








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 S5tatus

»ACH Upload ACH File Tax Payment Import Layout Histo: Search
p b p ¥ ¥

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

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

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 D
Select Company

COOK4FUN

PUMPEEMNICKEL CO

Step 2: Batch Header. Enter batch header information.

1=

Mew Batch

Batch Name: I SEC Code: |PPD - Prearranged Payments and Deposits LI
Company: PUMPERMNICKEL CO Company Id: 1389876543
Discretionary Data: IF’AYROLL Entry Description: IF'AYROLL

Submit | Cancel

Step 3: Create Transactions. There are three ways to add transactions: individually, by entering
multiple records, and by using Import Records (not commonly used). (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.

g
Record Information:
Name Addenda Type |DD—NU Addenda Information LI
ID Number Addenda |

Amount* i .IUU prenate [

* Amount cannot be §0, If the Prenote option is selected, 2 separate $0 Record of thiz entry is created,

Receiving Financial Institution Information:

Routing I Search for AR5 # Account Type |Checking >
Account Number I Transaction Type " Debit # Credit
Status @ active © Hold

Quick Add I Add Multiple | Import Record | Submit | Cancel |

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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Record Information:

Name Addenda Type | 00-Mo Addenda Infarmation =l
ID Number addenda |

Amount* 0 .IDU Prenate ™

* Amount cannot be $0. If the Prenote option is selected, 3 separate $0 Record of this entry is created.

Receiving Financial Institution Information:

Routing I Search for 4BS, # Account Type IChecklng -
Account Number I Transaction Type © Dehit @ Credit
Status & active © Hold
Quick Add Add Multiple | Import Record | Submit | tancel |
\S 7

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.

: Cirensre

Mame: 1D #: Routing #: Account #: Chk Sav * Amount: DR CR
A — | | ec [ [ coe
S | | [  ec [ co
N — | | ——  ee [ coe
A — | | [ ec [ e
N — | | [ ec [ co
A — | | [ ee [ ce
S — | | [ ec [ co
S — | | ———— ee [ e
S — | | [ ec [ e
10 — | | 1 oNe 1 e
PO — | | [ ee [ coe
S — | | [  ec [ co
S — | | ——  ee [ coe
P | | [ ec [ e
15 — | | 1 oNe | e
* Amount cannot be $0. If the Prenote option is selected, 2 zeparate $0 Record of this entry is created.

Quick Add | Submit | Cancel |

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.
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iselect ActiviEY..........]

Download
Edit

Quick Edit
Caopy
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.
AT en 1012015012001 8 se

Batch Name: Payroll SEC Code: PFD
Company: PUMPERMICKEL CO Company Id: 1389876543
Discretionary Data: PAYROLL Entry Description: PAYROLL
Mame: 1D Mumber: Account: Routing: Amount: CR/DR: Held:
ohn Smith 3213210123 13579 072413450 $£500.00 CR
ane Doe 7897890789 97331 072413450 £200.00 CR
Offset 123456789 147147 072413450 $£700.00 DR

Total Debits: $700.00 Total Credits: $700.00

Select Effective Date: [SEuEN:]
Reset amounts to $0.00 after processing batch: [
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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 upload.

Upload ACH File 2

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 vou are consistently having trouble
uploading your ACH file, you may want to try another uploading method by dicking here .

File Marme; MI

upload

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.

Uploaded Files ?

File Marne: Faormat: Type: Related Account: Upload Date: © Status:
NACHA Payrall File.txt MACHE ACH /2 08/06,/2009 Uploaded

Refresh List |

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.

iSelect Achivity...
View
Download

Edit

Quick Edit
Copy

Delets

'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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Initiate Batch ?

Wiew 10| 20| 50| 100 | all | Search

Batch Name: Payroll SEC Code: PPD
Company: PUMPERMNICKEL CO Company Id: 1389876543
Discretionary Data: PAYROLL Entry Description: PAYROLL
Marne: 1D Mumber: Account: Routing: Arnount: CR/DR: Held:
ohin Smith 3213210123 13579 072413450 £500.00 CR
ane Doe 7897890789 97531 072413450 $£200.00 CR
Offset 123456789 147147 072413450 £700.00 DR
Total Debits: $700.00 Total Credits: $700.00

Select Effective Date;

Reset amounts to $0.00 after processing batch: [

Cancel
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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 fEdit: |CSV File Layout ;I

Name: I vl Account Number: I vl
ID Number: | 'l Amount: | 'l
Routing Number: I 'l *Transaction Code: I 'l

*NOTE: If your file does not contain Transaction Codes, provide the following:

Account Type: I 'l Checking Equals I Savings Equals I
Transaction Type: I 'l Debit Equals I Credit Equals I

Savel Resetl Cancel

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 D

Select Company

COOK4FUMN
PUMPERENICKEL CO

Step 2: Batch Header. Enter batch header information.
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New Batch ?
Batch Name: I SEC Code: |PPD - Prearranged Payments and Deposits j
Company: PUMPERNICKEL CO Company Id: 12389876543

Discretionary Data: IF’AYROLL Entry Description: IF‘AYROLL
Submit | Cancel

Step 3: Upload Transactions. Click Import Record to locate the file to be imported.

Add Record ?

Record Information:

Name Addenda Type | 00-Mo Addenda Infarmation |
ID Number addenda |
Amount* i .IUU Prenate

* Amount cannot be $0, If the Prenote aption is selected, 3 separate $0 Record of this entry is created,

Receiving Financial Institution Information:

Routing I Search for ABS # Account Type |Checking =
Account Number I Transaction Type  Debit @ Credit

Status & pctive © Hold

Quick Add I Add Multiple | mport Record Submit tancel |

(s

S~——~

Step 4: Select the type of file to be imported from the Import File Type drop-down menu.

Step 5: Click Browse to locate the file to be imported.

Import File - Payroll ?

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 method by clicking here.

Import File Type: Select Format 'I
Select File: Erawse...
Import

Step 6: 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.

Uploaded Files 7

File Hame: Format: Type: Related Account: Upload Date: © tatus:
MNACHA Payroll File txt MNACHA ACH MN/A 08/06/2009 Uploaded

Refresh List |

Step 7: From the ACH menu, select ACH to return to the ACH Batch List page. The imported batch will
display in the list.

Step 8: 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.

29



iselect ActiviEY..........]

Download
Edit

Quick Edit
Caopy
Delete
|Initiate

Step 9: Select the effective date from the drop-down box (only dates available for selection will display).

Step 10: (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 11: Click Initiate.
2

Wiew 10] 20|50 100 | all | Search

Batch Name: Payroll SEC Code: PFD
Company: PUMPERMICKEL CO Company Id: 1389876543
Discretionary Data: PAYROLL Entry Description: PAYROLL
Mame: 1D Mumber: Account: Routing: Amount: CR/DR: Held:
ohn Smith 3213210123 13579 072413450 $£500.00 CR
ane Doe 7897890789 97331 072413450 £200.00 CR
Offset 123456789 147147 072413450 $£700.00 DR

Total Debits: $700.00 Total Credits: $700.00

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

Add Tax Payment ?

Pay to: [Federal =l

Batch Tax FD l—

Receiving Institution Lookup

Company Name IW

Tax Period l— A Y

Tax Code | =l
Taxpayer ID l—

Payment Amount

Pay from Account

I ] ‘IDD
ISeIect Account 'l

Tax Information ID 1 | nmountl u] ,|DD

Tax Information ID 2 I nmnuntl u] ,IDD

Tax Information ID 3 | nmountl o ,|EID
Quick Add | Submit | cancel

FIELD DESCRIPTIONS

Batch: Unique customer defined batch name.

Receiving Institution: Receiving Instituion 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.

iSelect Achivity...
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 Name: Payroll SEC Code: PPD
Company: PUMPERNICKEL CO Company Id: 1389876543
Discretionary Data: PAYROLL Entry Description: PAYROLL
MNarne: ID Mumber: Account: Routing: Arnount: CR/DR: Held:
ohn Smith 3213210123 13579 072413450 £500.00 CR.
ane Doe 7897890789 97531 072413450 £200.00 CR
Offset 123456789 147147 072413450 $700.00 DR
Total Debits: $700.00 Total Credits: §700.00
Select Effective Date: [{5=]=Tndlok]sz]
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 Days | 30 Days | Search

Initigted: Effective: Batch: Type: Company: Debits: Credits: Details:

o7f10/z2009 07/31/2009 Bonuses PFD PUMPERNICKEL CO £525.00 £925.00 g
Return

Search

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

-

Search Records ?

Narme: ID Number: Batch: Arnournt: Prenote: Held:

I | I r r
Search
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Wires

Online Banking Cash Management

File Status

»Wires

Wires »Edit/ Add Transmit Templates Histary

Wires Sub-Menu Navigation Options

Wires: Displays non-repetitive (single) wire. 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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Se=Nl0m—

General Wire Information

Wire Mamn:

Credit Account Information
Credit Account Number:

Credit Account Name:

[
|
Credit Account Address: [
[
[

Receleing Bank Information f_
Receiving Bank ABA Sumber: [ Soarch for 484 Number
Receiving Bank Name: [ \% . \
Recoiving Bank Address [ \
[ _‘ " ABA Mumber e
E \ Bank Name L=
[ \ Shart Name ’— -
Wire Informatian city e
Remarks: [ State lﬁ o
|
I o
I “the data entered finds partial mateh ("Ring” will find "The Springfiald Bank™)
Repetitive Wire/Code: r Qthe data entered must match exactly with entry in database
AmaLnt: | .

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.
e 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.

35



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.

View 10 O 20 O 50 O 1

Transmit Templates

Wire Name: Sequence; Status: Armount:  Rep:  Account Number: Receiving FI:

I~ Rent 1 Ready $1,500.00 ¥ 123456 £BC BANK Transmit

Transmit Selected

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.

i
Wire Name: Sequence! Arnount: Rep: Account Murnber: Receiving FI:
Rent 1 $1,500,00 Y 123456 ABC BANK

Wire Password
Transmit | Cancel

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.

Online Banking Cash Management

Wires File 5tatus

»*Download Upload Edit Upload Format

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 users 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 items for: | Money Mk 0001 [

View/Work ARP Items
Check Mumber: Amount: Pay: Protected: Details:
View Image $500.00 Details

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

Item Details
. Money Mk
© 0001

Account Name:

Check Number: 0
Amount: $500.00
Source Of Entry: P.O.D.

. . Invalid
Exception Reason: Amount

Updated By:
When Updated: 0:00:00 am
Updated From
Workstation:
Protected(Y/N): N
DDA Batch Number: 0107
DDA Sequence Number: 0000000001

JE==]
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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.

Wiew Download for: EEKD-unsn Account vi

Erpendiad Posilien Pay 7
OSITMS5 368 Deaily Qustanding [tes [owniaad
PDITMSS38E Craily Paid [tems Downdoad

DRILY QUTSTANDING ITEMS

QOODEIOTOLSI0000A QOUOOQEL S CROOQOUOILELFO0 07 IBI00%
Q0000007000004 OO0O000SLTA OO0000000002000 09112004
Q0000701900004 DOODO00544 8 OLOO0000G002 500 12052004
GOODOTO1 900004 GO0O0005608 COOO000G002500 01222007
DOO0IOTOLB00004 QOOO000 583 CRUO00ORIO00 5000 052007
0000007010001 Q0000005909 000000000005000  CAL62007
Q000007000004 OOOa000504 & DO0000000002 500  G4232047
QO00EGOTO1 900004 00000005959 0000000010000 04 30200T
TOTAL QUTITANDING ITEMS 008 OGOQ000T10600

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:

Edit File Format ?

Begin | End
Number:
Account Type: | [ chk | sav| christmas club [ | a|
Debit / Credit: l— l— Debit Indicatar l— Credit Indlcaturl
Item Number: l— l—
Item Amount: I— I—
IssueDate: | | Dasformat| =]
Void Date: I— I— Date Format l—;l
Payee: l— l—
I;:ayee Address l— l—
g:ﬂUEE Address l— l—
g:ayee Address l— l—
E:Byee Address l— l—
void Indicator: l— l— Yes Iﬂd\caturli
Stop Indicator: l— l— ‘es Indicatar li

ﬁlﬂl Cancel




CSv:

Edit File Format ?

Account :

Number: IEieIect Option... x

Account Type: [Select Option... =] chi| sav| christmas Club 6L
Debit / Credit: [Select Option... =] pebit Indicatarl Credit Indicatar

Item Number; |2 x
Item Amount: |5 =
Issue Date: |E| *| Date Format |mmddyy  *

Void Date: Im Date Format l—;l
Payee: Iﬁ

I:;ayee Address Im

;?vee Address Im

g;ayee Address Im

z?yee Address Im

Void Indicator: Im ¥es Ind\catorl—
Stop Indicator: |Select Option... ¥| vas Indicator

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. Click Upload.
g

Select the type of file you want to 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 will provide a Browse button to help vou find the file), Click the Upload button, If you are consistently having trouble uploading
your ARP Upload file, you may want to try another uploading method by clicking here.

Upload file for: Expense Account ¥
Upload File Type: CSv File -

Select File: C:\Documents and Setting Browse...

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 ?

File Mame: Farrnat: Type: Related Account: Upload Date: © Status:
Test ARP File.xzls Comma ARP Expense Account 07/10/2009 Yiew Details
Manual Text ARP Exps Chk D004 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.

.
Status: Check Mumber: Date Issued: Payee: Arnount:
Successful 00000001234 07/10/09 American Express $1,025.36
Successful 00000001235 07/10/09 Consumers Energy £236.52
Successful Q0000001236 07/10/09 ATERT $125.95
Successful 00000001237 07/10/09 Joe's Plumhbing £542.,39

Total: 4 Checks $1I1,930.28
Approval | Cancel |

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:
Step 3:
g

Select Manual Entry from the Uploaded File Type drop-down menu.

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

Enter items for: IExpense Account 'I

MGTE: You may enter up to & pages before uploading, Each page holds 11 entries,

upload | Resetl cancel |

Check Mumber: Date Issued: Check Amount: Type: Payee:
;| | = [ oo =]
2 | | = | [pebit |
3| | | | [Debit =]
a | | [ | [oebit =] |
5 | | [ | [oebit =]
6| | = [ loee =]
7 | = e =]
8 | | = | [Debit =]
9 | | | | [Debit =] |
10| | [ | [oebit =] |
11] | = | [Debit =]

123456782
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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.

Uploaded Files ?

File Marme: Format: Type: Related Account: Upload Date: © Status:
Test ARP File.xls Comma ARP Expense Account 07/10/2009 Wiew Details
Manual Tesxt ARP Exps Chk D004 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: Armount:
Successful 00000001234 07/10/09 American Express $1,025.36
Successful 00000001235 07/10/09 Consumers Energy $£236.58
Suecessful ooooooo1236 07/10/09 AT&T $125.95
Successful 00000001227 07/10/09 Joe's Plumbing £542.30

Total: 4 Checks $1I1,930.28
Approwal | Cancel |

42




Users

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

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

Step 2: Complete the User Settings.
:

* Denctes required field
* User Name: I\
* User ID:
* Administration: M =l
* Password:
* Wire Password:
Allow User Download: Ird
Held User: -
E-mail Address: I
Daily ACH Limit: (] IEIEI Per Wire Limit: (u} o0
Transfer Limit: 0 IDD Daily Wire Limit: (] oo
Dual Wire Control: |mf Dual Wire Control Limit: o i}
I” Display/Dovenload ACH [l Edit ACH [T Import Record
[T Full ACH Control r Upload ACH [C update Record
[T Initiate ACH r Delete ACH [ Restricted Batch Access
cancel |

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 Users.
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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.

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. Will not
create new transactions.

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

User: admin
¥ Transaction Inquiry I Define Non-Rep Wires = Upload Positive Pay
[¥ Statement Inquiry I Edit Non-Rep Wires [T Work Positive Pay Items
[¥ Current Day Balance I Define Rep Wires ¥ Download ARP File
¥ Prior Day Balance ¥ Edit Rep Wires ¥ upload ARP
¥ Stop Inquiry ¥ Transmit Wires ¥ work ARP Items
W Stop Additions - NetTeller Bill Pay ¥ Transfers
T View Rates [T Order Checks
~ ES
I” work ACH Exceptions
g
[T select all
¥ certificate 12 Mo ¥  safe Deposit Box ¥ cD 1 29d
W Certificate 18 Mo ¥  Operating Account [¥ Commerical Loan
¥ Expense Account ¥  Payroll Account [¥ Small Business Loan
cancel |

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.
g

User: admin

Per Wire Limit

Dual wire Control

Transaction Inquiry
Statement Inquiry
Current Day Balance
Prior Day Balance
Stop Inquiry

Stop Additions
Order Checks

aooaoanaa

View Access for Account: | Expense Account =

I 10000, IEII]

A<«

.

Daily Wire Limit

Dual Wire Control Limit

Define Non-Rep Wires
Edit Non-Rep Wires
Define Rep Wires

Edit Rep Wires
Transmit Wires

View Transfers

I B B |

[—

Upload ARP File
work ARP Items
Download ARP File
Transfer To

Transfer From

Bill Pay

Work ACH Exceptions

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.
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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
’

iew Prior Day Information for: | Payroll Account hd

Prior Account Information

Payroll Account

Close of Business..... August 10, 2009 Prior Day Activity
Debits Credits
Current Balance...... 27,105.35 ACH Itens
Available Balance.... 27,105.35 o.o0 0.o0
Inclearing
o.oo0 0.o0
One-day Float........ 0.00 Over-the-counter
Two-day Float........ 0.o0 o.oo0 0.o0
Three-day Float...... 0.00
Over 3-day Float..... 0.00 Wires
o.oo0 0.o0
Transfers
o.oo0 0.o0
Total
o.o0 0.o0

PROCEDURES

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

Current Day Information ?

Current Account Information

Payroll Account

Az of Date........ July 10, 2009 Current Day Activity
Debits Credits
Current Balance...... 2.30 ACH Items
frailable Balance.... 7.86 70.00 0.00
Inclearing
0.o0 0.00

Ower-the-counter

0.00 72.50
Wires
0.00 0.00
Transfers
0.o0 5.36
Total
70.00 77.86

PROCEDURES

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

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

Uploaded Files ?

File Name: Format: Type: Relsted Account: Upload Date: + Status:

Test ARP File.csv cComma LRP Expense Account 07/10/2009 Wiew Details

Payroll File txt NACHA ACH [WFY 0741042009 Uploaded
Refresh List |

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

»*Parsonal 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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Modify Personal Settings ?

Current Email Address: johnsmith@companyname.com

Change Email Address: I

Reenter New Email Address: |

Password Reset Question: |pet‘s hame

Password Reset Answer: Iﬁdn
Personal Watermark:

HOTE: Click onWatermark to chance:

Modify Login Information

Online Banking 1D smith

Enter New I HOTE: IDs must include at least one letter. Cannat start with a number
Enter New Again I

Online Banking Password Enter Current I
Enter New I NOTE: Password must be Slpha-kumeric 6 - 8 characters.
Enter New Again I

Cash Management Password: Enter Current I
Enter New I NOTE: Password must be Alpha-Numeric 6 - § characters.
Enter New Again I

Cash Management Wire Password: Enter Current I
Enter New I
Enter New Again I

PROCEDURES - Edit Personal Options

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.

IDeposit Vl Select accounts to modify settings.

Deposit Accounts ?

Account Pseudo Names New Account Pseudo Names

Qperating Account

Payroll Account

Certificate 12 Mo

|
|
Expense Account I
|
|

Certificate 18 Mo

Submit | R.esetl

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.

Establish Display Defaults ?

Accounts C5 @10 Czo Cso oo Cal
Transactions: " Since Last Statement ¢ Last 7 Days ¢ Last 15 Days Last 20 Days  © Search History
RCH Batches: 10 Czo #5000 100
ACH Transactions: Ci1o0 C20 @50 C100
Wires - Transmit: C1 C20 ®sp C1o0
Wires - Edit/Add C1i0 Czo ®s50 100
Transfer History: ' Last 7 Days © Last 15 Days  Last 30 Days ¢ Search History
ACH History: © Last 7 Days ¢ Last 15 Days  Last 30 Days ¢ Search History
Wire History: " Last 7 Days " Last 15 Days * Last 30 Days ¢ Search History
Download Lines: C oneline  Twolines ¢ ThreeLines @ allLines
Transfer Confirmation: Cves Mo

Submit |

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.

(Zurrent Event Alerts . Edit Event flerts
There are currently no Event Alerts set up.
(Zun'ent Balance Alerts 7 Add Balance Alerts
There are currently no Balance Alerts set up.

[ ]

Current Item Alerts

Add Itemn Alert

There are currently no Item Alerts set up.

Current Personal Alerts . Add Personal Alert
There are currently no Personal Alerts 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 »llsars File Status

#CM User List Mew CM User

Cash User Listing ?
User Marne: User ID: Status:
Mickey Mouse admin R IW
Johin Smith john I ey IW
Tim Abbatt i Active Eelect ooton____|

Account Settings
Delete

Step 5: Place a checkmark in the Enabled Select Payments Access for this User option and then click
Submit.
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Cash User Settings ?

* Denotes required field
* User Name: John Smith
* Administration: Mo =l
* Password: Hote: Leave blank to keep current Password
* Wire Password: Hote: Leave blank to keep current Password
Allow User Download: [l
Hold User: r
E-mail Address: Ijohn.smith@companyname.com
~ Enable Select Payments Access for this User

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.

Home | Transactions | Admin | Reporiz | QuickBooks

Welcome

Yoo are currently logged into the Revenuae Manager online systermn.

News

Current Transaction Summary
Thiz iz a summary repart of all transactions currently in the systerm as of 4262009,

Step 8: Click List Users.

Home | Transactions | Admin | Reports | QuickBooks

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.
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Home | Admin

Logout

v, July 14, 2009

Username View User Edit User Full Hame Enabled Auth Caller Locked

User Admin

Fcdmin ey Edlit Admin Enabled Disahbled Unlocked
Anne Wiewy Edit Anne Jones Dizabled Disabled Urlocked
Dana iewy e Diana Fergu=zon Enabled  Dizabled Unlocked
J=mith ey Edit John Smith Disabled Disabled Unlocked

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).

l Seargh:ILast.l'Compam,r Mame ;I I

| Admin | | QuickBooks

Home Transactions Reports

ot Update User Settings

Lizt L=

Full Hame: [4ohn smith

User Hame: [+5mith

User Location: |

(s [eoash mgmt o [izhn
Li=t

Email Address: |jc-hn.smith@companyname.com |

Auto Disable: [ |

Dual Auth Amount: [0.00 |

Dual Auth Status: Iﬁpplo\red - I

¥ Enabled
¥ athorized Caller

Step 10: 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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