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Logging In
Enter the online bankingD assigned by the bank in t@mline BankingdD field.

Initial Sign Orffor Company)

Welcome to Online Banking

Oaline Banking 10 I

* MCIOROM Been et Explorer Wrson S ar Hghar Sames user nanes and passwords, It wil automanicaly comgiete any oG for you, This Jows people at your Computer Lo LSe your logns
withonst knowesg your passwords. Tu ses how to tum ths fsature off, dick becs

Enteri KS € I &G T2 dzNJ RA 3 Aniindber i the BaksBord¥iglal 1Al ugedsindyout | E L 5
company share this ID and Password. Be sure to safely and appropriately communicate it between your
users.

reoll Tost Browsss Home

Please werify your personal image! .
For secunty purposes, oach ume you logn, veanty the image on the left = the mage you seiected as your Personal Identhcabon Image

If youd have noL S8t up your Personal [dertificaton [mage, 3 random mage wil sposar. Whan you logn, you wil be prompted to ssdect a0 Inage

Online Banking 1D abboer

Omline Banking Password Basst Sasswarg
- ,]

* Microsoft iIntemet Explorer Verson % or begher saves user names and passwords. It wil automatically comrglete any login for you. This alows people at your comouter to use your
KgNg without knowing your passwords, To sae how 10 tum this feature off, chak e

FIELD DESCRIPTIONS

Online BankingD: The 12 digit number assigned the bankduring your accounsetup.
Online BankingPasswordThe last four digits dif K S O 2 YaxIDyN&rabafdefault)

Reset Passwordfo use this featurgou must have entered ammail address, Personal Questiand
Personal Question answer in the Options page. Click olinthéd your password becomdsckedand
follow the instructions to reset your password.

NOTE:¢ KS wSaSid thFaag2NR FSFHGdz2NE A& y24 I grAflotsS

PROCEDURES

Step 1: Type the appropriatenline bankinglDin the Orline BankingDfield.

Step 2: ClickSubmit
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Step 3: Type the appropriate Password in tmline Bankingasswordield.

Step 4: dick Submit



Viewing the Online Banking Agreement

Upon initial login all users will be required to read and agree to thin® Banking Services Agreement.

[ e - RSN E—— -
TN

Plaaas (W S5l SQtas t5 In CYENG Agrsumart tar A By balsting o > st

Opdine Agceemiar

‘7 [ n e Onbon Ranking Sarvces Agrusmurt & wy Tone QB sy

211 agre

M.* etea
-

4! »
PROCEDURES

Step 1: Click theClick herdink to read the Online Banking Services Agreement.
Step 2: Click thel Agreebox.

Step 3: ClickAccept



Changing Your Company Password

The first time you sign onyaevhenyour password has been resgbu will be required to change your
password for security reasonall users in your company sleathis initialOnline BankingD and
Password. 8sure to safely and appropriately communicate it between your users.

[ eyt ]
Selct 3 naw Password for Tubure accass 1o this sanica
Change vour Online Banking Password (required):
Erter your curterd Pasgward
Erear your rew Parswerd NOTH Password must he 8
Resrter your rww Passwerd

Change vour Online Banking 1D [optional):

UE crrare Onbne "‘”“]'{,u £52700000009

Cantvue

FIELD BESCRIPTIGN

Current Password:Your default passwordf you area new useror have had your password reset.

Enter your newPassword: The6 - 8 digit Alphanumericpassword of your choice. Thiancontain
numbers and letters but must include at least datter. The password cannot start with a number and

cannot contain special characters or spaces

Reenter your new password:Retype the6 ¢ 8 digit Alphanumericpassword from the previous field.

PROCEDURE

Step 1: Type the appropriate password in tisarrent password fieldhen click or tab to the next field.

Step 2: Type the newb - 8 digit Alphanumericpassword of your choice, then click or tab to the next

field.

Step 3: Reenter the exacs - 8 digit Alphanumericpassword that you entered irhée previous field.

Step 4: ClickContinue



CashUser Login Screen

Enter the Cash Managemel and Password assigned by the bank. This ID is unigqaiouser

Cash User Login

Cash Management ID

Cash Management Password

Loqgin

FIELD DESCRIPTEON

Cash Management IDThe unique ID of each Cash Management UHasare case sensitive.

Cash ManagemenPasswordThe password established for your Cash UsePiswords are case
sensitive.

PROCEDURE

Step 1: Type the appropriate sername in theCash ManagemenrDfield, then click in or tab to the
Cash ManagemerRaswordfield.

Step 2: Type the appropriate gssword in theCash ManagemerRasswordield.

Step 3: dickLogin



Changing Your Cash Management User Password

The first time you sign onyavhen your password has been resgbu will be required to changeyr
cash managememassword for security reasons.

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

Select a new Password for future access to this service.

Change your Cash Management Password (required):

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

Reenter your new Password:

coe

FIELD DESCRIPTIONS

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

Enter your new PasswordThe6 - 8 digit Alphanumericpassword of your choicehis cancontain
numbers and letters but must include at least one letter. The password cannot start with a number and
cannot contain special characters or spaces

Reenter your new passwordRetype the6 ¢ 8 digit Alphanumericpassword from the previous field.

PROCEDURES

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

Step 2: Type the newb - 8 digit Alphanumericpassword of your choice, then dior tab to the next
field.

Step 3: Reenter the exacs - 8 digit Alphanumericpassword that you entered in the previous field.

Step 4: ClickLogin



Personal Icon Screen

Select an image from the library of pictures provided.

Personal Icon:

CUrrent oy to Selact or Change your Image

Image:

oo I |

PROCEDURES

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

Step 2: dick Submit



Security Settings Screen

Review the Security Settings information.

Security Settings

New Security Feature!

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

How Does It Work?
If we detect any unusual or uncharactenstic activity, we will 25k you 1o answer your Secunty questions to make sure that 2's reafly you, This will most
likely be 3 very rare ocouwrrence,

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

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

Verification Quastions (required )i

From now on we will monitor the login activity and transactions performed in your account, and If we suspect a high-nisk transaction is about to he
performed we will agk you a few venfication questions. Please take 5 moment Lo select one question from each of the three drop-down menus,

Challenge Questions (required):

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

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

Question Three: Select Queston. . . W]

Answer:

Selact Question. . .

What is the first name of your eldest nephew/mece?

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

What is your favorite fictional character?

Which hagh: schoal &d you attend?

What 1s the street name where you kved when you were 10 years old?
What was the make of your first car?

What is your nickname?

How old was your father when you were born?

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

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

Review the established questions and answers.




Verification Quastions (required):

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

Challenge Questions {confirm):

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

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

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

Answer: a
e

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

Security Settings

Security Settings have been saved,

Thank you for como_letmu the setup of your verfication mformation. Again, we will only 35k you to answer the questions § we detect any unusual or
uncharactenstic activty, Chck 'Continue’ below to continue your session,

Contimue

PROCEDURES

Step 1: Read the Security Settis screen.
Step 2: dick Continue

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

Step 4: ClickSubmit
Step 5: Verify the established questions and answers.
Step 6: ClickEditto make changes dtonfirmto save the setting.

Step 7: ClickContinue



Cash Management User Single SignOn

Upon initial loginyou will be prompted to enter a new, unique Single Sign On ID and PassiiusdD
and Password will besed as the sigan information on all subseguent login&ach time you login you
will enter this information in thédnline BankingD andOnline Banking?assword fields versus the login
for the company.

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

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

Create your Single Sign On User (reguired):

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

Create your Single Sign On User Name: |

Enter your new Single Sign On Password :

Reenter your new Single Sign On Password :

Login

FIELD DESCRIPTIONS

Create your Single Sign On W$¢ame The User Name of your choice. User Names consist of
numbers and letters only and musiciude at least onéetter. User Namesannot start with a number
and cannot contain special characters or spaces.

Enter your newSingle Sign ORassword: The6 - 8 digit Alphanumericpassword of your choice. This
cancontainnumbers and letters but must include at least one letter. The password cannot start with a
number and cannot contain special characters or spaces

Reenter your newSingle Sign Ona8sword: Retype the6 ¢ 8 digit Alphanumeric passwordrom the
previous field.

PROCEDURES

Step 1: Type theuser name of your choide the Create your Single Sign On User Né#gld, then click
or tab to the next field.

Step 2: Type the newb - 8 digit Alphanumericpassword of your choice, then click or tab to the next
field.

Step 3: Reenter the exact - 8 digit Alphanumericpassword that you entered in the previous field.

Step 4: ClickLogin
10



Secure Token Registration

Upon initial loginyou willbe promptedtoNBE 3 A & G SNJ @2 dzNJ { SOdzNBE ¢ 21 Sy 6dac¢ 2]
[ Bewnter yowe oo Tobur |
Have you recaved your Secure Token vet? If yes, please cick Yas and follow the instruchons 10 regster your devce, If no, dick No 10 be promeded agam dunng & future logn
5= =
PROCEDURES
Step 1: If you have received your token, cli¢ks
-OR
Step 1 If you havenot received your token, cliddoto login. An alert message will display that
contains the registratioperiod end date. ClicRontinue
Important: To avoid beindgpcked out,Secure Tokens mubg registered within seven day$. not
registeredwithin the seven dayeriod, you will need to contact the bank for instructions.
[ Seveter vour s teben ]
Erter -llml requred infermation ta register your Seoura Tokan. Refar to the dagram an tha left to Jocate the device serial rembar and token code, The code an tha token chanQes every 35
‘- Device Sanal Number (back) l
Koy Fob Token Code (frore): [—
=
Step 2: Device Serial Nuimer (back): Enter the serial number located on the back side of the device,
GKAOK Aa flF0SfSR af{detteEcodeyR 60SIAAYya 6AOK || GKNEBS

- MIN! TOKEN
och BUN 0651234
[} rrc-wm.a

11



Step 3: Key Fob Token Code (frontgnter the token code located on the front side of the devitbae
token codechanges every 35 seconds.

Step 4: ClickSubmit

Register your Secure Token:

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

Continue

Step 5: ClickContinue

12



Navigation

Online Banking Bill Pay Cash Management Optons

NOTE All availablenodulesare displayed hereModulesenabled for the user will depend on your user
access.

Options for each module are located within the tab for that module. Click the tatatzesshe
available options for eaclbusinessonline banking module.

FIELD DESCRI®NS

Online Banking Acass &counts and account activities.
Bill Pay Establish payees, schedule and review bill payments and bill payment history.
Cash Managment: Access the ACH, Wire, ARP modullsgr administration, and Reporting

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

13



Account Listing Page

View: 31 10| 20 | 20 | 100 | &L 3000unts por page

Camncate 18 Mg

Aczzent [k for detate] Ralares: Tty |
Commancal $465,000.45 Past due {Saiact aption -
Acxourt (i for detais ) |
Safe Dppozt Box | Sefect opbon >

S Depaeit accounts wih a tstel balence of $109.297. 9%
2 Loan accourse with b toral Balance of §469.000.45

aulan g - n Tuadday July 24, 2009 1202533 P Eactes Tine
PRI

o aiinread Cnbie Ranbing 76 Wimed sieee Jin 0%, 200% 51017022 PM fgaes thin e

NOTEAIl available fields are displayed here. Fields enatdethe user will depend otyour useraccess.

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

FIELD DESCRIPTIONS

Balance¢ KA & A & (nafabldodlnOce. Bafanc@siisted in red with parenthesis Tate a
negative balance.

Status:The statis of the account New, Dormant Pastdue or Closed.

Customer Summary Informatiorithis summarizgthe total dollar amount in your deposit accaishas
well as any loan accounts

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

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

14



Account Activi ty Options
| owstacems |

Account (elick for Setalls) Balance: - Status|

Qperating Account

| Salect opton,

Payroll Agcount $30,843.11
Eupenze Account $356,267.14
Cortficats 12 Mt §$11,119.72
Cauficate 18 Mo $£11,516.01

Drop-Down MenuActivities

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

Download: Downloadtransaction history irdifferent formats Quicken, QuickBookbjicrosoft Money,
Spreadsheet, etc)

Stop Payments:Add or view stop payments for your account.
Statements: View your account statementsStatement history is available for up &anonths

Transfers: Add, view, editor delete accounto-account funds transferdransfers that have been set
up by the bankcannot be edited or deleted

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

Prior Day: Displays prior dainformationfor the selected account. This informati@@updated nightly.

15



Transactions

Online Banking Bill Pay Cash Management

Accounts »TransacHons Transfers Stop Payments

»» Current Transactions Cownload Search

Transactions SuiMenu Navigation Options

Current TransactionsView recent transactions.

Download: Download transactions into Personal or Commercial Financial Management software, or as
a text file or spreadsheet.

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

Al R/ 147 200% ' e - o - Mave e =~
"“““’;‘,f':‘:‘f‘.‘<1' L » View Rangs tatement O 20avs O 1SDass O 30Days
| ogterr Rel/Chask No. Dmgiption Crest: | Baane
07/13/200% 713090001 Transt ta Expense Account $30.343.11

Confirmation number 713090001
07/10/200% 710090001 Teansf to Commerical Loan ($3,700.00) $31343.11
Fabruary Paymant
Confematon aumnber 710080001
07/01/2009 610090001 Traraf to Household Accourt 1$1.60) $35043.11
Test Tranzfer
Cordirmation number §10030001
065/30/2005 [ntarest Dapask $43.93 $35044.11
D&/15/200¢ 610090001 Trans! 10 Housenodd Accoure 1$1.00 $35,000.22
Tast Transfar
Corfrmation number 10030001
Totals (this page): Transactions: 5 Debits ($2,202.00) Credits: $43.89

Transactions can be sorted by clicking on the column header. Columns available for soffiatgare
Ref/Check NgDebit, andCredit Amounts listed in the Debit column in red with parenthesis iattia
debit transaction. Amounts listed in the Balance column in red with parenthesis indicate a negative
balance.

FIELD DESCRIPTIONS

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

16



Transfers

Online Banking Bill Pay Cash Management

Accounts TransacHons »Transfers Stop Payments

e Pending Histary

Transfers Suldenu Navigation Options

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

History: View processed transfers.

ST ¢ —— % R
Mrm—————es
' Derotes rogured fiekd
* Transfer funds from: Payrol Atcount 'I Available Funds: $30,843.11
* Transfer funds to: Select option,, 'l
Payment options: None
* Transfer amount: l ’ [_
* Frequency: Ona Time "
* Transter Date: ﬁ.’el':b'..—UJJ Ej
Transfer memo: |
oot |

PROCEDURE®&dd FundsTransfer

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

Step 3: Payment gtions will only display if you are transferring to a loan account. Select the
appropriate loan paymenption from the Payment options dredown menu

NOTE:Selecting theViake regular payment to loaoption will advance your payment due date.
Payment options selected that apply the payment to principal or interest only will not advance your
payment duedate.

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

Step 5: Frequency: Select the payment frequency from tlaeop-down menu. Options include One
Time, Weekly, BiVeekly, SemaMonthly, and Monthly. (Depending on the freqocy selected,
additional fields will display on the pages.g. expiration date, day of month, etc.).

17



Step 6: Transfer Date:Enter the datehat the transfer should occur.

Step 7: (OPTIONALYransfer memo:Enter any descriptive information for therfds transfer. This
information displag with the transaction and on your statement.

Step 8: ClickSubmit
AT O

Transfers funds from: Payroll Account

Transfer tunds to:  Expense Account

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

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

tontirm | £ | Canced |

Step 9 Review the Funds Transfer information and diicki to change the information, or clicRonfirm
to complete the transfer.

SN i

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

Transter frow account: Payrell hooount
&L LO accounti Expense Rooount
&C ANDUNTI .00
July 13, 2008
descripeiont Iaterset banking transter

CORFIRMATION NUNDER

Please vetain this nuber for your reference

£84 Arvother Temnstor |

After confimation, a transfer summary and confirmation number display. Retain this information for
your records. Clickdd Another Transfeto enter another transfer of funds, or cli€@endingin the
navigation menu to review any scheduled transfers.

18



Stop Payments

Bill Pay

Online Banking Cash Management

Accounts Transachons Transfers *Stop Payments

Mew # Current

View Issued Stop Payments for: |Operating Accuunt;l

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

Stop Payment SulMenu Navigation Options

New: Place a new Stop Payment on the sedel@ccount.
Current View Stop Payment placed on the selected account

——

Hote! * Reowed Feld

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

Remarks: |

Remark?: I

Remark3: |

Remorkd: |

Remark5: |

(b ] csmet]

PROCEDURE Add a Stop Payment

Step 1: Add Stop Payment for AccountSelect the accounitwhich you want to add the Stop
Payment.

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

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

19



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

Step 7: ClickSubmitto review the Stop Payment information.

Mew Stop Payment

Enter

Review

Finish

Check Date:

Start Check Mumber:
Begin Amount:
Payee:

Remarks:

Rermarks:

Remark3:

Remark4:

Remarks:

Add Stop Payment for Account: Operating Account

07/13/2009
100234
$500.00
John Q. Public
Lost Check

Editl Conﬁrrnl

Step 8: Review he Stop Payment information. CliEkitto change the information, o€onfirmto

complete the setup of the Stop Payment.

Mew Stop Payment

Erter

Review

Finish

July 13, 2009 10:34 AM Ea

Marme:

Online Banking ID:
Cash Management ID:
Account Mame:
Account Number:

Check Date:

Start Check Mumber:
Beqin Amount:
Payee:

Rermarks:

Remarkz:

Remark3:

Remark4:

Rermarks:

Add Another Stop

stern Time

Family Practice
aooooo25

A

Operating Account

0000000930200802

03/26/2095
100234
%500.00

John Q. Public
Lost Check

ClickAdd Another Stopto enter another Stop Payment, or cli€krrentin the navigatiormenuto

review existing Stop Payments.

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

20



Statements

Bill Pay

Online Banking Cash Management

Accounts Transactons Transfers Stop Payments *Statements

View Statements for: |Operating Accountj

Yiew Statements ?

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

Staterrent History is available for up to six monthStatements are available in three formats:

e PDF

e Text

e HTML
PROCEDURES

Step 1: Clickthe drop-down menu next to a statement tohoose the viewing formatThe statement
will automatically display in the format chosen.

Select a different account from théiew Statements fodrop-down menu to view a statement for
another account.

21



Cash Management

Online Banking Cash Management

Wires File status

The Cash Managemetatb contairs all of the Cash Management functionality, including:

e ACH

e Wires

e ARP

e Users

e Reporting

e File Status (for uploaded files)

22



ACH

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

Online Banking Eill Pay Cash Management

Users File Status

»ACH Upload ACH File Tax Payment Import Layout History Search

ACH SutMenu Navigation Options

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

Upload ACH FileAllows Cash User to upload a NACHA fle recommend using files with .txt file
extension

Tax Payment Snd federal taxes via ACHIser must already be registered with the EFTPS tdhise
option.

Import Layout: Allows Cash User to estédh animport 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 andgsext 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.

ACHBatch List

Status: Batch Name: Type:  Company: Dobit: Credt:
r Ready Borwsss 2 PRD  PUMPERNICKEL CO $700.00 $700.00
r Ready chnstmas Bonss PeD COOK4FUN $4,635,58 $4,635.58
Vie
r Ready Exemgt Payrall PPD  COOKSFUN $2,536,00 $2/536.00 L'-':':':m: ad
r Ready March CCD COOK4FUN £150.00 $150.00 Edr
u Ipleaded Membarship Duas PPD  DOE COMPAN £4,900.00 $0.00 :JIJ;I;'* Edt
.oQY
& Ready PNTMNov Payrol R0 DOE COMPANY $0.00 $0.00 Impott
r Roady Tuition Prats PPD  PUMPERNICKEL CO $2,500.00 $2,%00.00 'r-"—;J?l'i‘
e wiete
Total 815, 421.58 $£10,521.58 Intizts
| Initate Selected | Select A | Delets Sedected ]

* Checkboxes outhned in red camol ba initiatad

Initiate Selected To initiate multiple batches at onceglect the checkbox for balanced batches and
clickInitiate Selected

Delete Selected:To delete multiple batches @nce, select the checkbaext to each batch and click
Delete Selected
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Select All: To Initiate or Delete all batches on the ACH Batch List, gdigkSelect Alland thenlinitiate
Selectedor Delete Selected

Drop-Down Menu Activities

View: List of transactioawithin batch.
Download Export batchto PDF or NACHA file format.
Edit Change or adttansactiongo the batch

Quick Edit Changdransactiondollar amouns, 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 aexact duplicate of the selected batch
Import (optional): Upload transactions from CSV, Taelimited, Fixed Position, NACHA files.

Update (optional): Uploadnew dollar amountusing Employee ID as matching fieldlj not create new
transactions.This option works in conjunction with the Import option.

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

Initiate: Send batch information tthe financial institution for proeessing. Initiate onlglisplays as an
optionif the batch isin balance. I £  yYOSR o6l §OKSa Ydzald AyOfdzZRS |y 27F1
financial institution.

NOTE:If the Full ACH Control option has not been granted for this user, a secondseashill 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 editedif in balance it may also be initiated.
Uploaded Batch has been uploaded oratrsactios imported.
Initiated: Batch has been sent the financial institution

Processed Financial institutiorhas moved batch to ACH warehouse.
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Manually Create an ACH Batch
Allows Cash User to manually create an ACH batdladd transactions

FIELD BSCRIPTIONSIew Batch screen

Batch Name Unique customer defined batch name.

SEC Coddndicates the type of transactions being originated.
e PPD¢ Credit or Debit entries to personal accounts.
s CCIx Credit or Debit entries to corporate accounts.

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

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

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

FIELD DESCRIPTI@Mdd Record screen

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

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

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

Amount. Transaction amount.

Prenote ldentifies transaction as a prenote.

Routing Reeivingfinancial instituton routing and transit number.

AccountType Thetype of account being credited dlebited (i.e., checking, savings, loan)

Account Number ReceiveRa | 002 dzy i y dzY 6 S NI
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Transaction Type Type of transaction (debit or credit).
Status: Status of the transgation (active or hold).

PROCEDUREGE&reate an ACH Batch

Step 1: Create New Batchzrom the main ACH Batch List pagglect the company for which the batch
is being created

Create new batch for: | Select Company u
Select Company

COOK4FUM

PUMPEREMICKEL CO

Step 2: Batch HeadetEnter batch header information.

T

Botch Name: | SEC Code: ID-‘-C' - Prearranged Paymeants and Daposits ;]
Company: PUMPERMNICKEL CO Company Id 13806876543
Discretionary Data: {‘:',-\.\'F‘ZLL Entry Description: PAYROLL

| et |

Step 3 Create Trasactions Complete the fields in the Add Record screen.

NOTE There are three ays to add transactiongndividually,by enteringmultiple recordsandby using
Import Records (To use the Import Records option refer to the Importing an ACH Batdosettthe
manual.)

When adding a transaction individualglickQuick Addto add additional transactions.
T IR—

Record Information:

Name Addenda Type [00-r0 Addenca Iréormaton -l

1D Number I Addenda [

Amount* 0 ‘EU Prencts T

AN ount cara st ba 10, M the Prenete pon o1 selectad, » roparate $0 Sacond of this satrp i created

Receiving Financial Institution Information:

Routing Search for ASA ¥ Account Type Checking %]
Account Number Transaction Type " Debit & Crede
Status & petien © oM

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

Record Information:

Name Addenda Type [00-10 Addenca Irformaton -l

1D Number I Addenda [

Amount* 0 Joo Prencts T

T Anoust carant ba 10 Mrhe Prencte apmon o selected, & raparate $0 Second of thig estry 15 creared

Receiving Financial Institution Information:

Routing Jearch for ASA ¥ Account Type Checking %]
Account Number Transaction Type  Debit & Crede
Status & petiva © HoM

Datais limited to Credit/Debit AccounABA, ID Number, Name, Amopand Checking or Savings
designation

To addaddendainformation or use ABAbkup,first add the record here thense theEdit Transaction
feature.

Pl Rercord Enier | Payeall F ™ Prerioke ®

i 0 #: Enuting #: Acount #: Chix Sav * Ameunt: o0& CR

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

Step 4: Submit BatchAfter all trarsactions have been entered, cliSkibmit 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, 8lidgknitto return to the ACH
Batch List page. The batch will display in the list.

Step5: Initiate Batch. Selectinitiate from the drop-downmenu Initiateis only availableif the batch is
in balance.Balanced batches must include an offsetie O 2 Y LJI y & & at the fihéngialz
institution.

Select Activiby...
View

Download

Edit

Quick Edit
copy

Delete

Initiate
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Step 6: Selectthe effective date fronthe drop-downbox (only datesvailable for selection will display)

Step 7: OPTIONALIf this batch will be used as a template for sending batches in the futurdkéiset
amounts to $0.00 after processing batdield may be used to reset the transaction amounts to $0.00
after the batch has been processed.

Step 8: Clickinitiate.

Batch Namp: Payroll SEC Code: PO
Company: PUMPERMNICEEL CO Company 1d: 1383870343
Discrationary Data: PAYROLL Entry Description: DAYRCL
Nane: 10 Namber Acsount Rowsng: Amsant: GO Hidd:
Jonn Serstn 13579 072413450 $500 00 R
Jane Dos 9rsa 072413450 $200.00 cR
Offset 7147 072413450 $70000 o=
Total Dobity: $700.00 Fotal Credits: $700.00

Select Effective Date; [EFNETEI———

Reset amounts to $0.00 after processing batch: [~

(=] e
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Upload an ACH Batch
Allows Cash User to upload a NACHA fileBusiness Online Banking/e recommend using files with
.txt file extension.

PROCEDURESpload an ACH Batch

Step 1: Fromthe ACHmeny, selectUpload ACH File
Step 2: ClickBrowseto locate the file to be uploaet.
EEEECTTTUTNR

Ermee the name of tha s you wash to wpioad (some browssrs wil peovids 3 Brewse butan to halp you find the 8&), Cick the Upload Dutton, I you & consistantly hanng troukie
voloading your ACH fils, you may want to try another uploading method by diching  here

Fie Name _Bowsa_|
e |

Step 3: ClickUpload. The Uploaded Files screen will appaad display the status of the uploaded file.
Please note that large files may take a few moments to upload. CliRkilngsh Liswill display the
percentage of the file uploaded. ©mcomplete the Status will displéjploaded

[ whededrie Y
Fils Nams: Format; Type: falated Aocount: Updoad Dite Stz
MACHS, Payrall File, bk P CHA, BCH i OB/DS/ 2009 Uploasaad

H!hl'llﬂtl

Step 4 From the ACHhenu, selectACHto return to the ACH Batch List page. The uploaded batch will
display in the list.

Step 5 Selectnitiate from the drop-downmenu Initiateis only availableif the batch is in balance.
Balanced batches must include an offsetite 02 Y LI y @ Q& | 002dzy i |G GKS FAYLlLY

iSelect Achivity...
View

Download

Edit

Quick Edit
copy

Delete

'Initiate

Step6: Selectthe effective date fromthe drop-downbox (only datesvailable for selection will display)

Step 7 (OPTIONALIf this batch will be used as a template for sending batches in tiueefuthe Reset
amounts to $0.00 after processing batdield may be used to reset the transaction amounts to $0.00
after the batch has been processed.

Step 8 Clickinitiate.
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[ e R Vw0120 153 ) 100 | 81 | Sancch

Batch Namp: Payrofl SEC Code: PO

Company: PUMPERMICKEL CO Company Id: 1383870343

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

Total Dobity: $700.00 Total Credits: $700.00

Select Effective Date:

Reset amounts to $0.00 after processing batch: [
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Import an ACH Batch(Optional)
Allows Cash User upload transactions fron€SV, Tabelimited, Fixed Position, NACHA filesBefore
a file can be uploaded the first time, the user must first establish the import format layout.

PROCEDURE&stablish Import Layout

Step 1: From the ACHkhenu, selectimport Layout
Step 2 Sekct the file layout from the&Select Upload Format to Create/Editop-down menu.

Ly GKS SEFYLXS 6S8St2¢6 | GNryatliadazy GFotS A
Banking which of the spreadsheet columns contain the Name, ID Nutice

QX

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

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

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

"NOTE H your fie doss not conan Transaction Coden, provide e following

Account Type: [T =] checkingEquals | SavgsEquats I
Transaction Type: | -I Debit Equals | Credit Equals ﬁ

sovo | Mt | comest |

Step 4: ClickSave

PROCEDURES8nport ACH Transaction File

NOTE:The user must first establish the impdormat layoutsteps abovéefore importing a file for the
first time.

Step 1: Create New Batchzrom the main ACH Batch List pagglect the company for which the batch
is being created

Create new batch for: | Select Company D
Select Company

COOK4FUM

PUMPERNICKEL CO

Step 2: Batch HeadetEnter batch header information.
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T

Botch Name: SEC Code: [PR0 - Prearranged Payments and Deposits »)
Company: PUMPERNICKEL CO Company Id: 1389876543
Discretionary Data: ﬁi\'F‘:LL Entry Description: PAYROLL

Step 3: ClickSubmit.

Step4: UploadTransactions Clickmport Recordto locate the file to be imported.
[ sime

Record Informsation:

Name Addendos Type EJU-HJ Addends Irformaton :]

1D Number I Addenda [

Amount* 0 E Prencts T

S Anount carnst ba 40 M the Pranece apeon it selesteds & roparate $0 Sacord of thie astry i created

Receiving Financial Institution Information:

Routing Search for A54 ¥ Account Type Checking -|
Account Number Transaction Type € Debit & Crede
Status & petien © oM

Step5: Selecthe type of file to be imported from thémport File Typedrop-down menu
Step6: ClickBrowseto locate the file to be imported
*

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

Entar the nams of e 156 you wish to ImEart (some Browsses wil provicda 3 Browss bueton to heip vou find tha 166), Chck tha Import burton. i you are consktantly haveg troubide

MPCIUng your ACH IMport ik, you may wark 10 Try another mporting method by dekng hers
Impert File Type: Saect Farmat °]
Seloct File: Browan. |

ot |

Step7: Clickimport. 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. CliRkiingsh Liswill display the
percentage of the file imported. Onceroplete the Status will displayploaded

TR ¢

Fils Name: Frormat; Troe: Fslated Aocount: Upload Dater © B
MACHS Fayrall File, b AT HE, BCH Hfa 0B/DS/200% Uploadad

muﬂ'l

Step8: From the ACH menselectACHto return to the ACH Batch List page. The imported batch will
display in the list.

NOTE To modify a transaction record after a file is imported, diidkfrom the drgp-down menu.
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Step9: Selectnitiate from the drop-downmenu Initiateis only availableif the batch is in balance.
fFyOSR o0FG0KS& Ydzald AyOf dzRS

Select Activiby...
View

Download

Edit

Quick Edit
copy

Delete

Initiate

Ly 2FFasSa G2

Stepl0: Selecthe effective date fronthe drop-downbox (only datesvailable for selection will

display)

Stepll: (OPTIONALIf this batch will be used as a template for sending batches in the future, the
Reset amounts to $0.00 after processing bafiddld may be used to reset the traastion amounts to

$0.00 after the batch has been processed.

Stepl2: Clickinitiate.
AEENUTTUTI

Batch Namp:
Company:
Discrationary Data:

Nane: 10 Namber:

Jonn Seen 3213210123
3ane Doe 7B97HS0709
Oftset 123456789

Payroll

SEC Code:

PUMPERNICKEL CO Company 1d:

PAYROLL

Entry Description:

Acsount: Rowng;

13579 072413450
g3l 072413450
7147 072413450

Select Effective Date; |EFENETEI———

Reset amounts to $0.00 after processing batch: [

(] i
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Wiww 10120 1 %0 | 400 | A | Saaceh

or0
1383870343
DAYRCL

Amoent: GO Hidd:

$500 00 R

$200.00 R

$700 00 o=

fotal Dobity: $700.00

Total Credits: $700.00

02 YLy





























































































