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Logging In

Enter the current Online Banking ID in the ID field and the last four digits of the business TIN in the Password field.

PROCEDURES

Type the appropriate Online Banking ID, then click in or tab to the Password field.
Type the appropriate Password in the Password field.

Click Submit.

NORTHSTAR BANK - 833 5 VAN DYKE RD BAD AXE, MI 48413

Test Browser Home

Welcome to Northstar Bank's Online Banking

Click the links below for helpful information.

Supported Browsers | Tips for Preventing Fraud

Online Banking ID:

Online Banking Password:

Reset Password

FIELD DESCRIPTIONS

Online Banking ID: The individual’s User ID

Password: The initial password for first login is the last four digits of the business TIN

CHANGE PASSWORD

The first time you sign in, or when your password has expired, you will be required to change your password for
security reasons.

PROCEDURES

Type in the current password, then click or tab to the next field.

Type the new password of your choice, then click or tab to the next field.
Re-enter the password that you entered in the previous field.

Click Submit.



hange your Onbes lanking Passwond frequired:

Enter yous current Passevond * Puasseecrd Hules

Unter your rere Pasmerord =

Reenter yrour o Pasymord *

Would yoms e 1o changie your Onbies Banking ID?

Curene jodhurren Change Online llanking 1D Fukes

FIELD DESCRIPTIONS

Current Password: This is the last four digits of the business TIN.

Enter your new Password: You must establish a new password that meets the password rules, must contain at least 1
letter, must contain at least 1 number, must contain at least 1 special character (+_%@!$*~), must be between

8 - 15 characters, must not match or contain your ID and must not match one of the previous 3 passwords. These
rules are also listed on the right hand side of the password change screen.

Re-enter your new password: Enter the new password a second time for accuracy.

ONLINE BANKING AGREEMENT

You will be required to accept the Online Banking Agreement
Check | Agree.

Click Accept.

REGISTER YOUR TOKEN

Indicate whether you have received your physical token.

Register your Secure Credential:

Have you received or installed your Secure Credential yet? If yes, please click Yes and follow the instructions to register your device. If no, click Ne to be prompted again during a future
login.

Enter the token serial number and six-digit token code, and then click Submit.



Register your Secure Credential:

Enter the required information to register your Secure Credential

If you have a plastic key fob, the serial number is on the white sticker on the back after the letters 5/N. If you are using a virtual token, this ID begins with 3 letters

Please enter the serial ID exactly a5 it appears on the device or virtual device.

Device Serial Number (back):

Key Fob Token Code (front)

Submit Cancel

WATERMARK SELECTION

Browse using Prev. and Next buttons, click on the desired image and select Submit.

Image appears at all future logins and all pages within Online Banking.

Secure Monitoring Image Selection

For security purposes, each rime you log in, verify that the image on the left is
the one you selected as your Personal ldentification Image.

If you have not set up your Personal Identification Image, a random photo appears. When you log in, you will be prompted to select an image.

Personal lcon

Current Image

HE

Click to Select or Change your Image

Cancel Submit

COLLECTION PROCESS

Users are collected for three security questions when the risk score is high, some examples include login attempts
made internationally or from a differing IP address, and:

e User is new to Online Banking within the last 30 days, or
e User’s security questions were recently cleared by the financial institution, or
[ ]

180 days has passed since the last collection

ESTABLISHING SECURITY QUESTIONS

Click Continue.



Security Features

New Security Feature!

In order to make your online banking experience as secure as possible, we
are introducing a new security feature that detects any uncharacteristic or
unusual behavior involving your account. If anything out of the ordinary is
detected we will verify your identity.

How Does it Work?

If we detect any unusual or uncharacteristic activity, we will ask you to
answer your security questions to make sure that it's really you. This will
most likely be a very rare occurrence.

What Are The Next Steps?
s Answer and verify three security quastions;

* Continue banking, with an even higher level of security!

Continue

Select a question from each drop-down menu and input answer. Select Submit. Note: Answers are not case

sensitive.

Required

From now on we will monitor your use pattern and if we suspect it is not you
logging in we will ask you to answer a few verification questions. Please take a
maoment to select one question from each of the three drop-down menus. Answers
are not case sensitive.

Question One: Salect Question. . . v
lect Question
Answer: What is your grandmother's middle name (your mother's mother)?

What is the first name of your eldest child?
Which high school did your spouse attand?
Question Two: When is your youngest child's birthday (MM/DD)?
What is the first name of your eldest nephevi/niece?
What is the last name of your first boyfriend or girlfriend?
With which company did you hold your first job?
How old was your fathar when you were born?
What is the name of the hospital your oldest child was bomn in?
| What is the first name of your closest childhood friand?

Answer

Question Three:

Answer:

Submit

Review selected questions and answers. Select Confirm.

Required

From now on we will monitor your use paitern and jf we suspect it is not you
logging in we will ask you to answer a few verification questions. Please take a
moment to select one question from each of the three drop-down menus. Answers
are not case sensitive.

Question One: What is the first name of your eldest child? Y
Answer:  Sarah
Question Two: In which city was your grandfather born (father's fathar)? v
Answer:  Springfield
Question Three: Which high school did you attend? Y
Answer:  Rocksmith|

Submit




If needed, Edit answers before selecting Confirm. Once Confirm is selected, questions and answers

cannot be modified without contacting the bank.

Select Continue.

Security Settings have been saved.

Thank you for completing the setup of your verification information.
Aga ve will only ask you Lo answer the questions if we detect any
unusual or uncharacteristic activity. Click ‘Continue’ below to continue

your session.

ENTER/UPDATE EMAIL ADDRESS

Enter or Verify the eMail address on file, and then click Submit.

Enter/Update Email Address:

Email address on file: | janedoe@company.com

Submit (2

Note: This is the company email address listed at the Company ID level. Only cash users with Full Admin rights will see
this step.

SUCCESSFUL LOGIN

After a successful login the user is presented with the landing page. The landing page is the initial screen that
displays once you have successfully logged into online banking. There are two possible landing pages based on
your financial institution’s settings: My Online Banking or the Accounts Listing page. The My Online Banking
page will default but you can change this to the Accounts Listing page by unchecking the box, “Set As Start Page.”
You will need to log out and back in for this to take effect.

Company Administrator Activities

CREATING NEW CASH USERS

Navigate to Cash Management > Users, and then select New CM User.

Complete user information, limits and ACH permissions.
1. User Name: Name of cash user.
2. eMail Address: User’s eMail address. May only be modified by a full administrator.

3. Administration User Access Options
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No: Cannot create or edit cash users. Cannot change Cash Management settings.

Yes: Full administrative rights. Can create/edit cash users, change Company eMail
address, account pseudo names, and enroll in eDocuments.

Partial: Change Company eMail address, change account pseudo names. Cannot
create/edit cash users or enroll in eDocuments.

View: View-only authority. Cannot change any Cash Management settings or users.
O Wire Password: Four-digit number needed to transmit a wire transfer to bank.
O View Position/Activity Report: Allow user to view and print prior day activity.
0 Hold User: If selected, user will not be able to log into Cash Management.

0 Access Times: Time of day when cash user can log into Cash Management. Access
times control login only, this will not end an established session.

T e B N T A Y et B ¥ T B o ¥ P € M TP PN

Daily ACH Limit | $50,000.00 Per Wire Limit | $1,000
Transfer Limit  $999,999,999.99 Daily Wire Limit | $10,000
@ D ay/D H v ACH v Tra
# Full ACH G Quick Edit ACH T
v ACH E R r ACH L ACH
C ACH ¥ O ACH Y R = A

Daily ACH Limit: Maximum amount user can initiate per day.

Transfer Limit: Maximum amount 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.

Dual Wire Control: User requires a second cash user to approve transmitted wires.
Dual Wire Control Limit: Wires over this amount require approval.

Display/Download ACH: View batch details and download batch to .PDF or NACHA
format.

Full ACH Control: If selected, allows cash user to take multiple actions within a batch
without requiring action from a second cash user. If deselected, dual control is required.

Initiate ACH: Send batch to financial institution for processing.

Work with ACH: Create/edit ACH batches and transactions.
9



Edit Recurring ACH: Able to set up a batch to initiate based on a selected frequency and
modify that frequency.

Upload ACH: Upload NACHA files into Cash Management.
Delete ACH: Remove ACH batch from Cash Management.
Quick Edit ACH Only: Access to change amount and addenda information for batch transactions.

Update Transaction: Upload transaction file into Cash Management to change dollar amount
only for matching transactions. Update will not create new transactions.

Restricted Batch Access: Allows cash user to flag a batch as restricted and view/work with
restricted batches. Any additional cash user with restricted batch access would have access
to all restricted batches.

The new cash user is placed in a Pending Approval status.

Once the financial institution approves the new user, the user is sent the single sign-on (SSO) setup
eMail. The user follows the prompts within the email to establish their logon credentials.

Complete additional settings and account selection.

Transaction Inquiry: View list of transactions.

Statement Inquiry: View available 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 wire templates.

Edit Rep Wires: Create Wire Templates.

Edit Rep Wires: Modify/delete wire templates
10



Define Recurring Wires: When transmitting a wire, allows you to set wire to transmit
automatically on a selected frequency.

Edit Recurring Wires: Modify wire information and transmit frequency settings on recurring wires.
Transmit Wires: Initiate wire to financial institution for processing.

Bill Pay: Access bill pay module.

eDocuments: Enroll/un-enroll accounts in eDocuments.

Upload Positive Pay: Upload issued items file. (Optional Service)

Work Positive Pay exceptions: Make decision to pay/return exception items. (Optional Service)
Transfers: Move money between accounts.
Work ACH Exceptions: Make decisions to pay/return ACH exception items. (Optional Service)

Transaction Reports — Activity, Summary, Saved: Select which transactional reports the user
can access.

Select Accounts: Choose accounts that cash user will have access to.

Complete cash user permissions and limits at the account level.

Cash User Settings

User: jdoe

View Access For Account: | CK 073

Per Wire Limit | $100,000 00 Daily Wire Limic ~ $100.000 00
Dual Wire Control [« Dual Wire Control Limit ~ $0 .00
¥ Transaction Inquiry ¥ Define Non-Rep Wires W Upload ARP File
¢ Statement Inquiry ¥ Edit Non @ Work ARP lrems
#| Current Day Balance d @ Download ARP File
¥ Prior Day Balance @ Edit Rep Wires @ Transfer To
@ Stop Inquiry @ Define Recurrir @ Transfer From
rd #¥ Edit Recurring Wires View Electronic Documents
Bill Pay # Transmit Wires W View Transfers
¥l Work ACH Exceptions Order Checks

Cancel

11



View Access for Account: Select the account to work with.
Edit Wire Controls: Modify default wires settings for the account.

Edit Access Rights: Modify default access rights for the account.

Resetting Cash User Password

e Navigate to Cash Management > Users.
e Select User Settings from the Select drop-down menu.
e  Enter the new password, and then select Submit.

Modifying Cash User Permissions

Navigate to Cash Management > Users
From the Select drop-down menu, choose the option that correlates with the change needed.
1. User Settings: Controls password, limits, and ACH permissions.
2. Default Settings: Controls account activity permissions and account access.
3. Account Settings: If enabled, controls account activity permissions and limits
at the account level.
Modify the needed field, and then click Submit.
Depending on the change made, the cash user may show in a Pending Approval status.
Contact the bank to approve the user.

Deleting a Cash User

e Navigate to Cash Management > Users.
e Select Delete from the Select drop-down menu.
e C(Click Delete.

ACH

The ACH module allows you to pay or collect money from individuals or companies. You may need
ACH capabilities to send a payroll file or collect monthly dues from your customers. ACH abilities
depend on your agreement with the bank.

ACH batches serve as a template, allowing you to use the batch on multiple occasions. Once the batch
has been created, you initiate the batch to send the information to the bank.

Creating a Batch

There are a few ways a batch can be created. If you have software able to create NACHA formatted files,
you can simply upload the batch. If not, you may use the manual feature and enter the information. You
can also import a file, which uses a combination of upload and manual.

12



NACHA File Upload

Various accounting software programs are able to create a NACHA formatted file. If you possess this software, you

can upload those files to Cash Management. Before uploading to Cash Management, the file must be saved to your
computer.

e Select Upload.

A 24 = = X N
Online Banking iPay Cash Manager eStatements Options My Finance
Users Reporting File Status
Tax Payment Impart Layout History Search

e Help 800.000.000¢

0+ 12345 Main St « Monett, MO 65708

Batches initiated after 4:00 pm will be processed the next business day.

ACH Batch List

Total Batches 7 View 10 | 20 | 50 | 100

Create a new batch for: | Select Company x.
Status Batch Name # Type Company Process Date Debit Credit  Recurring Scheduled Date
Ready  Bonus 2016 PPD  TRAINO 50,00 $4,500.00 None Select option... ¥
PRI P s e PP et ol e P e AV NI S
e Click Browse to locate the file.
Using files with .txt file extension is recommended.
e C(Click Upload.
Upload ACH File
Enter the name of the file you wish to upload (some browsers will provide a
Browse button to help you find the file). Click the Uplead button. If you are
consistently having trouble uploading your ACH file, you may want to try another
uploading method by clicking here .
| Choose File | CR Payroll.ach Upload
NOTE: Maximum upload file size is 5 MB.
e Once uploaded, the batch appears on the batch listing page.
e A generic batch name generates based on a sequence number.
e  Modify the batch name by selecting Edit from the drop-down menu.
ACH Batch List Total Batches 8 View 10 | 20 | 50 | 100
Create a new batch for: ~ Select Company v
Staws ~ BawhNemev  Type  Company Process Date Debit Credit  Recurring  Scheduled Date
Uploaded PPD Chihuahua Rescue $1,650.00 $1,650.00 None Select option.. v
Ready  Payroll_2016 PPD  TRAINO 03/01/2016 $450000  None select option... ¥
Ready May Payroll PPD Chihuahua Rescue 09/16/2014 $1,650.00 $1,650.00 None Select option... A
e Bonroln i DOL15430 200000, QOAAR " o

13



Manual Creation

Batch information can be entered directly into Cash Management. You will first create a batch header
and then add any needed transactions.

e  From the main ACH page, select the company for which the batch is being created from the “Create a New
Batch for” drop-down menu.

e  Enter batch header information.

New Batch

Batch Name * HrlyPyrl2016 SEC Code ~ PPD - Prearranged Payments and Deposi
Company  Trainer Co. Companyld * 7151515151
Discretionary Data PAYROLL Entry Description * PAYROLL

Restrict Batch

Cancel Submit

Batch Name: Distinguishes batch for benefit of customer.

SEC Code: Type of ACH batch (PPD = Person, CCD = Company)

Company: Company for which batch is being created for. Pre-fills based on previous step.
Company ID: Identification number for ACH company. Usually Tax ID number of company.
Discretionary Data: Purpose of ACH batch for benefit of customer and financial institution.
Entry Description: Purpose of ACH batch that displays to recipient.

Restrict Batch: Prevents cash users without Restricted Batch Access from viewing/working
with batch.

e Complete transaction information.

Add Transaction

Transaction Information:

Name * John Doe Addenda Type ~ 00-No Addenda Information
D Number  D1234 Addenda
Amount * 1500 0o
Prenote

Creates a separate $0 record of this entry.

Receiving Financial Institution Information:

Routing * 011400178 Search for ABA # Account Type  Checking
Account Number * 12345678 Transaction Type Debit @ Credit
Starws @ Aaive © Hold
Quick Ade Add Multiple Import Transaction Cancel Submit

14



Name: Recipient of transaction.
ID Number: Identification of recipient (employee number, etc.).
Amount: Dollar amount of transaction.

Prenote: Click this box to have system generate a separate prenote batch. Prenote batch
contains all transactions in the batch marked as prenote.

Addenda Type: If adding addenda to transaction, select correct type.

Addenda: Enter addenda information if needed.

Routing: Enter receiving financial institution’s routing number. Search option is available.
Account Number: Enter recipient’s account number.

Account Type: Select type of receiving account.

Transaction Type: Select whether transaction is a credit or debit.

Status: Select Active to include transaction in batch or Hold to omit it from processing.

Quick Add: Saves transaction information and screen refreshes to allow for entry of another
transaction.

Add Multiple: Directs to screen allowing user to enter up to 15 transactions at one time. See
Add Multiple Transactions

Import Transactions: Directs to new screen allowing user to upload a transaction file. See
Importing Transactions

Add Multiple Transactions is a quick way to create transactions. It allows up to 15 records to
be added at a time.

Enter name, ID number, ABA, account number, checking or savings designation, amount, and debit or
credit designation. If needed, addenda information.

Multi-Transactien Entry / HrlyPyrl2016

Name

1 A Smith

Addenda

2 B Jones

Addenda

Addenda

Addenda

Prenote Creates a separate $0 record for each entry
D # Routing # Account # Chk Sav Amount DR CR
S9876 082901855 654321 C 1200 . 00 O
J5678 082901855 9876543 . 1700 . 00 ®
. ®
. ®
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Import Option

The import feature gives you more flexibility with upload. Import uses a combination of upload and manual entry.
The batch header information is manually entered and then transactions are imported from a file. CSV, fixed

position, and tab-delimited file types can be imported into Online Banking. The file only contains transactions — no
header or trailer information.

Establishing Import Layout

Unlike NACHA formatted files, which have a standard format, information within CSV, fixed
position, and tab-delimited files can vary. Before importing transactions, define where
information is located within your file.

e Select Import Layout.

e Select the type of file being imported (CSV, fixed position, tab-delimited).
e Define where information is located within the file.

If the Transaction Code is not known, use Account Type and Transaction Type. Enter how the Account Type
and Transaction Type are defined in the file.
CSV/Delimited (example)

CSV File Layout

Select Upload Format to Create/Edin CSV File Layout
Name: 1 Account Number: | 4
ID Number: 2 Amount: 5
Routing Mumber: 3 * Transaction Code:

“Note: If your file does not contain Transaction Codes, the following fields are required:

Account Type: 6 Checking Equals C Savings Equals:  §

Transaction Type: 7 Debit Equals: DR CreditEquals:  CR

Reset Cancel

16



Fixed Position (example)

Fixed Position File Layout

Select Upload Formart to Create/Edit Fixed Position File Layout
Begin End Begin End
MName: 1 30 Account Number: 37 47
1D Mumber: 3 a6 Amount: 5T 67
Routing Number: 48 56 * Transaction Code:

*Mote: Ifyour file does not contain Transaction Codes, the following fields are required:

Eegin End
Account Type: 68 (43 Checking Equals C Savings Equals: | §
Transaction Type: B9 70 Debit Equals DR Credit Equals: CR

Cancel

Importing Transactions to a New Batch
From the main ACH page, select the company for which the batch is being created from the

Create a New Batch for drop-down menu.
Enter batch header information.
Select Import Record.

CSV File Layout

Select Upload Format to Create/Edit CSV File Layout
Name: 1 Account Number: | 4
ID Number: 2 Amount: 5
Routing Number: 3 * Transaction Code:

*Mote: If your file does not contain Transaction Codes, the following fields are required:

Account Type: 6 Checking Equals: | Savings Equals:
Transaction Type: | 7 Debit Equals: DR Credit Equals:
Save

S

CR

Reset

Cance!

Select the file type and browse for the file.
Click Import.

17




Import File - HrlyPyrl2016

Select the type of file you want to import to identify the field and position
placement of your file. Once this layout is established, this format will be
the default for imported files of this ype.

Enter the name of the file you wish to import (some browsers will provide a
Browse button to help you find the file). Click the Import button. If you are
consistently having trouble importing your ACH import file, you may want
to try another importing method by clicking here.

Import File Type:

CSV File hd
Choose File | Sample ACH Import without Offset.csv T

e Oncein an Uploaded status, the batch appears on the batch listing page.

Importing Transactions to an Existing Batch
e Select Import from the Select Option drop-down menu.

ACH Batch List 7 Total Barches3  View 10 | 20 | 50 | 100
Create a new batch for: | Select Company v
Status atch Name 2 Type  Company Process Date Debit Credit  Recurring Scheduled Date
Ready Payroll_2016 PPD  TRAINO 03/01/2016 $0.00 $4,500.00 None Select option... v
Select option...
Ready January Payroll PPD Chihuahua Rescue 09/16/2014 $1,650.00 $1,650.00 None View
Download
Edit
Ready HrlyPyrl2016 PPD  Trainer Co. $0.00 $5,400.00 Naone Quick Edit
Copy
Import
Total $1,650.00 $11,550.00
Delete

Select All Delete Selected Initiate Selected

e Select the file type and browse for thefile.
e  (Click Import.

Import File - HrlyPyrl2016

Select the type of file you want to import to identify the field and position
placement of your file. Once this layout is established, this format will be
the default for imported files of this type.

Enter the name of the file you wish to import (some browsers will provide a
Browse button to help you find the file). Click the Import button. If you are
consistently having trouble importing your ACH import file, you may want
to try another importing methed by clicking here,

Import File Type:

CSV File *

oose File | Sample ACH Import without Offset csv T,

18




e Once in an Uploaded status, the transactions appear in the batch.

Initiating a Batch

One-Time Batch
A single one-time batch can be initiated using the drop-down menu.

® Select Initiate from the drop-down menu on the batch listing page.
e Select the effective date (only available dates display).

e (Click Initiate.

Initiate Batch Total Transactions4  View 10 | 20 | 50 | 100 | All | Search
Batch NMame: HrlyPyrl2016 SEC Code: PPD
Company: Trainer Co. Company Id: 7151515151
Discretionary Data: PAYROLL Entry Description: PAYROLL

Restrict Batch

Name 1D Number # Account Routing Amount CR/IDR Held
C Adams 7890 45678 082901855 $1,000.00 CR
John Doe Di1234 12345678 011400178 CR
E Jones 15678 9876543 082901855 $1,700.00 CR
A Smith 59876 654321 082901855 $1,200.00 CR

Total Debits: $0.00

Select Effective Date: Thursday, May 26, 2016 v
Select Offset Account: CK 1102

Reset amounts to $0.00 after processing batch:

Cancel Initiate

Total Credits: £3,400.00

Multiple one-time batches can be initiated at the same time.
e  From the batch list page, select multiple batches, and then click Initiate Selected.

ACH Batch List Total Batches 3
Creatz a new batch for:  Select Company -

Status Batch MName ¢ Type  Company Process Date Debit Credit
td Ready HriyPyri2016 PPD Trainer Co. 50.00 $5,400.00
Ready January Payroll FFD Chihuahua Rescue 09/16/2014 $1,650.00 $1,650.00
td Ready Payroll_2016 PPD  TRAIM O 03/071/2016 30.00 $4,500.00
Total $1,650.00 511,550.00

Select Al Delete Selected

View 10 | 20 | 50 | 100

Select option... ¥
Select option... ¥
Select option...  ~

nitiate Selected

e If desired, the same effective date can be applied to all batches.

e  Click Initiate.

19



Quick Initiate

Apply Effective Date to all Batch records?

Batch Type  CompanyName — Reset Recordst Debit Credit Effective Date Offset Account
HriyPyri2016 FFD Trainer Co. 30.00 $5,400.00 Thursday, May 26, 2016 M CK 1102 v
Payroll_201& PFD TRAIN O $0.00 $4,500.00 Monday, June &, 2016 . HEMKANKKHKNKAGET [ 7
* Reset amounts to $0.00 after processing batch Total $0.00 £9,900.00
Initiate Cancel
Recurring Batch
An ACH batch can be set to initiate and process based on a selected frequency. Frequency options include
weekly, bi-weekly, monthly, semi-monthly, quarterly, annually, and semi- annually.
e From the batch list page, select Initiate from the drop-down menu for the desired batch.
e Select frequency, start date, expiration date, and offset account (if necessary).
e  Click Initiate.
Initiate Batch Total Transactions 4 View 10 | 20 | 50 | 100 | All | Search
Batch Name: Payroll_2016 SEC Code: PPD
Company: TRAIN O Company Id: 123456780
Discretionary Data: PAYROLL Entry Description: PAYROLL
Restrict Batch
Mame ID Number Account Routing Amount CR/DR Held
S Cane co878 123456 082901855 $1,750.00 CR
John Doe 01234 12345678 082901835 $1,500.00 CR
Jane Doe Dog76 54321 082901855 $1,500.00 CR
Mary Smith 53456 4567890 082901855 $1,500.00 CR
Total Debits: $0.00 Total Credits: $6,250.00
Select Effective Date:
Frequency:  Monthly v
Month Day: 15~ Initiate on last processing day of the month.
StartDate: © 06/15/2016  [23]
Expiration Date: © 02152017 [23] This payment has no expiration date.
Select Offset Account: XXXXXXKXRNAXA567 D | ¥
Reset amounts to $0.00 after processing batch:
Cancel Initiate
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Batch Approval

The ACH entitlement Full ACH Control determines whether dual control is required when creating and
initiating a batch. If you have the Full ACH Control option, you are able to initiate a batch that you created. If
you do not have Full ACH Control, a second user must initiate batches you uploaded/entered.

To send a batch for approval, simply select, “This batch is ready for approval.” This field is found on both
the Edit and Quick Edit screens.

Edit Batch Total Transactions4  View 10 | 20 | 50 | 100 | All | Search
Batch Name *  HrlyPyri2016 SEC Code  PPD
Company  Trainer Co. Company ld * 7151515151
Discretionary Data  PAYROLL Entry Description *  PAYROLL

Restrict Batch

Name 1D Number ¢ Account Routing Amount CR/DR Held

C Adams C7890 45678 082901855 $1,000.00 CR Edit Delete
John Doe D1234 12345678 011400178 $1,500.00 CR Edit Delete
B Jones J5678 9876543 082901855 $1,700.00 CR Edit Delete
A Smith 59876 634321 082901835 $1,200.00 CR Edit Delete

Total Debits $0.00  Total Credits $5,400.00

This batch is ready for approval ¥

Cancel Save Add Transaction
Quick Edit Total Transactions 4 View 10 | 20 | 50 | Search
Batch Name HrlyPyr2016 SEC Code PPD
Company Trainer Ca. Company Id 7151515151
Discretionary Data  PAYROLL Entry Description PAYROLL
Restrict Batch
Name 1D Number Amount Account Routing DRCR Held Prenate
C Adams 7890 1000 | 00 45678 082901835 ®
Addenda:
John Doe D1234 1500 | 00 12345678 011400178 ®
Addenda:
B Jones 15678 1700 | 00 9876543 082901855 ®
Addenda:
A Smith 59876 1200 | 00 654321 082901835 O
Addends:
Total Debits $0.00 Total Credits $5,400.00
| This batch is ready for approval (@)
Save Return

Batches awaiting approval appear in the batch list with a yellow highlight and an Approval Pending status.

A user with initiate capabilities can log in to Cash Management and initiate the batch.
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Thu 2/18/2016 :26 AM
First Bank Email Alert Notification
To Jennifer Kesler
Doe LLC
123 Washington Ave
Madizon 3D 57636-0123

The following ACH batch is pending approval:
Batch: JK3

For details, please log into your account.

Click here to access First Bank account

NOTE: Some web browsers do not open a new window

the above lin licked.
ou find that a new window did not open, please

check the other open browsers on your COmputer.

Prenote Transactions

A prenote transaction allows you to send a test transaction to verify that the recipient’s account
information is correct before sending the actual credit or debit transaction. With NACHA, prenote
transactions have specific transaction code requirements. Therefore, a normal zero dollar amount

transaction cannot be sent.
In Cash Management, a prenote is created by adding the transaction to the batch that includes the
transaction. That transaction is then flagged for prenote and in turn, Cash Management creates a
separate batch containing the actual prenote transaction.
To create a prenote transaction:

e Select Edit from the drop-down menu for the batch that contains the transaction.

e Select Add Transaction.
e Complete the transaction information.

Recommended: Enter $0.01. Cash Management does not allow zero dollar transactions.
= Adollar amount must always be entered.

1. Select Prenote and then select Hold for the Status field. When Hold is selected, this transaction is
not included in the batch if it is initiated.

Add Transaction

Transaction Information:

Name * S Cane Addends Type  00-No Addenda Information
D Number =~ C9878 Addenda
Amount © 0 01
Prenote ¥

Creates & separate $0 recard of this entry.

Receiving Financial Institution Information:

Routing * 082901855 Search for ABA # Account Type  Checking
Account Number * 123456 Transaction Type Debit @ Credit
Status Active '® Hold
Quick Add Add Multiple Import Transaction Cancel Submit
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e Click Submit.
The transaction is added to the batch but not included in the totals.

On the batch list, a new batch that begins with PNT appears. This label indicates it is the prenote batch that was
created by Cash Management. Initiate this batch to send the actual prenote transaction.

ACH Batch List Total Batches4  View 10 | 20 | 50 | 100
Create a new batch for:  Select Company N

Status Batch Name # Type Company Process Date Debit Credit

Ready PNT-Payroll_2016 PFD TRAIN O £0.00 £0.00 Select option... v

Ready Payroll_2016 PPD  TRAINO 03/01/2016 £0.00 Select option... ¥

Ready January Payroll PPD Chihuahua Rescue 09/16/2014 $1,650.00 $1,650.00 Select option... v

Ready HrlyPyrl2016 PPD  Trainer Co. $5,400.00 Select option... v
Total $1,650.00 $11,550.00

Delete Selected Initiate Selected

Select All

When you are ready to send the actual transaction, release the hold status and edit the dollar amount.
e Select Quick Edit for the batch containing the original transaction from the drop-down menu.
e Change the dollar amount and deselect the Held field.

Quick Edit Total Transactions 4 View 10 | 20 | 50 | Search
Batch Name Payroll_2016 SEC Code PPD
Company TRAIN O Company |d 123456729
Discretionary Data PAYROLL Entry Description PAYROLL

Restrict Batch

Name 1D Number # Amount Account Routing DR CR Held  |Prenote
S Cane o878 0. M 123456 082901855 O} v
Addenda:
John Doe 01234 1500 | 00 12345678 082901835 O
Addenda
Jane Doe D9876 1500 | 00 54321 082901855 O
Addenda:
Mary Smith 53436 1500 | 00 4567830 082901855 C
Addenda

Total Debits $0.00 Total Credits $4,500.00

Save Retwrn

e Modify the dollar amount of the offset transaction if a balanced batch isrequired.
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Downloading a Batch

The download option in the drop-down menu allows you to copy batch information into a PDF file or NACHA
formatted file.

Download the batch into a PDF to maintain a printed or electronic record of initiated batches.

Download Batch - Payroll_2016
Select a download format List(PDF)
Select a field to sort by Customer Name
Select sorting order @ Accending Descending
Submit Return
ACH Transaction List
Company Name: Tyson Computers Batch: 0000012
Company Entry Description: PAYROLL Effective Date: 01/01/0001
Standard Entry Class Code: PPD
Customar Account Amount C/D TC H Individual ID
0000005 |A. Thomas 3838 082901855 1000.00| C | 22 [T8769
0000003[B. Jones 34567 082901855 1000.00f c [22 | |J6543
0000008 |B. McAd. 28465 082901855 1000.00| C | 22 M7309
0000004 |C. Adams 76876 082901855 1000.00f ¢ |22 | [nB642
0000007|G. Davis 23456 082901855 1000.00f ¢ [22 | |p8642
0000001|J. Doe 98765 082901855 1000.00| C | 22 ID1234
0000005 |3. Roberts 29826 082901855 1000,0;'T 22 [R8764
0000013|L.. Morris 29891 082901855 mon,ndL 22 [M7377
0000012 4. Peak 29387 082901855 1000.00) ¢ |22 | |P3B76
0000002 M. Smith 76543 082501855 1000.00| © | 22 |87850
0000011 M. Norris 38229 082901855 1000.00| C | 22 N7258
0000010[R. Hamms 39286 082901855 1000.00f ¢ | 22 [H7367
0000016 |Tyson 777806 122106015 15000.00f D | 27 Offset
0000014|V. Harris 88845 082901855 1000.00f ¢ | 22 lH3000
0000015|W. Parker 29663 082901855 1000.00f c | 22 |P2300
0000006|2. Collins 89786 082901855 1000.00f c | 22 IcB653
Total Credits: $15,000.00
Total Debits: $15,000.00

Downloading batch information into a NACHA formatted file can also be beneficial, especially if you manually
created a batch.

If a user accidentally deletes a batch, there is not a way to recover the file. The batch information would have
to be re-entered; however, if you have the file saved in NACHA format, you can upload that NACHA file back
into Cash Management.

Download Batch - Payroll 2016

Select a download format | MACHA

ubmit Return
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Copying a Batch

62208290185598765
62208298185576543
62208290185534567
62208290185576876
6220829018553838
62208290185589786
62208250185523456
62208290185528465
62208290185529826
62208290185539286
62208290185538229
62208290185529387
62208298185529891
62208250185588845
62208290185529663
6271221060815777806

eegelegeeaDl1234
000010800857890
080016800816543
0009100000A8642
0009100008T8769
0e00108008C8653
000e100008D8642
oeegpleceeem73e9
0B00108008RET764
0800168008H7367
Be0e100008N7298
0009102008P3876
06001080008M7377
000e1000008H3000
0egel00000P2300
00015080080 fset

181 861800146 1112228871602041402A894101FRE ATLANTA
5280Tyson Computers PAYROLL

82000080160136563376000001500000000801500008371360664
9000001000002000000160136563376000001500000000001500000

OVATION BAMNK

371360664 PPDPAYROLL 0E000080R1022309350000012

. Doe

. Smith
Jones
Adams
Thomas
. Collins
Davis
McAdams
. Roberts
Hamms
Norris
Peak

. Morris
. Harris
. Parker
Tyson

EC<rET=AUmONEOMN@EI O

0022309354992401
08022389354092402
B8022389354092403
08022309354092404
00223093540992405
08022389354092406
8022389354092407
08022309354092408
08022389354092409
B8022389354092410
8022389354092411
00223093540992412
08022389354092413
8022389354092414
080223893540892415
08022309354092616

8223093508000812

It may occasionally be necessary to create a batch when most of the information needed is already

contained in another batch. For example, you may want to give your employees a bonus. Everyone getting

the bonus is already set up within your payroll batch.

The copy feature gives you the ability to duplicate batch information into a new batch. This way, you would

not have to change the amount information in your payroll file.

Copy Batch - Payrell_2016

New batch name * = Bonus_2016

Cancel
ACH Batch List Total Batches 4
Create a new batch for: | Select Company
Status  Batch Name Type  Company ¥ Process Date Debit Credit
Ready Bonus_2016 PPD  TRAINO Select option...
Ready Payroll_2016 PPD  TRAINO $0.00 $6,250.00 Select option...
Ready HrlyPyrl2016 PPD Trainer Co. $0.00 $5,400.00 Select option...
Ready January Payrol PPD  Chihuahua Rescue 09/16/2014 $1,650.00 $1,650.00 Select option...
Total $1,650.00 $19,550.00
Select All Delete Selectec Initiate Selected

Deleting a Batch

An ACH batch serves as a template. If you have created a payroll batch, instead of having to create a batch every two weeks,
you can simply modify the template and initiate when needed. Regularly used batches are not automatically purged from
Cash Management. If a batch is no longer needed, you must delete it.

Use caution when deleting files. Once a file is deleted, it cannot be recovered. If a batch is deleted by
accident, it must be re-uploaded or re-entered manually.

Recommended: Limit the delete entitlement to users.
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To delete a batch:

¢ Select Delete from the Select Option drop-down menu, and then confirm on the second screen.
OR:

ACH Batch Lint Tocal Banches 4 Ve 121 22 | 50 | 900

e Select multiple batches, and then click Delete Selected.
e Confirm on the second screen.

ACH Banch List Tousl Batches 4 View 10| 2 1

Tax Payments

If enabled by your bank, you may send federal and/or state taxes via ACH. Your company must be
registered with the EFTPS to use this option.

Federal Tax Payments
e Navigate to Cash Management > ACH > Tax Payment.
e Complete the necessary fields, and then select Submit.
e Once you submit, the tax payment appears in your ACH batch list as Tax FD (batch name).
e From the batch list page, select Initiate from the drop-down menu for the desired batch

Add Tax Payment

Pay To

Routing Number

Company Name

Tax Period

Category Tax

Federal

061036000

D Pay

roll Taxes

Lookup

Chihuahua Rescue

03/16

mmiyy

94105 - Employer's Quarterly Tax Return Federal Tax Deposit

123456789

$300.00

ck 073

©  $100.00

©  $50.00

t $150.00

Submic Cancel
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Pay to: Select Federal

Batch: Name to distinguish batch for customer’s benefit

Receiving Institution: Click Lookup to select financial institution that will receive payment
Company Name: ACH Company

Tax Period: Month and Year

Tax Code: Type of tax payment

Taxpayer ID: Company’s EIN Number

Payment Amount: Dollar Amount of Transaction

Pay from Account: Select account to debit for the offset transaction

e The cash user selects from the accounts they have access to in Cash Management
Tax Information ID 1: Amount designated for Social Security. This is an optional field.
Tax Information ID 2: Amount designated for MediCare. This is an optional field.
Tax Information ID 3: Amount designated for Withholding. This is an optional field.

State Tax Payments
e Navigate to Cash Management > ACH > Tax Payment.
e Complete the necessary fields, and then select Submit.

e  Once you submit, the tax payment appears in your ACH batch list as Tax State (i.e., Tax Ml).

From the batch list page, select Initiate from the drop-down menu for the desired batch

Add Tax Payment

PayTo  Kansas
Category TaxKS  Payroll Taxes
Routing Number 101107093 Laokup
CompanyName  Chihuahua Rescue
TaxPeriod  08/31/2016  [23] mm/dalyyyy
TaxCode 11 Lockup
Taxpayer 1D 123456789
Amount Type Code 2 Lookup
Amount  $300.00

Pay From Account  CK 073

Quick Add Submit Cancel

Pay to: Select State
Batch: Name to distinguish batch for customer’s benefit
Receiving Institution: Click Lookup to select financial institution that will receive payment

Company Name: ACH Company

Tax Period: Month and Year

Tax Code: Click Lookup to select type of tax payment

Taxpayer ID: Company’s EIN Number

Amount Type Code: Click Lookup to select the type of amount
Payment Amount: Dollar amount of transaction

Pay from Account: Select account to debit for the offset transaction

e The cash user selects from the accounts they have access to in Cash Management.
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ACH History

Batch information displays on the History tab once it has been initiated and processed. To view a list of transactions
included within the batch, click the View link.

ACH Histary 25 | Search

ACH Transaction Lisy

Bach Code F90 Toesl Tramsactions 3 View 20| 50

Entry Dese

Ininisned By JEN

Initisted Date 03 Confirmation Number 0301160004

Effective Date 0

Search

To change a specific type of transaction or for a specific person, use the search option on the main ACH tab to locate
and change the transaction.

Enter the desired criteria, and then click Search.

Search Records

Name  smith

ID Number

Batch

Amount

Prenote

Held

Transactions can be modified or deleted from this screen. Transactions within a batch currently in an Initiated or
Processed status cannot be modified until the batch returns to a Ready status.

Intormaticn Hessage: IR CRIRECLT]

Search Results Towl Transacions 4 View | 501
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Wires

The wires module allows you to send money to an individual or company. Wires abilities depend on your agreement
with the bank.

To get started, create wire instructions. These instructions serve as a template that you can use on multiple
occasions or use only once. Once the wire has been created, you transmit, thus sending the information to the bank.
The bank then sends out the wire.

e Single Wire: Wire instructions are only to be used once. A single wire can be transmitted for the current
day or a future date.

e Repetitive Wire: Wire instructions that are used multiple times. A repetitive wire can be transmitted to
process once for the current day or once for a future date, or can be set to transmit automatically at a
selected frequency.

Only a repetitive wire can be set to transmit automatically based on frequency. During theinitial transmit process,
the wire can be flagged to retain template after scheduling as Recurring. This would allow for the template to be
transmitted outside the recurring schedule if needed.

Creating Wire Instructions
Domestic Wire

e Select Edit/Add.

e Select account from the Create a New Wire from drop-down menu.

Edlit/Add Wires List View Range: | sa

e Complete wire instructions and click Submit.

Wire Name:  Samplis Wire

Credit Account Information

unt Number: | 123456
Credit Account Name: . Do
Credlir Accouns Address: 123 Maln

Anytown, ST, 11223

Receiving Bank Information
Receving Bank ABA Number: 051000156 Search for ABA Numniber
Receiving Bank Name. BK AMERICA NC

Receiving Bank Address:  CHARLOTTE, NC

Wire Information
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Wire Name: A descriptive name for the wire.

Credit Account Information
Credit Account Number: Account to receive the wired funds.
Credit Account Name: Name on the account receiving the wired funds.
Credit Account Address: Address of the recipient of the wired funds.

Receiving Bank Information
Receiving Bank ABA Number: Enter the routing number of the financial institution
where the wire is to be sent. Click Search for ABA Number to search for a financial
institution. Selecting an ABA from the search option populates all remaining Receiving
Bank Information fields.
Receiving FI Name: Name of the financial institution where the wire is to be sent.
Receiving Fl Address: Address of the financial institution where the wire is to be sent,
including City, State, and Zip.

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

Repetitive Wire: If the wire transfer should be saved as a template, click the checkbox
for Repetitive Wire.
Amount: Dollar amount of wire.
International Wire
. Navigate to Cash Management > Wires > Edit/Add.
. Select account from the Create a New Wire from drop-down menu.

. Select Click here for International wire input screen.

Define New Wire For CK 073

Click here for Internstional wire input screen

General Wire Information

Wire Name:

Credit Account Information

s R e s ]

. Complete wire instructions, and then select Submit.
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Define New Wire For CK073

General Wire Information
Wire Name:
Credit Account Information

edit Account Number:

Credit Account Name:

Credit Account Address:

Receiving Bank Information
Receiving Bank ABA Number: Search for ABA Number
Receiving Bank Name:

Receiving Bank Address:

Wire Information

Remarks:

Save as Repetitive Wire?

Amount: | $0.00

Receiving Fl Information

Intermediary Fl. IBK/4000: Select Option...
Intermediary FI name..|BK/4000:

Intermediary Fl address!..|BK/40!

Intermediary Fl address2..|BK/40!

bt WS e P IR _men

Beneficiary FI..BBK/4100: Select Option...

Beneficiary FI name..BBK/4100:

Beneficiary Fl address1..BBK/4100:

Beneficiary Fl address2.. BBK/4100:

Beneficiary Fl address3..BBK/4100:

Reference Beneficiary..RFB/4320:

Credit Account Information
Credit Account Number: Account to receive the wired funds.
Credit Account Name: Name on the account receiving the wired funds.
Credit Account Address: Address of the recipient of the wired funds.
Receiving Bank Information

Receiving Bank ABA Number: Enter the routing number of the financial institution where
the wire is to be sent. Click Search for ABA Number to search for a financial institution.
Selecting an ABA from the search option populates all remaining Receiving Bank
Information fields.

Receiving FI Name: Name of the U.S. correspondent bank where the wire is to be sent.

Receiving FI Address: Address of the U.S. correspondent bank where the wire is to be sent,
including City, State, and Zip.

Wire Information

Remarks: Enter any information regarding the wire transfer. Comments can include
processing instructions, invoice numbers, or any other text/numeric data.

Repetitive Wire: If the wire transfer should be saved as a template, click the checkbox for
Repetitive Wire.
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Editing a Wire
[ )

Deleting a Wire
[ ]

Beneficiary Fl Information

Beneficiary FI BBK/4100: Enter the bank code of the beneficiary bank and select the code
type. This is the international bank receiving the wire funds.

Beneficiary Fl Name BBK/4100: Enter the name of the international bank receiving the wire

Beneficiary Fl Address (1-3) BBK/4100: Enter the international bank’s address receiving the
wire

Select Edit/Add.

To modify a single wire or template, select the Single/Repetitive tab. For recurring or future
dated wires, select the Recurring/Future-Dated tab.

From the View Wires for drop-down menu, select the account the wire is for.
Select Edit.
Modify wire instructions, and then select Submit.

Select Edit/Add.

To delete a single wire or template, select the Single/Repetitive tab. For recurring or future
dated wires, select the Recurring/Future-Dated tab.

From the View Wires for drop-down menu, select the account the wire is for.

Select Delete.

Transmitting Wires

Immediate Single Wire

Select Transmit Wires.

Locate the desired wire, and then select Transmit.

View W

Transmit Wires List View Range: 10 | 20 | 50 | 100 | All

resfor:  CK 073

Wire Name Sequence Status Ameount Rep Account Number Receiving FI

Sam

pleWire 880 Ready $500.00 No 123456 FIRST BANK Transmit

Leave the current date as Effective Date.

Enter Wire Password, and then select Transmit.
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Transmit Wire Transfer Fram CH 073 (Non Repetite)

Future Dated Single Wire
e Select Transmit Wires.

e Locate the desired wire, and then select Transmit.

Transmit Wires List View Range: 10 | 20 | 50| 100 | All
View Wiresfor:  CK 073 -
Wire Name Sequence Status Amount  Rep  AccountNumber Receiving FI
SampleWire 880 Ready $500.00 No 123456 FIRST BANK Transmit

e Select the date that the wire is to process.

e Enter the Wire Password and then select Transmit.

Transmit Wire Transfer From CK 073 (Non-Repetitive)

WADLEY &1
L] May 2016 o

Su Mo To We Th Fr Sa

Effective Date

Immediate Repetitive Wire
e Select the Transmit Templates tab.
e Locate the desired wire and then select Transmit.
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Transmit Ternplates List

e Enter the Wire Password and then select Transmit

[

Wire Name: S

Debls Account:

Credit Aceou,

Account #/Type: 123456 / Demand

Levieaa, K5 66314

Frequency:

Wire Password

Future Dated Repetitive Wire
e Select the Transmit Templates tab.
e Locate the desired wire and then select Transmit
Tranemit Templates List 50
each 1 ¥ ES BE AMERICA NC

e Enter the Wire Password and then select Transmit
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Transmit Wire Transfer From CK 073 (Repetitive)

RY LAKEVLLE

fE T

May 2016 (]
Wire Information Su Mo Tu We Th Fr Sa

Repetitive Code:

Date Information ® W 3

Wire Passwaord

Recurring Wires
e Select the Transmit Templates tab.

e |ocate the desired wire and then select Transmit

Transmit Templates List

e Complete frequency information. Frequency options are weekly, biweekly, monthly,
semi-monthly, quarterly, annually, and semi-annually

e To keep a separate template of the wire, click Retain Template After Scheduling as Recurring.
This allows you to transmit the wire individually outside of the recurring frequency.

e Enter the Wire Password and then click Transmit

Date: * 12152016 [z
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Dual Control Wires

y | The second cash user cannot approve the future-dated and/or recurring wire until the
g day the wire is scheduled to process.

First cash user:

e Select Transmit Wires for single wires or Transmit Templates for repetitive wires.
e Locate the desired wire and select the Transmit link.
[ ]

Enter the Wire Password and select Approve. A message indicates that the wire requires
dual control.

Remarks:
Date Information

Effective Date: | 052012016 [23)]

This wire requires two-person authorization before it can be transmitted.
Enter your Wire Password and select Approve to begin this process.

Wire Password

Approve Cancel

The wire appears in Approval status awaiting second cash user to complete the
transmit process.

Second cash user:

e Select the Transmit link for the wire in Approval status. Future dated and recurring wires do

not appear in approval status and thus cannot be approved until the day they are scheduled to
process.

Transmit Wires List View Range: 10 | 20 | 50 | 100 | All

View Wires for: €K 073

Wire Name Sequence Status Amount Rep Account Number Receiving FI

SampleWire 880 Approval $500.00 Mo 123456 FIRST BANK Transmit

e Enter the Wire Password and then click Transmit

e The wire appears in an initiated status.

Wire History

View Cash Management wires that have been processed.

Wire History for Transmitted Date Range 04/06/2014 to 05/20/2016

View wire Activity for:  ck 073
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Positive Pay (Optional Service)

Exception Items

Exception items are those checks that attempt to clear but do not match your list of issued checks. These items must
be reviewed and marked for pay or return.

View/Work ARP Items
View items for: | View All - Return Al
Account: Issued Amount:  Paid Amount: Issued Date:  Payee: Reason Pay: ion:Protected

CKEs54 5000 $250.00 $25.00 04/26/2016 Mary Smith And Bros Inc Invalid Ameount Details

CKE54 1500 $1.000.00 Mot Issued Details

K 1102 4224 $150.00 $1.500.00 09/17/2014 Debbie Murphy Invalid Amount Details

K 1102 $1.250.00 Mot Issued Details
Submit

View items for all accounts at once or select a specific account.

View/Work ARP ltems

View items for: View All -
Account Ck 854 ount:
CK 1102
CK £54 S000 $250.00 $25.00
CK 554 15001 £1,000.00

B T .

To help determine whether to pay or return an exception, additional information is available. For example, if an
image of the item is available, the check number displays as a link. Click the check number to view the front and
back of the item.

Image of Item Number 694 [ x]

Rotate Print

TYSON COMPUTERS LTD 000694
1750 Meridian Ave Daw Vi80S
San Jose, CA 95125
Pay To The
Order OF Ann Kovach $ 1289
TwelveDollars and 89/100 Dollars

TPOVATION
Fd o g

e - W+ 000BAN

The Details link displays additional information about the item including exception reason.

Details of 5000 »*

Account Name: CK 654
Check Number: 5000
Amount: $25.00
Payee: Mary Smith And Bros Inc
Source Of Entry:  Manual
Exception Reason: Invalid Amount
Updated By:
When Updated: 12:00:00 AM
Updated From Workstation:
Protected(Y/Nk N
DDA Batch Number: 0001

DDA Sequence Number: 0000000003

| Print | Close
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Select the Pay or Return radio button. Pay All and Return All options are available. Selecting Pay All or Return All
only affects the items currently showing on the page.

View/Work ARP Items

View items for:  View All
Account Check: Issued Amount  Paid Amount  Issued Date: Payee Reason
$250.00 016 Mary Smith And Bros Inc Invalid Amount.
Mot Issued Details
K 1102 4224 $150.00 $1,500.00 09/17/2014 Debbie Murphy Invalid Amount Details
k1102 4232 $1,250.00 Mot Issued Correction Details
Submit

While reviewing your exceptions, you may notice that a simple encoding error caused an item to kick out. The
Correction link allows you to send a message to the bank indicating the error and the correct information.

Correction Request *

ENCODING ERROR

Account # 45654
Date Posted 5/23/16
Posted Check # 5000

Correct Check #:

Incorrect Amaount: 25.00

Correct Amount: 250.00

Payes: Mary Smith and Bros.

DUPLICATE CHECK REQUEST

Account #:

Date Posted:

Check #:

Amount Posted

Payee

Phone Number

Comments

Submit Cancel

Download

Reconciliation files created by your bank are available to be viewed in Cash Management. A file may contain
information such as cleared items or outstanding items.

Select the account to view files for. Click Download and follow the instructions to view or save information.

Download ARP Files

View download for:  CK 258

File Name Description

PDCKB5258 Paid Checks Download
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=) Untitled - Notepad

File Edit Format View Help

#45654 DAILY CLEARED ITEMS

0000045654 02022 0POREO365 ©0BO8365 Sandy Baylor 828516
0000045654 02023 00000245 20008245 Morgan Baker 828516
0000045654 02024 00ORO542 80011542 Joe Banks 828516
00080045654 02025 00O@1544 80001544 Brad Ford 828516
0000045654 02026 00OBO265 20008265 Jen lJones 828516
00800845654 82027 DOORO500 BOOBB500 Angie Cox 828516
0000045654 02028 00ORO103 BOEAA183 Gary Smith 828516
0000045654 03000 OPOEEER 20158000 828516
oees 2080164564 CLEARED ITEMS

st e

Edit Upload Format
Two types of files may be uploaded to Cash Management, delimited and fixed position.

A delimited file can be created a few different ways. Separate fields within the file using a comma (,), dash (-),
semicolon (;), or tab. A delimited file can also be created in Excel® as long as the file is saved with a .csv extension.

Sample C5V 3 - Notepad . — M| 3 Sample L5V 3 - Notepad - O
File Edd Fomat Veew Help Eile Edit Fgrmat  Miew Help
EBiii}JZSOﬁB}Mary Smith And Bros Inc,2/6/2€15 28118-25888 -Mary Smith And Bros Inc-2/6/281%
28111, 38186, Joe Jones,2/6/2815 28111-30100-Joe Jones-2/6/2815%
28112,87480 41 Allen,2/6/2015 28112-87480-A1 Allen-2/6/2015
28113,67808, Sue Park,2/6/2815 2811367800 -5ue Park-2/6/2015
28114,10000 Mary Smith And Bros Tnc,2/6/2815 2811418688 -Mary Smith And Bros Inc-2/6/281%
8115, 2398, Joe Jones, 2/6/2015 28115-2398-Joe Jones-2/6/2015
28116,87698,41 Allen,2/6/2815 28116-87690-A1 Allen-2/6/2015
26117,25000 ,5ue Park,2/6/2015 28117 - 29808 - Sue Park-2/6/2815
28118,1438@, Joe Jones,2/6/2815 28118-14308-Joe Jones-2/6/2015
28119,9000,41 Allen,2/6/2015 28119-9088-A1 Allen-2,6/2015

e e 2 L e sl | A
Sample CoV 3 - Notepad - C B [ Sample C5V 3 - Natepad - B

Eile Edm Fornat  Yeew Help

2110; 25000;Mary Smith And Bros Inc;2/6/2015
IB111;30100; Joe lones;2/6,/2815
28112;8748@;A1 Allen;2/b /2015
2811367808, Sue Park:2/6/2015
25114;10000;Mary Smith And Bros Inc;2/6/2015
IB115;7398; Jor Jones; 2762015
28116;87690;A1 Allen;2/6/20815

2B117; 25008, Sue Park;2/6/2815

IB118;14300; Joe lones;2/6,/2015

JE119; 9888 41 Allen; 20626815

fle Edit Formet Yiew |Help
28118 25000 Mary Smith And Bros Inc 2/6/201%
28111 38108  Joe Jones 2/6/2015

28112 av4pa Al Allen 2062015

#8113 b7EBE Sue Park 287815

28114 18208 Mary Smith And Bros Inc 2/6/2015
28115 2398 Joe Jones 2/6/2015
#8116 87698 Al Allen 27672815
28117 250889 Sue Park 262015
14308 Joe Jones 2/6/2015
i Al Allen 6/ 3015

With a fixed position file, information is located within a specific position of the line. In this example, the issue date
begins in position 1 and ends in position 6 while the item number begins in position 8 and ends in 11.

“| sample Fixed Position - Notepad - =
File Edit Format View Help
b?allﬁl 5118 MARY SMITH AND BROS INC 0258

878114 5111 JONES ELECTRIC 8e3e1
878314 5112 AL'S SUPPLIES 88874
878414 5113 PARK PLACE 886738

Before you upload a file, an upload format must be established to where within the file fields of information are
contained. You can create and save multiple formats.

From the Edit Upload Format option, select the type of file being uploaded.

Edit ARP Upload Format

Select Upload Format to Edit: | Select Option... v

Select Option...
Delimited
Fixed Position

Select whether to create a format or edit a saved format.
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Edit ARP Upload Format

Select Upload Format to Edit

Select Delimited Formar to Edit:

Delimited b

Select Option... v

Select Option...
Add Mew...
Default Delimited

Delimited Formats

Based on your file, select the appropriate location for each field. Not all the following fields are required.

Add New Delimited File Upload Format
FormatName:  Operational Format
AccountNumber: | Select  ~
AccountType: | Select  ~ Chic Sav Christmas Club: GL
Debit/Credi:  Select  ~ Debit Indicator: Credit Indicator.
lem Numoer: 1 M
Item Amount: 2 -
lssue Date: 3 - Date Format -
Void Date:  Select Date Format: E
Payee: | 4 -
Payee Address1:  Select
Payee Address 2. Select  ~
Payee Address 3. Select
Payee Address4:  Select  ~
Void Indicator:  Select ¥ Yes Indicator
Stop Ingicator: | Select Yes Indicator
Amoun: Format: | Default (No For
Field Delimiter ~ Comma (,)
Text Qualifier  None -
Save Resec Cancel

If your file contains a date, select the format in which your date displays.

e e e T —~ ——
Issue Date 3 - Date Format: -
Woid Date Select  ~ Date Format:
Payee 4 -
Payee Address 1 Select -
Payee Address 2: | Select =
Payss Address 3: | Select  ~
Payes Address 4:  Select =

If your file contains void items, enter the indicator for a voided item. For example, you may use a V or Void for

those items.
n%@\mﬁ\wwmaﬁwmm

Void Indicator: | 9 Yes Indicator: |V

With delimited formats, select the field delimiter. The delimiter indicates a new field. Options are comma (,),
dash (-), semicolon (;), or tab.
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e ara T SRS IR S S NS

Field Delimiter | Comma (,) -

Text Qualifier

Indicate the format of your amount field. Are you including the decimals?

e e L PR PP P iy

Default (No For -

Default (Mo Format Validation)
Decimal Included
Decimal Mot Included

. e i Sk -

Indicate any text qualifiers. Options are none, single quotes (‘), or double quotes (“).

o i,

—

Text Qualifier | Mone -

And finally, since multiple formats may be created, enter a name for this format. The name must be unique from
other format names.

Add New Delimited File Upload Format:

Format Name:  Operational Format

Fixed Position Formats
Based on your file, select the appropriate location for each field. Not all the following fields are required.

Edit ARP Upload Format
Add New Fixed Position File Upload Format:
Format Name
Beg End
AccountNumber: | 0 0
account Type: | 0 0 cnk Christmas Club:
Debit/ Credic 0 0 Debit Indicato Credit Indicatar:
tem Number: | 0 0
Item Amount: | 0 0
IssueDate: | 0 0
Void Date: | 0 0
Payee: 0 0
Payee Address1: | 0 0
Payes Address 22 0 0
Payee Address 3. 0 0
Payee Aqgressa: O 0
Void Ins o 0 Yes Indicator
Stop In 0 0
Default (No Format Validation)
- Rese: Cancel
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If your file contains a date, select the format in which your date displays.

—
lssue Date; 0 1]

Void Date: 0 1]

Payee: 0 o

Payee Address 1 0 o
Payee Address 2. 0 0
Payee Address3: | 0 0

If your file contains void items, enter the indicator for a voided item. For example, you may use a V or Void for those
items.

B I e e ST Y

Void Indicator: 68 68 Yes Indicator V'

Stop Indicagor; 0 ‘fes Indicator

q"-..-r—-u.

Indicate the format of your amount field. Are you including the decimals?

PO NP P L R N P L S

Amount Format: | Default (No Format Validation)

Default (No Format Validation)
Decimal I

And finally, since multiple formats may be created, enter a name for this format. The name must be unique from
other format names.

Add New Fixed Position File Upload Format:

Format Mame:  Oper

Begin

Uploading a Positive Pay File
e From the Upload option, select the account the file is for.
e Select Saved Upload Format and the desired format.
e Browse for the file.
e C(Click Upload.

Upioad ARP Files

aved Forma Defaul

[ Choose File | Sample4 GSVcsy

NOTE: Maximum upload file size is 2052 MB.

e  Once file uploads, the status shows as View Details. Click View Details to review items.

File Upload Status View | 10| 2 100 | A
File Name Format Type Related Account Upload Date
Sampled CSV.csv Delim ARP K 500 S/eaf2me 10162

CRPayroll.ach NACHA ACH NrA 5/20/2016 8:43:17 AM

Refresh List

e Verify that the item information is correct. Click Approve.
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Upload Results view 10

L sed B $2.14
- 3 04z M saTaL

. L Aed B $
sofu - 52

o s

- 5214

sl " et s

1 e s

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

Open Input Option
If you are experiencing issues uploading your delimited or fixed position file, you can try the
Open Input method.

e From the Upload option, select Open Input as the file type.

Upload ARP Files

Select the type of file you w

ant to upload to identify the field and
i d,

on placement for this layout is estab
rmat will be the default layout for uploaded files of this

type.

Enter the name of the fi ers wil

h to upload (some
e). Click
uble uploading

e a Brows
Upload button. ec
your fi the 'Open Input’ med

Upload File For:  CK 500 N

Upload File Type: | Saved Upload Format

["Saved Upload Format

Saved Farmat: | Manual Entry

Open Input

| Choose File | No file chosen

NOTE: Maximum upload file size is 4052 MB.

e Select the account and format you are attempting to upload.
e  Open the file you are trying to upload in a text editor such as Notepad.
e  Copy the contents of the file and paste into the text box, and then click Upload.

Upload ARP Files

he Upload button

Upload File For: | CK 500

Saved Format:  Default Delimited

74348 25086  MARY SMITH 3/9/2016
74341 38186  JONES CORP. 3/9/2016
74342 87488 AL'S SUPPLIES  3/9/2816
74343 67480  PARK AND (0. 3/9/2016
74344 18896  ABC ELECTRIC  3/9/2816
74345 2398 ACME 3/9/2016
74346 B769¢  XYZ INDUSTRIES 3/9/2016

Upload Cancel

e Once file uploads, the status shows as View Details. Click View Details to review items.

43



File Upload Status
File Name Format Type Related Account Upload Date v
Sampled CSW.csv Delim ARP CK 500 FEEAE 1D
CR Payroll.ach NACHA ACH N/A 5/20/2016 8:43:17 AM Uploaded
Refresh List
Verify that the item information is correct. Click Approve.

/ %% Afile must be approved prior to uploading another issued items file.

Manually Entering an Positive Pay File

From the Upload option, select Manual Entry as the file type.

Upload ARP Files

t the type of file you want t upload to identify the field and
position placement for your file. Once this layout is established,
this format will be the default layout for uploaded files of this
type.

Enter the name of the file you wish to upload (some browsers wil
provide a Browse button to help you find the file). Click the
Upload button. If you are consi having trouble uploading
your file, try the 'Open Input’ method.

Upload File For:  CK 500 j

Upload File Type:  Saved Upload Format -

Saved Upload Format
Saved Format:
Open Input

Choose File | No file chosen

NOTE: Maximum upload file size is 4052 MB.

Upload

Select the account the items are for.
Enter item information. Multiple pages of up to 11 items can be entered.
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Upload ARP Files

Upload File For.
Date Issued:

Check Number

1233 05/23/2016

CK 500 v
Check Amount: Type:
(@] 100 . 00 Debit v AllenB
(2] Debit
(=] Debit  ~
(=] Debit ¥
(23] Debit  ~
(=] Debit  ~
(=] Debit  ~
[=] Debit  ~
(2] Debit v
[z] Debit  ~
[z] Debit v
12345678
Upload Reset || Cance

e C(Click Upload.
e Once the file uploads, click View Details to review items.

File Upload Status

View5 | 10 | 20

File Name: Format ype Related Account Upload Date v
Samples CSV.csv Delim ARP Ck 500 5"13"2'31?\4‘ e
CR Payroll.ach NACHA ACH N/A 5/20/2016 8:43:17 AM Uploaded
Refresh List
e Verify that the item information is correct, and then click Approve.
Upioad Hesulls w10
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Voiding Issued Items

Items may be submitted as void at initial upload or after to change the status of a previously uploaded item.
If including a voided item within an uploaded file, you must include a void date and customer defined void indicator.

Payes Acdress 3 Select

Payes dodress

If manually entering the voided item, make sure to change the type to Void.

Upload ARF Files

Working ACH Exceptions

ACH exceptions are electronic transactions that attempt to clear but do not meet the ACH filter criteria established
by the bank. These items must be reviewed and marked to pay or return.

View items for all accounts at once or select a specific account.

ACH Exception Items

View items for: | View All -

Account: Isst

cK 1102 Chinuzhua

scue Debit  PPD

cK 1102 Chinuahua Rescue Debit  PPD
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To help determine whether an exception should be paid or returned, additional information is available.

For example, the exception reason displays, letting you know why it kicked out. You also are able to see the
current ACH filters that are applied to your account by selecting the ACH Filters tab.

Select the Pay or Return radio button. Pay All and Return All options are available. Selecting
Pay All or Return All only affects the items currently showing on the page.

ACH Exception tems

View items for view All

— | paya

Return Al
Account:

Issuing Company Type: SEC Amount Description:

Exception Reason: Return: | Protected
ck1102 Chinuahua Rescue Debit  PPD $500.00 SAMPLE Chihuzhua Rescue Debits not allowed

cK1102 Chihuahua Rescue Debit  PPD

$1.00 SAMPLE Chihuahua Rescue Debits not allowed

ACH Filters

ACH filters established by your bank can be viewed here. This information is beneficial in figuring out why an ACH
item kicked out as an exception.

This is a view only screen. Only the bank can make modifications

ACH Finers

Reporting

Prior Day Summary

Displays balance information, float information, and activity totals for the previous business day.

Frior Day Information

Priae Atcount infsrmatisn

073/ Chihuahus Reseue

t4 of Businéss..... wy 20, 216

avaylable salance....
€ollected salance....
Ledger Balance.......

Current Day Summary

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

Current Azcount Infermation

K073/ Chibwahua Rescue

Hald kscunt. .

26,136.4
current Gay 2tivity 5,641.58

Prior Day Detail

Displays prior day balance information and transactions that posted to the account on the previous business day.
All accounts appear.

PRION DAY BALANCE THFORMATION
ACCOUNT NUMBER. .. 1 5140 DEMAND CLOSE OF BUSINESS.:  2/04/16
ACCOUNT MAME. ... _: T¥SOM COMPUTERS LTD

TOTAL ACH TTEMS
AVATLABLE [RALANC 1,632,768, 23 DEBITS CREDITS
COLLECTED IMALANCE 1,632,760.23 oo 19,153 00
CURRENT RALANCE . 1,632, 768,23 TOTAL INCLEARTHG

HOLD AMOUNT . . . Lo DEBITS CREDLTS
oo Lo
ONE DAY FLOAT, a0 TOTAL OVER COUNTER
TWO DAY FLOAT. Lo DEBITS CREDITS
THREE DAY FLOW 00 Loa .00
OVER 3 DAY FLOAT Lo TOTAL WIRES
DEBTTS CREDITS
a0

o
TOTAL TRANSFERS
DEBITS CREOITS

0w o0

TOTAL OF FRIOR DAY ACTIVITY

DERTTS CREDITS
Lon

PRIOR DAY TRANSACTION

ACCOUNT WUMBER : 5140

TYSON COMPUTERS LTD

POSTED CHICK # AMOUNT  D/C  DESCRIPTION

2704516 19,153,080 €  PAVAOLL Tyson Computers

o0
TOTAL EREDITS. : 19,153, 80
CURMENT DAY BALANCE TNEORMATI0N
ACCOUNT NUMDER, . . | s1a0 CURRENT DAY ACTIVITY
ACCOUNT MAME.....: T¥SOM COMPUTERS LTD
TOTAL ACH TTEMS

Activity Report
View transactions for a specific account or several accounts at one time. Results may be shown by date range, a
specific date, previous number of days, or previous business day. Report may be narrowed down further by type of

transaction, amounts, and check numbers. Save Report Criteria allows you to retain this criteria to be pulled again
at a future date.

CCM Transaction Activity from 4/1/2016 to 4/30/2016

Account Selection:

Description - Balance

15678 Reporting
5678 Reporting
7850
951D

9919 D

Bus Chk 780 0017

Bus DDA 48795 0007

Bus DDA 78801 0010 Checking 8901 54,

Bus DDA 321321001 Checking 1321 $82, -
Date Range Selection: ® Between Dates Specific Date Previous # of Days Previous Business Day
From: 040172016  [z3] @] |
2 — Display the most recent
T 04302016 [z
Transaction Type: All Transactions
By Amount:  Begin$ Ends
123=5123.00
By Check Number: Start End

Subtotsl per Account v

Save Report Criteria

Submit |
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The transaction drop-down within the selection criteria allows for All Transactions, Groups, and Specific
Transactions.

If selecting Group, determine which groups to view.

NPV et P A AP APt
Transaction Type: Groups
All Debits
All Credits
All Checks

All ACH Debirs
All ACH Credits
All Wire Debits

All Wire Credits

If selecting Specific Transactions, determine which transaction codes to view. Use your Control or Shift key to
select multiple transaction codes.

A A A P AP P Ao P AP A P P A P P

Transaction Type: Specific Transactions

640
759 - Single NetTeller
760 NetTeller Repetitiv
825

826

Account Analysis Bill Fee
Account Analysis Charge
Account Recan Credit
Account Service Fee
Accounts Payable Payment
Accrued Interest Credit
Accrued Interest Debit
ACH Credit

ACH Debit

Add Int to Bal.-Raise YTD
Adds to YTD Interest

AFT Credit

AFT Debit

ATM - Withdrawal - DDA
ATM Credit Reversal

ATM Pehit Bewarsal

b e P e PN PP e B

Activity previous 90 days

1 ofa b Pl Find | Next b~ @&
S/L R2016 NT Education Bank
PO Box 8897
Lenexg, K5 66214

Activity

The balance column indicates the account’s balance as of that transaction’s posting date and time.

EEWE —— ““

Business 05/20/2016 980 Pending_Debit_Transaction $1.00 $48,811.01
Business 05/20/2016 980 Pending_Debit_Transaction $1.00 $48,812.01
Business 04/21/2016 301160003 144 Bankto Bank transfer Fee included 2.99 02,99 $48,813.00
Confirmation number 301160003
Business 04/21/2016 | 301160001 144 Bankto Bank transfer Confirmation number ~$200.00, $48,916.00
301160001
Business 02/29/2016 916140025 144 Transf to My Vacation Account Confirmation -5100.00 $49,116.00
number 916140025
Business 02/29/2016 916140023 144 Transf to My Vacation Account Confirmation $49,216.00
number 916140023
Account Total ] -$504.99 $0.00
K073 05/20/2016 980 Pending_Debit_Transaction $19,554.77
K073 05/20/2016 980 Pending_Debit_Transaction $19,555.77
cK 073 05/20/2016 980 Pending_Debit_Transaction $20,543.42
cK 073 05/20/2016 980 Pending_Debit_Transaction -530.00 $20,543.42
K073 05/20/2016 980 Pending_Debit_Transaction $1.00 $20,574.42
K073 05/20/2016 980 Pending_Debit_Transaction $20,575.42
K073 05/20/2016 980 Pending_Debit_Transaction §21,575.42
ck073 05/20/2016 980 Pending_Debit_Transaction §21,576.42
cK 073 05/20/2016 980 Pending_Debit_Transaction $22,576.42
lemmemmmrimoinne et i P e i =)
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Summary Report

View totals for a specific account or several accounts at one time. Results may be shown by date range, a specific
date, previous number of days, or previous business day. Save Report Criteria allows you to retain this criteria to be
pulled again at a future date

mmary fram 472016 to 402016

Account Selection: ¢ Description ¢ Type Account  Balance

VAR R QR

Date Range Selectian: .

04012016

oasorzots  fg)

CCM Daily Summary from 04/01/2016 to 04/30/2016

1 ofe b Pl Find | Nexe b E
T 2016 Bk738 9475 NT CCM Only
PO Box 807
Monett Mo 63708

CCM Daily Summary

15678 Reporting Checking *5678
Date Total Credits Total Debits One Day Float o Day Float Current Available Collected # of

Balance Balance Balance Credits Debits
2016-04-01 50.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 i} i}
2016-04-02 50.00 $0.00 50.00 $0.00 $0.00 50.00 $0.00 i} [}
2016-04-03 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 o o}
2016-04-04 50.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 [ [
2016-04-05 50.00 $2.00 50.00 $0.00 $5,826.26 -$442.43 $5,826.26 o 1
2016-04-06 $2.00 $0.00 $0.00 $0.00 $5,828.26 -$531.71 $5,828.26 1 [
2016-04-07 50.00 $0.00 50.00 $0.00 $5,828.26 -$531.71 $5,828.26 i} i}
2016-04-08 $0.00 $0.00 $0.00 $0.00 $5,828.26 -$531.71 $5,828.26 0 0
2016-04-09 $0.00 $0.00 $0.00 $0.00 $5,828.26 -$531.71 $5,828.26 o o
2016-04-10 50.00 $0.00 50.00 $0.00 $5,828.26 -$531.71 $5,828.26 [} 0
2016-04-11 $20,001.00 $0.00 $0.00 $0.00 $25,829.26 $17,194.76 $25,829.26 3 o
D16 3, SRR, LU oot B s b B0 P st e TN P b AR D it P e )

Saved Report

Access any Activity or Summary reports flagged as a saved report. From here, the report can be renamed, deleted,
or viewed. Run Report runs the report.

Saved
Saved Report Name Report Type:
Cperations Activity Activity Rename
All Summary Summary Rename
To modify the criteria information, click New Search.
1 of3 B kI Find | Next - @
S/L R2016 NT Education Bank ACtIVIty 5/23/2016

PO Box 8897
Lenexa, KS 66214

The balance column indicates the account's balance as of that transaction’s posting date and time.

e— E
980

Business 05/20/2016 Pending_Debit_Transaction -$1.00 $48,811.01
Business 05/20/2016 980  Pending_Debit_Transaction -§1.00 §48,812.01
Business 04/21/2016 301160003 144 Bank to Bank transfer Fee included 2.99 -6102.99 $48,813.01
Confirmation number 301160003
Business 04/21/2016 301160001 144 Bank to Bank transfer Confirmation number -5200.00 $48,916.00
301160001
R e e e o e e o]
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Settings

Personal
Change login information.

Maodify Personal Settings
Current Email Address: jkesler@jackhenry.com
Change Email Address:

Reenter New Email Address:

Personal Watermark: "
NOTE: Click on Watermark to change.

Online Banking Wire Password;

Enter Current
Enter New

Enter New Again

Single Sign On 1D jencm
NOTE: S50 1D must contain at least one
Ietier, and may contain numbers and these
special characters: + % @15 & * ~ The ID
must be between 4 and 12 characters

Enter New

Single Sign On Password:
Enter Current

NOTE: Password must be between 4 and
25 characters. Alpha/Numeric: Any
combination of numbers and/or letters are

Enter New
Enter New Again

allowred.

Submit

Modify Personal Settings
e Change company email address (Full or Partial Administrators only). Cash user’s email address

must be changed by the company administrator.
e Change company mobile phone number for text alerts.
e Click watermark image to select new picture.
Modify Login Information: Change Single Sign-on ID, Single Sign-on Password, and Wire Password.

Account
Change account names and the order in which accounts appear (Full or Partial Administrators only).

Deposit Accounts

Select an Account Type Deposit Accounts

Drag and drop the account to rearrange the display order. See ke

Account Pseudo Names New Account Pseudo Names
]
| Payroll

o cx90s
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Display
Establish default settings for various pages within Online Banking.

Establish Display Defaults

Accounts
Transactions last30days @ Al Search History
ACH Batches
ACH Transactions
Wire Transfers
‘Wires-Edit/Add
Transfer History

ACH History

reh History
Histary

Wires History rch History

Download Lines

Transfer Confirmation ® Yes No

Alerts
Four types of alerts exist: Event, Balance, Item and Personal.
Alerts can be received multiple ways:
e LogIn: Link displays on the My View page indicating a new alert exists. Click the link to view the details of
the alert.
e Email: Receive an email containing alert information.
e Text: Receive a text message containing information.

Currens Evers Alerts

When the fallavwing Deeurs: Alert Me-

ACH B

Currens Balance Alerts

Wiken Balance in: Goen Amaunr Alern Me:

Current item Aerts

When An Item clears: Account: Blert Me:

Currens Personal Alers

On the Folbowing date: Brming me o Alert Me:

Event Alerts

Watch for account activities. Event Alerts remain active until deleted.

With business accounts, it is always good to be alerted of certain transaction activity. To assist with this, JHA
recommends that you enable specific event alerts.

52



ACH Alerts Wire Alerts

The following ACH batch has been initiated The following wire transfer has been transmitted
The following ACH batch has been processed The following recurring wire has not been initiated
The following ACH batch has been uninitiated Your recurring wire is about to expire

The following recurring ACH batch has failed initiation The following wire is ready for approval

Your recurring ACH batch is about to expire A wire transfer has been updated

Your recurring ACH batch has now expired Your recurring wire has now expired

The following ACH batch is pending approval Your recurring wire is about to be initiated

The following recurring ACH batch is scheduled for initiation ~ One of your entitlements has changed

Positive Pay Alerts Your email address has changed

You have positive pay exceptions to work Your mobile number has changed

You have one or more ACH exceptions to review Company email address has been changed

Company mobile number has been changed

Balance Alerts

Watch for when an account falls above or below a specified balance. Select the Account Name from the drop-down
box, choose Above/Below, and enter an Amount to watch for. Balance Alerts remain active until deleted.

Item Alerts

Watch for a specified item number to clear your account. Enter the ltem Number and select the Account Name
from the drop-down box. Item Alerts delete once the alert has been generated and viewed.

Personal Alerts

To be reminded of a self-defined message on a specific date. Enter the Date the alert is to be active and the
Message to include in the alert. Item Alerts delete once the alert has been generated and viewed.

Message Center
Send and receive secure messages to your bank.
Sending New Message:
e Select Message Center in top right corner.
e Click New.
e  Fill out message information, and then click Submit.
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From: 888260000010

Your E-mail:
Your Name:  Ricki Carr
Subject:  Refund
Attachments:
Urgency: High Medium @ Low
Message: 5
“Vour E-mad addrass vwill be used to notéy you when you receive a reply.

| Submit Reset Cancel

From: Your Online Banking ID.
E-mail: E-mail address as entered in Settings. E-mail address is used to send an automated
email notifying you when the bank responds to your message.

Name: Full name.

Subject: Enter a subject for the message.

Urgency: The level selected flags the message accordingly.
Message: Enter the message.

Security Question Challenge Process

You may be challenged if additional authentication is needed.
e Two of the three questions are presented.
e Answer questions, and then select Submit

MNotice!

Our behavioral monitoring sofiware has detected variation in your use pattern. For your protection, we ask that you verify your identity by answering your personal questions
below, Once verified, you will be directed to the page you requested. Answers are not case sensitive

Challenge Questions:

Question One: What is the first name of the person you went te your prom with?
Answer:

Question Two: What is the first name of your eldest child?

Answer:

Blocked User

If unable to correctly pass the challenge after three attempts, you will be blocked from the authentication method
which caused the failure. Contact your bank to be unblocked.

Blocked User

We're sorry we were unable to verify your identity. In order to protect your account we have declined your requested action
anat cion

Ifyou have any queslions please Call 970-945-Em during normal business hours.

Continue 2
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FAQ’s — Frequently Asked Questions

| don’t have the ACH tab
Any of the following could cause the ACH tab from not appearing to the cash user.

e  Check the Online Banking ID and Cash Management ID to make sure access to ACH functionality
has been granted.

e  Check the Online Banking ID to make sure an ACH company is linked to the Online Banking ID.
e  Verify the ACH company has been set up by the bank.

| created an ACH batch but now | can’t initiate.
There are a number of things that can prevent the user from being able toinitiate.

e Check the Cash User ID to make sure access to Initiate ACH has been granted.

e  Check the Cash User ID to identify whether Full ACH Control is set to “Y”. If Full ACH Control is
set to “N”, then dual control is in place and another cash userwith access to Initiate ACH must
finish the transaction.

e Verify the status of the batch from the Batch List page online. The batch must be ina Ready or
Uploaded status in order to initiate.

e If the batch status displays as Processed, the batch has been processed by the Fl. The cash user
must wait until tomorrow to initiate again, or they can contact the Fl to see if the ACH
transaction can be stopped.

| need to add a record to my batch but don’t know where to go.
From the Batch List under the ACH tab, choose Edit from the Select Activity drop-down box. Click Add
Record.

| tried to initiate a batch but it told me I’ve exceeded the limit.
Limits for ACH are established in a couple of places. Verify these limits and request an increase if you feel it
is warranted. Otherwise, user will have to wait until another day to initiate.

e Check Cash User settings to identify what their ACH limit is.
e Check ACH Company to view the ACH company’s limits.

I don’t have the Wires tab.
Check the Cash Management online Banking ID and Cash User to make sure access to wire functionality has
been granted.

| created a wire but now | can’t transmit.
Verify the following scenarios for reasons the transmit option wouldn’t be available.
e Check the status of the wire. Only wires in a Ready status can be Initiated.

e Check the online Banking ID and Cash User to make sure access to wire transmit
functionality has been granted.

| don’t know what my wire PIN is.
The cash user should contact their administrator to have their wire PIN reestablished. If the administrator is
the one contacting, the Fl can reset the wire PIN.
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| tried to transmit a wire but it told me I’ve exceeded my limit.

A system message will display when a limit has been reached. Limits are established at the company and
employee levels. This limit message would only appear after thecash user has taken the option to transmit,
entered their wire PIN and clicked Submit. The system message should indicate the specific limit that has
been reached.

e The cash user can contact another cash user at their company who has a higher limit.
e The cash user must wait until the next business day to try again.
e The Fl could temporarily increase the limits at the cash user and/or company level
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