: Allows Cash User to upload a NACHA file. We recommend using files with .txt file
extension.

Tax Payment: Send federal taxes via ACH. User must already be registered with the EFTPS to use this
option.

Import Layout: Allows Cash User to establish an import format layout.
NOTE: Only used if the Import Record option will be used to import ACH transactions.

History: Displays ACH batches that have been initiated by the customer and processed by the financial
institution. ACH History will display for 180 days.

Search: Search and display any transactions within all batches that match the search criteria. Cash User
can then edit/delete the transactions if needed.

ACH Batch List
Seatus: Batch Name:! Type:  Company: Oebit: Credt: :
r Ready Borwsss 2 PPD  PUMPERNICKEL CO $700.00 $700.00 Select aption,
r Ready chnstmas Bonss PeD COOK4FUN $4,635.58 $4,635.58
e
r Ready Exemgt Payroll PPD  CODKSFUN $2,536.00 $2,536.00 ﬁ-':-:m:;d
r Ready March CCD  COOK4FUN $£150.00 $150.00 Edr
n Upleaded Membarship Duas PP0D  DOE COMPANY £4,900.00 $0.00 guni& Edt
r Ready PNTHov Payroll PPD DOE COMPANY $0.00 $0.00
r Roady Tuition Prts PPD  PUMPERNICKEL CO $2,500,00 $2,%00,00
Total $15,421.58 £10,521.58
| Initate Selected Select A | Delets Sedected |

* Checkboxes outhned in rad camot ba initiatad

Initiate Selected: To initiate multiple batches at once, select the checkbox for balanced batches and
click Initiate Selected.

Delete Selected: To delete multiple batches at once, select the checkbox next to each batch and click
Delete Selected.
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Select All: To Initiate or Delete all batches on the ACH Batch List page, click Select All and then Initiate
Selected or Delete Selected.

Drop-Down Menu Activities

View: List of transactions within batch.
Download: Export batch to PDF or NACHA file format.
Edit: Change or add transactions to the batch.

Quick Edit: Change transaction dollar amounts, place hold on specific transactions. This option is
commonly used when editing a payroll batch, where only the amount of the transaction changes.

Copy: Creates an exact duplicate of the selected batch.
Import (optional): Upload transactions from CSV, Tab-Delimited, Fixed Position, or NACHA files.

Update (optional): Upload new dollar amount using Employee ID as matching field; will not create new
transactions. This option works in conjunction with the Import option.

Delete: Remove batch from the system. If the batch is in initiated status, it will also delete batch from
financial institution.

Initiate: Send batch information to the financial institution for processing. Initiate only displays as an
option if the batch is in balance. Balanced batches must include an offset to company’s account at the
financial institution.

NOTE: If the Full ACH Control option has not been granted for this user, a second cash user will need to
take the option to initiate the batch in order to submit it to the financial institution for processing.

ACH Statuses

Ready: Batch can be edited. If in balance it may also be initiated.
Uploaded: Batch has been uploaded or transactions imported.
Initiated: Batch has been sent to the financial institution.

Processed: Financial institution has moved batch to ACH warehouse.

24



Manually Create an ACH Batch
Allows Cash User to manually create an ACH batch and add transactions.

FIELD DESCRIPTIONS — New Batch screen

Batch Name: Unique customer defined batch name.

SEC Code: Indicates the type of transactions being originated.
e PPD - Credit or Debit entries to personal accounts.
e CCD - Credit or Debit entries to corporate accounts.

e CTX - Allows corporate or government agencies to pay trading partners. Additional information
such as invoice numbers and other related information are usually included for multiple
payments in a single transaction.

Company: Company originating the ACH batch.
Company ID: 10-character field that identifies the company originating the transaction.
Discretionary Data: (OPTIONAL) Customer defined data.

Entry Description: Description to define the purpose of an entry which will be forwarded to the
company or individual (Payroll, Tuition, Payment, etc.)

FIELD DESCRIPTIONS — Add Record screen

Name: Name of the individual or company (Receiver) who will be affected by the transaction.
Addenda Type: Describes the type of addenda information being entered.

ID Number: Unique customer defined identification number for the Receiver.

Addenda: Customer defined. Leave blank if Addenda Type 00 selected.

Amount: Transaction amount.

Prenote: Identifies transaction as a prenote.

Routing: Receiving financial institution routing and transit number.

Account Type: The type of account being credited or debited (i.e., checking, savings, loan)

Account Number: Receiver’s account number.
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Transaction Type: Type of transaction (debit or credit).
Status: Status of the transaction (active or hold).

PROCEDURES — Create an ACH Batch

Step 1: Create New Batch. From the main ACH Batch List page, select the company for which the batch
is being created.

Create new batch for: | Select Company ﬁ

Select Company

COOK4FUM

PUMPEREMICKEL CO

Step 2: Batch Header. Enter batch header information.

T

Botch Name: SEC Code: P20 - Prearranged Payments and Deposts »)
Company: PUMPERMNICKEL CO Company Id 13806876543
Discretionary Data: ;C‘,-M'F‘:LL Entry Description: PAYROLL

s | cament |

Step 3: Create Transactions. Complete the fields in the Add Record screen.

NOTE: There are three ways to add transactions: individually, by entering multiple records, and by using
Import Records. (To use the Import Records option refer to the Importing an ACH Batch section of the
manual.)

When adding a transaction individually, click Quick Add to add additional transactions.

T TOTTRN ¢
Record Information:

Name Addenda Type [00-0 Addenca Irformaton !

1D Number I Addenda [

Amount* 0 Joo Prencte T

S Anount caraat be 10 Mthe Prenste apmion ir selected, & raparate $0 Socond of thig estry 15 crearad

Receiving Financial Institution Information:

Routing Search for A5A ¥ Account Type Checking %]
Account Number Transaction Type " Debit & Crede
Status & petivn © HoM

Step 3 (alternate): Add Multiple Records is a quick way to create transactions. It allows up to 15
records to be added at a time.
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AT ¢
Record Information:
Name — Addenda Type [00-h0 Addenca Irformaton =l
1D Number [ Addenda r
Amount* ﬁ bo_ Prencts T

S AGust carast ba 10, Hthe Prenece apmon it selected & Faparate $0 Sacord of this ety is creared

Receiving Financial Institution Information:

Routing Jearch for AGA ¥ Accoumt Type Chedking %]
Account Number Transaction Type € Debit @ Credi
Status & petiva © HoM

Data is limited to Credit/Debit Account, ABA, ID Number, Name, Amount, and Checking or Savings
designation.

To add addenda information or use ABA lookup, first add the record here then use the Edit Transaction
feature.

Pl Rercord Enier | Payeall F ™ Prerioke ®

0 #: Enuting #: Account & Chic Sav * Ameunt: o0& CR

1 [ Ii Ii | & e |7|_ ol
2 r r [ r_ Ll [ I =
2 r - Ii r & o [ T C &
4 r r r r— @ I R
s r I I — & c I c &
& I— Ii Ii I & e |7|_ ‘ol
4 r r [ r_ & C [ I ce
8 r r r r s T C®
3 r r r r— @ | =L
10 r I — & c I ce
11 I— Ii Ii — & " |7|_ ol
1z r [ [ r s [ T =L
13 r - Ii r & o [ T C e
14 r r r r— @ | oL
15 — I [ s I c®

Step 4: Submit Batch. After all transactions have been entered, click Submit. The Edit Batch screen will
display, allowing the user to review the transactions. From this screen the user can edit or delete
transactions. Once the transaction information has been verified, click Submit to return to the ACH
Batch List page. The batch will display in the list.

Step 5: Initiate Batch. Select Initiate from the drop-down menu. Initiate is only available if the batch is
in balance. Balanced batches must include an offset to the company’s account at the financial
institution.

Select Activity...
View

Download

Edit

Quick Edit
copy

Delete

Initiate
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Step 6: Select the effective date from the drop-down box (only dates available for selection will display).

Step 7: (OPTIONAL) If this batch will be used as a template for sending batches in the future, the Reset

amounts to $0.00 after processing batch field may be used to reset the transaction amounts to $0.00
after the batch has been processed.

Step 8: Click Initiate.

EEUTTUTIES

Batch Neme:
Company:
Discrationary Data:

Narne:
Jonn Serstn
Jane Dos
Offset

10 Namber
3213210123
2697990709
123456789

Payroil
PUMPERNICKEL CO
PAYROLL
Acsount:
13579
97531
47147

SEC Code:
Company 1d:

Entry Description:

Rowng;
072413450
072413450
072413450

Select Effective Date; [EFNETEI———

Reset amounts to $0.00 after processing batch: [~
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Viaw 10120130 | 100 | A | Sescch

oro
1383870343
DAYRCLL
amsant: CDN: Heid:
$500 00 =]
$20000 R
$70000 o2

Fotal Dobity: $700.00 Total Credits: $700.00



Upload an ACH Batch
Allows Cash User to upload a NACHA file into Business Online Banking. We recommend using files with
.txt file extension.

PROCEDURES - Upload an ACH Batch

Step 1: From the ACH menu, select Upload ACH File.

Step 2: Click Browse to locate the file to be uploaded.
AT ¢

Ermee the name of tha s you wash to wpioad (some browssrs wil peovids 3 Brewse butan to halp you find the 8&), Cick the Upload Dutton, I you & consistantly hanng troukie

Fie Nave _@Lc-wa___]

e |

Step 3: Click Upload. The Uploaded Files screen will appear and display the status of the uploaded file.
Please note that large files may take a few moments to upload. Clicking Refresh List will display the
percentage of the file uploaded. Once complete the Status will display Uploaded.

[ whededrie Y
Fils Nams: Format; Type: Rslated Account: Updoad Dite Stz
MACHA 2ayrall File bt P CHA, BCH i OB/DS/ 2009 Uploasaad

H!hl'llﬂtl

Step 4: From the ACH menu, select ACH to return to the ACH Batch List page. The uploaded batch will
display in the list.

Step 5: Select Initiate from the drop-down menu. Initiate is only available if the batch is in balance.
Balanced batches must include an offset to the company’s account at the financial institution.

Select Activity...
View

Download

Edit

Quick Edit
copy

Delete

Initiate

Step 6: Select the effective date from the drop-down box (only dates available for selection will display).

Step 7: (OPTIONAL) If this batch will be used as a template for sending batches in the future, the Reset
amounts to $0.00 after processing batch field may be used to reset the transaction amounts to $0.00
after the batch has been processed.

Step 8: Click Initiate.
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[ e R Vw0120 153 ) 100 | 81 | Sancch

Batch Namp: Payrofl SEC Code: PO

Company: PUMPERMICKEL CO Company Id: 1383870343

Discretionary Data: PAYROLL Entry Description: DAYRCLL
Jonn Sentn 3213210123 13579 072413450 $500 00 R
Jane Dee 7897990769 9rsn 072413450 0.00 R
Offset 123456739 47147 072413450 70000 oR

Total Dobity: $700.00 Total Credits: $700.00

Select Effective Date:

Reset amounts to $0.00 after processing batch: [
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Import an ACH Batch (Optional)
Allows Cash User to upload transactions from CSV, Tab-Delimited, Fixed Position, or NACHA files. Before
a file can be uploaded the first time, the user must first establish the import format layout.

PROCEDURES — Establish Import Layout

Step 1: From the ACH menu, select Import Layout.
Step 2: Select the file layout from the Select Upload Format to Create/Edit drop-down menu.

In the example below a translation table is established for a CSV file. The user “tells” Business Online
Banking which of the spreadsheet columns contain the Name, ID Number, etc.

Step 3: Complete the fields on the ACH File Format screen according to where the information is
located in the file to be imported.

Select Upload Format to Create/Edit: [CSV File Layout =l

Name: 'I Account Number: | ’l
1D Number: [ 'l Amount: I 'l
Routing Number: 'I *Transaction Code: | '|

NOTE H your fis doss not coman Transaction Coden, provide e folowng

Account Type: I -i Chedking Equals l Savngs Equas ]
Transaction Type: | '] Debn Equals | Credit Equals ]

sovo | Mt | comest |

Step 4: Click Save.

PROCEDURES — Import ACH Transaction File

NOTE: The user must first establish the import format layout steps above before importing a file for the
first time.

Step 1: Create New Batch. From the main ACH Batch List page, select the company for which the batch
is being created.

Create new batch for: | Select Company u
Select Company

COOK4FUM

PUMPERNICKEL CO

Step 2: Batch Header. Enter batch header information.
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AT ¢
Botch Name: SEC Code: [PR0 - Prearranged Payments and Deposits »)

Company: PUMPERNICKEL CO Company Id 1389676543

Discretionary Data: EA\'F‘:LL Entry Description: PAYROLL
| e |

Step 3: Click Submit.

Step 4: Upload Transactions. Click Import Record to locate the file to be imported.

TN
Record Information:
Name [— Addenda Type [00-0 Addenca Informaton -l
1D Number [7 Addenda [
Amount* [_0 FCU_ Prencts T

S ARt cara et ba 10, Hthe Prenece apmon it selected & roparate $0 Sacord of thie estry i creared

Receiving Financial Institution Information:

Routing Search for AGA ¥ Accoumt Type Chedking =]
Account Number Transaction Type € Debit & Crede
Status & petien © oM

Step 5: Select the type of file to be imported from the Import File Type drop-down menu.

Step 6: Click Browse to locate the file to be imported.

[ e

Selact the typo of fila you want to import to dentity the feld and positon placoment of your hie. Once thiz layout 15 estabizhed, ths format wil bo the defaut for imported Bles ot
this type

Entar the nams of the 156 you wish to et (some browssrs will provida 3 Browss button to heip vou find tha 16e), Chck the Import beeton. i you are onsktaatly haveg troutile

MPCrung your ACHIMport ks, you may wank 1o Ury another mportng method by dekng hers
Impeort File Type: Sedect Format ~1
Seloct File: Browan. |

ot |

Step 7: Click Import. The Uploaded Files screen will appear and display the status of the imported file.
Please note that large files may take a few moments to upload. Clicking Refresh List will display the
percentage of the file imported. Once complete the Status will display Uploaded.

AT

Fils Name: Frormat; Tyon: Fslated Aocount: Upload Dater © B
MACHS Payrall File, bt P HE, ACH My OB/ Ds/200% Uplozdad

muﬂ'l

Step 8: From the ACH menu, select ACH to return to the ACH Batch List page. The imported batch will
display in the list.

NOTE: To modify a transaction record after a file is imported, click Edit from the drop-down menu.
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Step 9: Select Initiate from the drop-down menu. Initiate is only available if the batch is in balance.
Balanced batches must include an offset to company’s account at the financial institution.

Select Activiby...
View

Download

Edit

Quick Edit
copy

Delete

Initiate

Step 10: Select the effective date from the drop-down box (only dates available for selection will
display).

Step 11: (OPTIONAL) If this batch will be used as a template for sending batches in the future, the
Reset amounts to $0.00 after processing batch field may be used to reset the transaction amounts to
$0.00 after the batch has been processed.

Step 12: Click Initiate.

Batch Namp: Payroll SEC Code: PO
Company: PUMPERMNICEEL CO Company 1d: 1383870343
Discrationary Data: PAYROLL Entry Description: DAYROCL
Nane: 10 Namber: Acsount: Rowsng; Amoent: GO Hidd:
Jonn Serstn 13579 072413450 $500 00 R
2ane Dos 9751 072413450 $200.00 cR
Offset 7147 Q72413450 $70000 o=
Fotal Dobits: $700.00 Tota! Credits: $700.00

Select Effective Date; |EFENETEI———

Reset amounts to $0.00 after processing batch: [

(] i
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Create a Prenote ACH Batch
Allows Cash User to create an ACH batch for prenote transactions.

FIELD DESCRIPTIONS — New Batch screen

Batch Name: Unique customer defined batch name.

SEC Code: Indicates the type of transactions being originated.
e PPD - Credit or Debit entries to personal accounts.
e CCD - Credit or Debit entries to corporate accounts.

e CTX - Allows corporate or government agencies to pay trading partners. Additional information
such as invoice numbers and other related information are usually included for multiple
payments in a single transaction.

Company: Company originating the ACH batch.
Company ID: 10-character field that identifies the company originating the transaction.
Discretionary Data: (OPTIONAL) Customer defined data.

Entry Description: Description to define the purpose of an entry which will be forwarded to the
individual or company (Payroll, Tuition, Payment, etc.)

FIELD DESCRIPTIONS — Add Record screen

Name: Name of the individual or company (Receiver) who will be affected by the transaction.
Addenda Type: Describes the type of addenda information being entered.

ID Number: Unique customer defined identification number for the Receiver.

Addenda: Customer defined. Leave blank if Addenda Type 00 selected.

Amount: Transaction amount.

Prenote: ldentifies transaction as a prenote.

Routing: Receiver’s financial institution routing and transit number.

Account Type: The type of account being credited or debited (i.e., checking, savings, loan)
Account Number: Receiver’s account number.

Transaction Type: Type of transaction (debit or credit).
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Status: Status of the transaction (active or hold).

PROCEDURES — Create a Prenote ACH Batch

Step 1: Create New Batch. From the main ACH Batch List page, select the company for which the batch
is being created.

Create new batch for: | Select Company
Select Company

COOK4FUM

PUMPEREMICKEL CO

Step 2: Batch Header. Enter batch header information.

T

Botch Name: SEC Code: ID:D - Prearranged Paymeants and Daposits _'_]
Company: PUMPERNICKEL CO Company Id! 1389676543
Discretionary Data: IPA\'F‘:LL Entry Description: PAYROLL

s | cament |

Step 3: Create Transactions. Complete the fields in the Add Record screen. Click the Prenote option to
create a separate SO prenote record.

When adding a transaction individually, click Quick Add to add additional transactions.

[ simed
Record Informsation:

Name Addenda Type [00-r0 Addenca Irformaton ~l

1D Numher I Addenda [

Amount* 0 E Prencts T

* Anoust caraut ba 10 M the Prensce apeion it

10 Socond of thag astry 15 created

Receiving Financial Institution Information:

Routing Search for AGA ¥ Accoumt Type Checking %]
Account Number Transaction Type € Debit @ Crede

Status & petien © Mo

Step 3 (alternate): Add Multiple Records is a quick way to create transactions. It allows up to 15
records to be added at a time.

NOTE: When creating prenote transactions, this option should only be used if all transactions entered
are prenotes. Otherwise, transactions should be entered individually.
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T

Record Information:

Name Addenda Type
1D Numbher Addenda
Amount* 0 Joo Prencte ™

* ARGt Carant b 10 M the Pranece apmon ir selected, & roparate $0 Becord of thy estry 15 created,

Receiving Financial Institution Information:

Routing Jearch for AGA ¥

Account Number

[00-h0 Addenca Irformaton =l

r

Accoumt Type Checking -l

Transaction Type € pebit # Crede

.
Status ("é-:th):r\m\_!
[‘&;&'@m.ﬁ| i s

Data is limited to Credit/Debit Account, ABA, ID Number, Name, Amount, and Checking or Savings

designation.

To add addenda information or use ABA lookup, first add the record here then use the Edit Transaction

feature.

s I I I
2 r r r
3 r r r
4 r— r r
s . I r
5 r L [
4 r r r
o r r r
s r - r
10 . r r
1 — —
1z r r r
13 r r r
14 r r r
15 — [

® dimount ceanot be §00 1F the Prensts cotian i palacted, & capuerats §0 Bscomd of thic sviny in creaied.

i add |

I Frerote *

Acount #: Chic Sav * Ameunt: o0& CR

| & | | r e
r s [ [ re
r & o [ T C &
Ii @ Iil_ [ O
ri [l Iil_ el
li [ Iil_ [l 3
r ¢ c [ T ce
r s T e
Ii [l Iil_ i
ri [l Iil_ Ll
Ii [ Iil_ ©- &
r s [ T ce
r & o [ T C e
Ii [l Iil_ =
ri [l Iil_ el

Step 4: Submit Batch. After all transactions have been entered, click Submit. The Edit Batch screen will
display, allowing the user to review the transactions. From this screen the user can edit or delete
transactions. Once the transaction information has been verified, click Submit to return to the ACH
Batch List page. The system will automatically create a separate batch for transactions that were
flagged as prenotes. Prenote batches will have a “PNT” designation before the batch name and have a

batch Credit and Debit amount of $0.00.

r Ready |PNT-Test PPD  DOE COMPANY
I Ready Test PPD  DOE COMPANY
p: Ready  D0O0OO3 PPO  DOE COMPANY
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Total Batches: 3 View 10 | 20 | 30 | 100

$0.00 $0.00 Select option... ¥}

$300.00 $300.00 Select option... ¥
$4,6834.05 $4,834.05 Select option... »]

Total £5,134.05 $5,134.05 |




Step 5: Initiate Batch. Select Initiate from the drop-down menu next to the Prenote batch.

Step 6:
Step 7: Click Initiate.
AEETTTUTI

Batch Namp:
Company:
Discrationary Data:

Natne: A0 thambeor:
Jonn Seretn 3213210123
Jane Des 7897990769
Offset 123456739

Select Activity...
View

Download

Edit

Quick Edit
Copy

Delete

Initiate

Select the effective date from the drop-down box (only dates available for selection will display).

Vimw 101208 30 | 00 | Al | Sescch

Payrall SEC Code:

PUMPERNICKEL CO Company 1d:

PAYROLL Entry Description:
13579 072413450 $500 00
97531 072413450 $200.00
147147 072413450 $700 .00

fotal Dobity: $700.00

Select Effective Date: |EERETTI—— - |
Reset amounts to $0.00 after processing batch: [
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CRDK: Hed:
]
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Tax Payments
Send federal taxes via ACH. User must already be registered with the EFTPS to use this option.

AT
Pay ta: [:T-S: -
Batch Tak FO

Receiving Institution ks

Company Name Sedact Company

Tax Period l ) menfyy

Tax Code [ =l
Taxpayer 1D [——

Payment Amount ﬁ iT

Pay from Account Fcﬁm

Tax Information 10 1 | Amount| 0 I 0

Tax Information 1D 2 | Amount| ) oo

Tax Information [D 3 ) Amuum[ : ]; L

FIELD DESCRIPTIONS

Batch: Unique customer defined batch name.

Receiving Institution: Receiving Institution ABA number. Click Lookup to select the available option.
Company Name: Company submitting the tax payment.

Tax Period: Tax period ending date.

Tax Code: Type of tax to which this payment applies.

Taxpayer ID: Tax Identification Number (TIN) the user wants to pay.

Payment Amount: Total tax payment amount.

Pay from Account: Account to offset for tax payment.

Tax Information ID 1: (OPTIONAL) For tax type 941 — enter “1” (social security) . Enter the
corresponding amount in the Amount field.

Tax Information ID 2: (OPTIONAL) Fox tax type 941 — enter “2” (medicare). Enter the corresponding
amount in the Amount field.

Tax Information ID 3: (OPTIONAL) Fox tax type 941 — enter “3” (withholding). Enter the corresponding
amount in the Amount field.

NOTE: If amounts are entered in the Tax Information ID Amount fields, they must equal the Payment
Amount field.
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PROCEDURES — Tax Payments

Step 1: From ACH menu, select Tax Payment.
Step 2: Complete the fields on the Add Tax Payment screen.

Step 3: Click Quick Add to return to the ACH Batch List page or click Submit to enter an additional Tax
Payment.

Step 4: Select Initiate from the drop-down menu.

Select Activity...
View

Download

Edit

Quick Edit
Copy

Delete

Initiate

Step 5: Select the effective date from the drop-down box (only dates available for selection will display).

Step 6: (OPTIONAL) If this batch will be used as a template for sending batches in the future, the Reset
amounts to $0.00 after processing batch field may be used to reset the transaction amounts to $0.00
after the batch has been processed.

Step 7: Click Initiate.

Batch Namp: Payroll SEC Code: oF0
Company: PUMPERNICEEL CO Company 1d: 1383870343
Discrationary Data: PAYROLL Entry Description: DAYRCLL
Natne: 1O Mhambor Rowsng; Ampent: DN Hidd:
Jonn Servtn 3213210123 072413450 $500 00 (2}
Jane Dos T897HS0T09 072413450 $200 00 R
Offset 123456749 072413450 $700 00 o2
Total Dobits: $700.00 Total Credits: $700.00

Select Effective Date: [T

Reset amounts to $0.00 after processing batch: [

(] e
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History

Displays ACH batches that have been initiated by the customer and processed by the financial
institution. Clicking View displays the transactions within the batch. ACH History will display for 180
days.

View 7 Days | 15 Darg | J00axs | Search

Sormzas PP FUMPERNICKEL $525 00 $h2.00  Wew

S |

07/10/2008 07/31/2005

Search
Search and display any transactions within all batches that match the search criteria. Cash User can
then edit/delete the transactions if needed.

I | | I I r r
et |
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Wires

Online Banking Cash Management

File Status

»Wires

Wires »Edit/ Add Transrmit Ternplates Histary

Wires Sub-Menu Navigation Options

Wires: Displays non-repetitive (single) wires. Cash users can transmit wires from this page.
Edit/Add: Allows cash user to edit an existing or create a new wire transfer.

Transmit Templates: Allows cash users to transmit a wire that was previously saved as a repetitive wire.

History: Displays wires that have been initiated by the customer and processed by the financial
institution. Wire History will display for 365 days.

Wire Statuses

Ready: The wire can be edited, deleted, or initiated.

Initiated: Cash User has sent the wire to the financial institution.
Processed: Financial institution has taken the option to process wire.
Approval: Wire needs second Cash User to take the option to initiate.

Next Day: Wire has been initiated after the financial institution’s cutoff time.

Add a Wire Transfer

PROCEDURES — Add a Wire Transfer

Step 1: From the Wires menu, select Edit/Add.

Step 2: Choose the account for which you are adding the wire in the Create a new wire from drop-
down menu.
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SSs=TOTTIESS

General Wire Information

Wire Nome:

Credit Account Information
Credit Account Number:

Credit Account Name:

|
|
Credit Account Address: !
]
[

Recelving Bonk Information ('
Receiving Bank ABA Number: Search for ARS Number
! N
|

Recelving Bank Address
3 ABA Number =
\ Bank Name =
\ Short Name =
Wire Information ) City % o
Remarks: : s S0
' ] |
S5 the data entered finds partial match ("Ring™ will find "The Springfiald Bank™)
Repetitive Wire/Code: r Othe data entered must match exactly with entry in database
Amount: .

_subet | | cancel |

Step 3: Fill in the fields for the new wire:

e Wire Name: A descriptive name for the wire.

e Credit Account Number: The account that will receive the wired funds.
¢ Credit Account Name: The name on the account receiving the wired funds.
e Credit Account Address: The address of the Credit Account.

e Receiving Bank Information: Enter the ABA number of the financial institution where the Credit
Account is held. Use the Search for ABA Number feature to search for the credit financial
institution. Selecting an ABA from the Search for ABA Number option will populate all
remaining Receiving Bank Information fields.

e Wire Information/Remarks: Enter any information regarding the Wire Transfer. Comments can
include processing instructions, invoice numbers, or any other text/numeric data.

e Repetitive Wire/Code: If the wire transfer should be saved as a template, click the checkbox for
Repetitive Wire. Repetitive Wires can be initiated multiple times throughout the day, based on
user limits and funds availability. Wires that are not designated as repetitive will automatically
be removed from the system once transmitted and processed.

Step 4: Click Submit.
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Transmit a Wire Transfer

PROCEDURES — Transmit a Wire Transfer

Step 1: To transmit a wire marked as repetitive, select the Transmit Templates option from the Wires
menu.

-OR-
Step 1: To transmit a non-repetitive (single) wire, select the Wires option from the Wires menu.

Step 2: Select the checkbox to the left of the wire and choose Transmit Selected, or choose the
Transmit link to the right.

Wire Nome) Saquenae Eanhisi ampuns Repi  Rooount Humber Reoaiving FTi
I =ent 1 Rty $1.500.00 T 123456 AELC BAME FAnENL
Tramsmit Saberted

Step 3: Enter your Wire Password and click Transmit.

NOTE: If the Transmit link to the right was chosen, enter your Wire Password and click Approve.

ik Tranamit T
wire Mame: SEguEno At Rept Btount Humbier: Rcaiving FIi
Rant L $1,500.00 I 123456 AEC BANK

Wire Nsswur\ll

Tramamit [
Transmitted wires display on the Wires page in an Initiated status.

NOTE: If the Dual Wire Control option has been established for this user, the wire will display on the
Transmit Wires page in an Approval Status. A second cash user will need to take the option to initiate
the wire in order to submit it to the financial institution for processing.
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ARP
Upload issued items file to the financial institution and work exception items.

Cash Management

Online Banking

Wires File Status

s»Download Upload Edit Upload Forrmat

ARP Sub-Menu Navigation Options

Positive Pay Exceptions: Displays positive pay exceptions and allows user to “work” exception items.

NOTE: The Positive Pay Exceptions option will not display if there are not exception items for that day.
Decisions must be made prior to the bank’s scheduled cutoff time.

Download: Displays output files created by the financial institution that can be downloaded by the cash
user.

Upload: Allows cash user to manually enter or upload their issued items file.

Edit Upload Format: Allows cash user to establish an upload file format.

Positive Pay Exceptions
Cash User will decide whether to pay or return check items that do not match items in the issued items
file.

View ltems for: Monay Mk D001 L

View/Work ARP Ttems

Protnctad: Detais:

Detalls
=3

Chedk Number: Amourd

Visw Image $500.00

=¥

Details link allows Cash User to view more information about the item, not an image of the check.

Ttem Dutade 7]
_ Money M
Account Name: o0
Check Number: 0
Amsount: $500.00
Source Of Estry: P.O.D.

Excoption Reason; Svald

Amourt
Updoted By:
When Updated: 0:00:00 am
Updated From
Workstation:
Protocted(Y /M) N
DOA Batch Number: 0107
DDA Seguence Number: 0000000001
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PROCEDURES — Work Positive Pay Exceptions.

Step 1: From the ARP menu, select Positive Pay Exceptions.

Step 2: In the Pay field, place a checkmark for items to be paid. Items to be returned should be left
unchecked.

Step 3: After all items have been “worked”, click Submit.

Download
The Cash User can download output files that are created by the financial institution. These reports are
overwritten each night.

View Download for: |Exn~on=o Account vl
»

FileName Description
O5ITME5388 Daily Outstanding [tems Downlosd
POITMSS388 Daily Paid items Rownfoad

OAILY QUTSTANDING ITEMS

0000000701900014 Q000000401 S 000000000L81300 07282005
0000000701 900024 COCA0005274 COCR00000002000 05112006
QO00000701900014 00000005448 OO0Q00000002500 120352006
GO0D000701900004 CO000005608 000000000002500 01222007
QO00000701900004 00000005385 OO0000000005000 (092007
0000C007021900024 00000005909 000000000005000 04162007
0000090701900014 00030005946 000000000002500 04232007
0000000701900014 00000005959 00000000001 0000 4302007

TOTAL OUTSTANDING 1TEMS 003 (000000210800

PROCEDURES — Download Positive Pay Reports

Step 1: From the ARP menu, select Download.
Step 2: Click Download link to the right of the report to be downloaded.

Step 3: Click ARP data link to Open or Save the report in text format.

Download Positive Pay ?

To download:

1. Right-click the link below.

2. Select Save Target As... from the menu.

3. Use the dialog box to save the file in the folder you
wish,

To wigw;
1. Left-click on the link below.

ARP data
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Upload an Issued Items File
If Cash User is uploading a Fixed Position or CSV file they will need to establish where, within their file,
various fields of information are contained.

PROCEDURES — Establish Import Layout

Step 1: From the ARP menu, select Edit Upload Format.
Step 2: Select the file layout from the Select Upload Format to Edit drop-down menu.

Step 3: Complete the fields on the Edit File Format screen according to where the information is located
in the file to be imported.

NOTE: Item number and item amount are required fields.

Fixed Position:

[ cdvrmerema
Begin | fnd
=g s | —
Account Type: | | crie | sav| Cheistmas Club aLl
Debit / Credia: f—— [— Debt Incicator Crecit Inchostor |
1toms Numbor: r_ [_
ttem Amount: | [
[ssue Date: {— [_ Dane Foemat [ —:]
Void Date: | ] Date Format | =
Payee: — I—
.1‘:“" Address | E— [—
Z:Aﬂﬂ Address {—‘ [7"
;;.1(‘!‘ Address i I—
l;:n" Address i
Void Indicator: I [— o3 Ervm'.dl:'[
Stop Indicater: | I— Wi Indicator ,—

vave | Muvet | Comcal |
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CSvV:

ST

Accownt m

Number: Select Option.,. =

Account Type [)».-h.--..'. Qpbon 3 Chk I :e"l Chaistmas Chub aL
Debit / Credit: [Select Opbon... 2] pebr Indicator Cradit tndicasor |

1tem Number: fﬁ
Item Amount: |5 >
1ssee Date: [u—:'] Cate Formak m
Vold Date: I-m Date Formak 'ﬁ
Payoe: r'_-——j

Payes Address
1:

. Select Option
;:wn Address fm

g:qyn Address m

::nw.-e Address rm

Void Indicator: [Seloct Opban... % ves Indicator

Stop Indicator: ves Indcator ]

| ]

Salect Option

Step 4: Click Save.

PROCEDURES - Uploading an ARP file

Cash User will browse for the issued items file to be uploaded into Business Online Banking. Cash User
can upload either a Fixed Position or CSV file. Cash User can also manually enter in items.

Step 1: From the ARP menu, select Upload.
Step 2: Select type of file to be uploaded from the Uploaded File Type drop-down menu.

Step 3: Click Browse to locate the file to be uploaded.

Upharl Bastitv Py Hies ?
Saluct the type of file you want Lo Lelosd to Idurdfy ths Nk and posmon placsment for your fiks, Ones this [ayout is sstatiished, this farmat will be ths dutault layout far uplosdad fiss of
s type

Enrter the name of the fie you wish to upload (some browsers wil provnide s Brows= button to help you fing the file). Chck the Upload button. If you are consistently having troubles uploacing
your AP Upload fle, you may want to try ancther uploacing method by chekng hare

Upload file for |Expenss Aczount =

{CSV Fre

Upload File Type:
Sedect File: o \Documants and Semtng  Browse

=1

Step 4: Click Upload. The Uploaded Files screen will appear and display the status of the uploaded file.
Please note that large files may take a few moments to upload. Clicking Refresh List will display the
percentage of the file uploaded. Once complete the Status will display View Details.

Step 5: Click View Details link to review items.
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Uploaded Files

Test ARP File.xls Expense Account 07/10/2009 Wiew Details

Manual Exps Chk 0004 07/09/2009 Uploaded

Refresh List |

Step 6: Verify the item information is correct. Click Approval.

NOTE: A file must be approved prior to uploading another issued items file.

Upload Results ?
Successful 00000001234 07/10/09 American Express $£1,025.36
Successful 00000001235 07/10/09 Consumers Energy $£236.58
Successful 00000001236 07/10/09 AT&T £125.95
Successful 00000001237 07/10/09 Joe's Plumbing $542.39

Total: 4 checks $1,930.28

Approval | Cancell

Manually Enter Issued Items
Enter issued items information directly into Business Online Banking without uploading a file.

PROCEDURES — Manually Enter Issued Items

Step 1: From the ARP menu, select Upload.
Step 2: Select Manual Entry from the Uploaded File Type drop-down menu.

Step 3: Enter in the check number, issued date, check amount, and payee for each item.

EEEUTTUITEES

Emrnmtonm

noTe: v wrber up b 8 pagas bufore ucloadeg, belds 11 antras

1 [ [ [oeer S|
2| [ ==l A [oebe =
3| [ [ [oer =
3| | B | | [oeor =i|
s [ [ [oeor S
6| | = { [oebr =)}
7 | [ i | [ [oeee S
o [ = [ [oesr =l
9 | [ =H | [oeor =i
10| [ J [oer S
11] [ J [Gebr =1
_uplond | Muset | Coment | 123356282

D
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Step 4: Click Upload. The Uploaded Files screen will appear and display the status of the uploaded file

Please note that large files may take a few moments to upload. Clicking Refresh List will display the
percentage of the file uploaded. Once complete the Status will display View Details.

Step 5: Click View Details link to review items.

’
File Narne: Forrmat: Type: Related Account: Upload Date: © Status:
Test ARP File.xls Comma ARP Expense Account 07/10/2009 Yiew Details
Manual Text ARP Exps Chk 0004 07/09/2009 Uploaded
Refresh List |
Step 6: Verify the item information is correct. Click Approval.
NOTE: A file must be approved prior to uploading another issued items file.
g
Status: Check Mumber: Date Issued: Payee: Amount:
Successful 00000001234 07/10/09 Armerican Express $£1,025.26
Successful 00000001235 07/10/09 Consumers Energy £236.58
Successful oooooooiz3s a7/10/09 AT&T $125.95
Successful 00000001227 07/10/09 Joe's Plumbing £542.,29
Total: 4 Checks 21,930.28
Approwval | Cancel |
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Users
Allows Cash Users with Administrative authority to create new cash users and edit the profiles of
existing cash users.

IMPORTANT NOTE: For security purposes, when a new cash user is added, the user’s status will be
automatically set to Held. In addition, certain changes to cash user entitlements (see table below) will
automatically change a cash user’s status to Held. A user with Administrative authority will need to
contact the bank to authorize the removal of the Held status..

e |Initiate ACH enabled e Full ACH Control disabled
e Edit ACH enabled e Dual Wire Control disabled
¢ Edit Wire enabled e ACH Limit increased

e Transmit wire enabled e Daily Wire Limit increased
e Change Wire PIN enabled e Per Wire Limit Increased

Cash Management

Online Banking

ACH Wires ARP »Usars Reporting File status

#CM User List Mew CM User

Users Sub-Menu Navigation Options

CM User List: Displays list of current cash users.
New CM User: Allows cash user with administrative authority to add a new cash user.

PROCEDURES — Set up a new Cash User

NOTE: Please contact the bank to request a Secure Token for all new users. To avoid being locked out,
new cash users must register their token within seven days.

Step 1: From the Users menu, select New CM User.

Step 2: Complete the User Settings.
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ST

* Derates reansd fesd

* User Name!

* User b

* Administration:

* Password:

' Wire Password:
Allow User Downdood:
Hold User:

E-mall Address:

Daily ACH Limit: p 0
Transter Lmit 5 ‘,-1,
Dual Wire Controt: K

T Disploy/Oownlood ACH
Full ACH Contral
™ Initiote ACH

(] (e

| &4

Per Wiee Limit:
Daity Wire Limit:

Dual Wire Contral Limit:

Ednt ACH
Upload ACH
Delete ACH

3] oo

F? 0

Import Record
I Update Record
7 Restricted Batch Access

User Name: Name of Cash User.
User ID: Sign on for Cash User.

Administration:
No: Cannot create/edit Cash Users. Cannot change settings.
Yes: Full administrative rights. Can create/edit Cash Users and change settings (alias,
password, email, and account settings).
Partial: Can change Business Online Banking settings (alias, password, email, and
account settings) but cannot create/edit Cash Users.
View: View-only authority. Cannot change any settings or Cash Users.

Password: Establish a password for the Cash User. System will prompt the user to change the
password at initial login and when password is reset.

Wire Password: 4-digit number needed to transmit a wire transfer to a bank.
Allow User Download: Download and print prior day activity.

Hold User: If selected, user will not be able to login. If user exceeds maximum login attempts,
this box becomes checked. Uncheck the box and click Submit to unlock the user.

Email Address: User’s email address. May only be modified by user with full administrator
authority.

Daily ACH Limit: Maximum amount user can initiate per day.
Transfer Limit: Maximum amount Cash User can transfer between accounts per transfer.
Per Wire Limit: Maximum amount user can transmit per wire.

Daily Wire Limit: Maximum amount user can transmit per day.
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Dual Wire Control: User requires a second Cash User to approve transmitted wires.
Dual Wire Control Limit: Wires over this amount require a second level of approval.
Display/Download ACH: View batch details and download batch to .PDF or NACHA format.

Full ACH Control: Dual control setting for ACH. Allows Cash User to take multiple actions within
a batch without requiring action from a second Cash User.

Restricted Batch Access: Cash User can view and work with restricted batches.
Work with ACH: Create/edit ACH batches and transactions.

Upload ACH: Upload NACHA files into ACH.

Initiate ACH: Send batch to the financial institution for processing.

Delete ACH: Remove ACH batch from system.

Import Record: Upload transaction file into system (CSV, Fixed Position, tab delimited, and
NACHA).

Update Record: Upload transaction file into ACH. This feature works in conjunction with the
Import Record option and will change dollar amount only for matching transactions. This option
will not create new transactions.

Step 3: Click Submit.
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Step 4: Complete the Default Settings.

AT
User: admin
W Transaction Inguiry 15 Define Non-Rep Wires © uplead Positive Pay
W Statement Inguiry - Edit Non Rep Wires T Work Positive Pay [tems
W Currest Doy Bolance 1= Define Rep Wires ¥ Downlood ARP File
¥ Prior Day Baloance 2 Edit Rep Wires ¥  Uplead ARP
¥ Stop Inquiry 1= Transmit Wires ¥ Work ARP Items
¥ Stop Additiens r NetTeler gill Pay ¥ Tremsfers
r View Rates ™ Order Checks
= ES
™ work ACH Exceptions
[ sectscmn Y
I~ Select all
W~ Certificate 12 Mo ¥  Safe Deposit Box ¥ cb12od
¥ Certificate 18 Mo ¥ Operating Account ¥ Commerical Loan
W Expense Account ¥ Payroll Account ¥ Small Business Loan

[sbeie | concet |

Transaction Inquiry: View list of transactions

Statement Inquiry: View available Business Online Banking statements.
Current Day Balance: View current balance and activity totals.

Prior Day Balance: View balance and activity totals as of previous business day.
Stop Inquiry: View information on existing stop payments.

Stop Additions: Enter new stop payments.

Define Non-Rep Wires: Create new single wire transfers.

Edit Non-Rep Wires: Modify/delete single wire transfers.

Define Rep Wires: Create wire templates.

Edit Rep Wires: Modify/delete wire templates.

Transmit Wires: Initiate wire to the financial institution for processing.

NetTeller Bill Pay: Access to the Bill Pay feature cannot currently be restricted at the Cash User
level. If Bill Pay is enabled for the company all users will have access to the feature.

View Rates: Currently not available through Business Online Banking. Contact the financial
institution for current loan and deposit rates.

ES: Currently not available through Business Online Banking.
Upload Positive Pay: Use the Upload ARP option to perform this action.
Work Positive Pay Items: Use the Work ARP Items option to perform this action.

Download ARP File: Download output file created by the financial institution.
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Upload ARP: Send issued items file to the financial institution

Work ARP Items: Make decisions to pay/return exception items.

Transfers: Move money between accounts.

Order Checks: Currently not available through Business Online Banking.

Work ACH Exceptions: Not currently available.

Select Accounts: Choose accounts that Cash User will have access to.

Step 5: Click Submit.

Step 6: Complete Account Settings.

ST
User: admin
View Access for Account: |Expanse Accourt =
Per Wire Limit 10000 _ 0 Daily Wire Limit
Dual Wire Control r Dwal Wire Comtrol Limit

r Transaction Inguiry 14 Define Non-Rep Wires
r Statement Inquiry v Edit Non-Rep Wires
- Curvent Day Balance 22 Detioe Rep Wires
Prior Day Balance Vv Edit Rep Wires
r Step Inquiry B2 Transmit Wires
Step Additions
Order Checks r View Trassters

Lot | _comeet |

View Access for Account: Select the account to work with.

Edit Wire Controls: Modify Default Wires Settings for account.

Edit Access Rights: Modify Default Access Rights for account.

Step 7: Click Submit.

Step 8: Contact the bank to authorize access to the system for the user.
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Reporting

Online Banking Cash Management

ACH Wires ARP Users *»Reporting File Status

Prior Day # Current Day

Reporting Sub-Menu Navigation Options

Prior Day: Displays balance information, float information, and activity totals for previous business day.

Current Day: Displays balance information and activity totals for current business day.

Prior Day
v
Viaw Prior Day Infarmanan for: |:|auall Account -l

Prior Account Information

Payroll Account

Closn of Puzinesas,.... Magazt 10, 2008 Peios Day Activity
Debits Credita
Current Balance. .. 37,105,035 ACH Itews
Fvailahle Balance. 27,105.35 0.00 0.00
Incleazing
0.00 0.00
One-day Float, .veees 0.00 Over-the-countes
Two-~day Fleat........ 0.00 0.00 0.00
ree-day Float....v 0,00
Oves J-day Float...., 0.00 Vicea
0.00 Q.00
Tranafeza
0.00 0.00
Total
0.00 0.00

PROCEDURES

Step 1: From the Reporting menu, select Prior Day.
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Current Day
SECTCTIITIERS,

Curreat Account Information

Payreall Account

Az Of Date....iian July 10, 2009
Curreat Balamce...... .50
Fvailahle Dalance 7.04

PROCEDURES

Curzent Day Activacy
Debies Credits
ACH Items
70,00 0.00

e leszing
0.00 0.0

Ovet-the-counter

g.00 T80
Vit
0.00 0,00
Trazatncs
o.00 3.3
Total
.00 17.86

Step 1: From the Reporting menu, select Current Day.
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File Status

The File Status tab displays all files that have been uploaded into the system and the status of the file.
This option shows both ACH and ARP files. The files drop off this list after seven days.

"

| Test ARP File cxv Comma ERP xpeﬂ:»é Sezount 07/10/2008 Monw Dotads
| Payrol Fistat NACHA AH WA 07/10/2009 Uokaded

PROCEDURES

Step 1: Select File Status from the menu.
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Options
Manage email addresses and passwords, account settings, display settings, and alerts.

Online Banking Cash Management Optons

** Personal Account Display Alerts

Reporting Sub-Menu Navigation Options

Personal: Allows cash user to edit alias, passwords, company email address, and Personal Question and
Answer (use for Password Reset).

NOTE: Fields displayed under Personal Options will vary depending on each customer’s unique setup.

Account: Allows cash user to edit account pseudo names and change the order in which accounts
display on account listing page.

Display: Allows cash user to edit their default view settings.

Alerts: Displays existing alerts and allow cash user to set up or edit existing Event Alerts, Balance Alerts,
Item Alerts, and Personal Alerts.

Personal
Edit alias, passwords, company email address, and Personal Question and Answer (used for Password
Self Reset).
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ST

Current Emall Address:

johnzmthiprompany name, com

Change Emall Address: |
Reenter New Emall Address: |
Password Reset Question: [pet's name
Password Reset Answer: [fita
Personal Watermark: i
t 1OTE: Cick on Walermark to changs

wadity Lugin inhamaten

Online Banking ID

Oaline Banking Password

Cash Managemest Password:

Cash Management Wice Password:

smih

Enret New l
Ented Now Again ]

Enter Carmamt I
Luter New I
Enter New Agale |

Enter Cmrem I
Enter New l
Enter New Againm l

Entas Cmram I
Enter New I
Eotet New Again I

PROCEDURES - Edit Personal Options

THOTE: D fust nichuse of lesst one lefer . Cannnt stael wilh o (usnber

NOTE: Pasaword must te Aphas Mg § - § charscters

HOTE: Pazaword vt te Alphe Numers: § - 8 chaneters

Step 1: From Options menu, select Personal.

Step 2: Change desired information.

Step 3: Click Submit.
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Account
Edit account pseudo names and change the order in which accounts display on account listing page.

IDestit 'I Select accounts to modify settings.

Deposit Accounts ?

Account Pseudo Names New Account Pseudo Names

Operating Account

Payroll Account

Certificate 12 Mo

|
|
Expense Account I
|
|

Certificate 18 Mo

Submit | Resetl

PROCEDURES — Add/Edit Pseudo Names

Step 1: From Options menu, select Account.

Step 2: In the New Account Pseudo Names field, input the name of the account as you’d like it to appear
in the Account Listing page.

Step 3: Click Submit.

PROCEDURES — Change Account Order

Step 1: From Options menu, select Account.
Step 2: Click on the account name and drag it where you would like it displayed in the list.

Step 3: Click Submit.
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Display
Edit default view settings.

Catatdlah Display Dofacits T

Accounts cs @10 C20 S0 Cwo Can

Transactions: " Since Last Statemert  Last 7 Days ¢ Last 1% Days @ Last 30 Days € Search Histary
ACH Batches: Cilo C20 @=a C 100

ACH Transections: C1p T20 €50 100

wires - Transmit: C10 C20 50 100

Wires - Edit/Add c10 C20 s 100

Transter Mistory: Crast7oays CLast15Days @ Last 300ays  © Search History

ACH History: Crast7oays ClLasti15Davs @ Last30Days © Search Hetory

Wire History: Clast70ays Clast1SDays  #Last 30 Days  © Search History

Download Lines: Conene C Twolines © Three Lnes @ Al Lines

Transter Conflemation:  © vas @& 3o

o

PROCEDURES - Establish Display Defaults

Step 1: From Options menu, select Display.
Step 2: Change desired information.
NOTE: Fields displayed under Display Options will vary depending on each customer’s unique setup.

Step 3: Click Submit.
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Alerts
Set up Event Alerts, Balance Alerts, Item Alerts, and Personal Alerts.

m 2] Esfit: Event &larts
There are currently ne Event Alerts setup.

m ] fdd Balanes Alarts
_There are currently na Ralance Alerts set up.

m L] g It Slsrt
There are mlﬂl!ﬂl Item Alerts set up,

m 7] ad Persanal dlart
_These are currently na Personal Alers set up,

PROCEDURES — Establish Alerts

Step 1: From Options menu, select Alerts.
Step 2: Choose from one of the following options:
e Edit Event Alerts
e Add Balance Alerts
e Add Item Alert
e Add Personal Alert
Step 3: Select the Alert Type. Available options are Email, Login or user may select both.
Step 4: Fill in additional information as required for the type of alert.

Step 5: Click Submit.
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Remote Deposit Single Sign-On
Establish single sign-on access for common users within the Remote Deposit and Business Online
Banking systems.

PROCEDURES — Establish Remote Deposit Single Sign-On

Step 1: Sign into Business Online Banking. (Note: These steps must be performed by a user with
administrative authority to the Business Online Banking system.)

Step 2: Click the Cash Management tab, then click the Users link to display the Cash User Listing.

Step 3: Click the Select option drop-down menu next to the user you wish to setup with single sign on
access to the remote deposit system.

Step 4: Click User Settings. (Make note of the User ID listed on the Cash User Listing as this will need to
be input in the remote deposit system to complete the single sign on setup.)

Online Banking Cash Management Options

Wires slzers File Status

#*Ch User List Mew CM User

tash User Listing ?
User Marne: User ID: Status:
Mickey Mouse admin T ey IW
Johin Smith john W= Im
Tim Abbott derbarmviste Active

as
Account Settings
Delete

Step 5: Place a checkmark in the Enabled Select Payments Access for this User option and then click

Submit.

ST

* Danotes sogur el fed

* User Name: [John Smith
* Administration: |No =
* Password: | Note: Leave biark o ksep curvert Fasswerd
* Wire Passviord: Tote: Laave blank %0 keep current Password
Alow User Download: r
Hold User: r
E-mail Address: hnhn smth@companyname.com
1 Enable Select Payments Access for this User
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Step 6: Sign into the Remote Deposit system. (Note: The following steps must be performed by the
system’s admin user.)

Step 7: Click Admin.

Transactions | Admin | Reports | QuickBooks

Welcome

Yoo are currently logged into the Revende Manager anline systerm.

News

Current Transaction Summary
Thiz iz a summary repart of all transactions currently in the system as of 41262009,

Step 8: Click List Users.

Home | Transactions | Admin | Reports | QuickBooks

Role Admin
Li

Step 9: Click Edit next to the employee’s name who you wish to setup with access to remote deposit via
the Business Online Banking system.

Home | Admin

Logout

¢, July 14,2009

Username View User EditUser Full Hame Enabled Auwuth Caller Locked

User Admin

acdmin ey Edlit Admin Enakled Disahled Unlocked
Anne iewy Edlit Anne Jones Dizabled Dizakled Unlocked
Dana iew = [Diana Ferguson Enakled Dizahled Unlocked
J=mith Wiewy Eclit John Stmith Disabled Dizahled Unlocked

Role Admin
Lizt

Step 10: In the Cash Mgmt ID field enter the user’s User ID from the Business Online Banking system
(shown in Step 4 above).
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l Search:ILastl'Compam,r Hame ;I I

| Admin | [

Home | Transactions Reports QuickBooks

ot Update User Settings

Full Hame: |John Smith

User Hame: [s5mith

User Location: [

LU [eash gt io: [izhn
Li

Emall Address: |john.smith@companyname.com |

Auto Disable: | |

Dual Auth Amount: |D.DD |

Dual Auth Status: Iﬁppmued -I

I¥ Enabled
IV suthorized Caller

Step 11: Click Update.

The user will now be able to access the remote deposit system via the Business Online Banking system
using only their Online Banking ID and Password. To access the Remote Deposit system through
Business Online Banking, select Remote Deposit from the Online Banking tab.

Online Banking

s Accounts Remote Deposit
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