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Welcome to Corporate Online Banking with Equity Bank! Whether you are at
home or at the office using a mobile phone, tablet, or laptop, we strive to make
your Online Banking experience easy and convenient.

By adding powerful commercial products and features, Equity Bank provides you
with the complex tools your business needs to achieve its goals. Although our
Corporate Online Banking shares similar features with our personal accounts, this
guide is meant to help you through corporate features only.

You can navigate this guide by clicking a topic or feature in the Table of Contents.
Each section provides an overview and steps to help you during the Online
Banking process. If you have additional questions, contact us at 888.733.5041.
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Corporate Online Banking Overview

Whether you're an enterprise, large corporation or small organization, our flexible
Corporate Online Banking can efficiently serve you. Depending on your size, the
first steps in banking online are setting up your users and recipients. After setting
up these key entities, you can jump right in and experience our state-of-the-art
system!

If your business only needs one person with access to Corporate Online

Banking, you can set up a single login ID and password. This is typical for small
companies who primarily use basic Online Banking tools with occasional business
transactions.

For larger organizations, our system lets you establish multiple login IDs and
passwords for authorized employees. After setting up a company policy with
a Equity Bank representative, you can organize which employees get access to
different features within Corporate Online Banking by establishing user roles.

Recipients are people or businesses to whom you send money using a payment
feature offered through Corporate Online Banking. After creating a profile

for each recipient, you can choose the method to send them money and the
respective transaction details. Each created recipient is saved so you can quickly
and easily make future payments.

Getting Started: Corporate Online Banking Overview



Various types of payment methods are offered through Corporate Online
Banking, including wire and ACH transfers. Though they are both quick electronic
payments, wires are the fastest way to transfer money between accounts.

ACH transactions are done using a batch process, and funds are generally not
available until the next business day.

Please call us at 833-249-7658 for a full list of wire and ACH fees or if you have

any questions.

Type Description

ACH NACHA File

Upload a NACHA-formatted file.

ACH Batch

Send a payment to several recipients.

ACH Collection

Receive a payment from several recipients.

Domestic Wire

Send a wire to a recipient within the US.

International Wire

Send a wire to a recipient in a different
country.

Payroll

Send payroll to several recipients. If a
recipient has more than one account, you
can split that payment into several accounts.

Tax Payment

Send federal, state or local tax authority
payments.

Getting Started: Corporate Online Banking Overview



User Roles Overview

Once you establish your Company Policy, you can start creating user roles. User
roles are the restrictions placed to shape a user’s privileges, depending on the
responsibilities a user has. Some users may have the ability to draft a transaction,
while others can approve it. User roles must fit within the Company Policy and
cannot exceed it.

User Roles &
o
USER ROLE TEMPLATES ~

USER ROLES

Name =  Description

Company Admin has access to all features, accounts, and enabled trx types with full ameunt (per Bank polj
Admin for draft, approve, cancel trx rights. The Admin Role also has the maximum Role Approval Limit 2 ” @ Ff
Company Policy and the ability to View all User Roles trx activity

In the Manage Users tab, click User Roles.

A.
B.

You can use the search bar to find specific user roles.

Click the M icon next to the appropriate column to sort user roles by name
or users.

The number under the Users column indicates how many users are assigned
to this role. Click the number to see who is assigned to a specific role.

Corporate: User Roles Overview



Creating, Editing or Copying a User Role

To begin editing or creating a user role, you must decide what privileges and
responsibilities a particular user has. You can then write a description of the role
and give it a unique name.

User Roles «

% Search

USER ROLE TEMPLATES

USER ROLES

Company Adrmin has access to all features, accounts, and enabled trx types with full amount (per Bank palicy) - o
Admin for draft, approve, cancel trx rights. The Admin Role also has the maximum Role Approval Limits per Z) 6 W
‘Company Policy and the ability to View all User Roles trx acthvity

User Roles » Company Admin (2 e

Admin has access to all features, accounts, and enabled trx types with full amount (per ...

Overview Features Accounts

Delete

Role Mame

Description

* - ndficates requined fiel

Mew User Role 6

In the Manage Users tab, click User Roles.

1.

Decide if you are making a new role, editing an existing role or copying a role.

a. Click the Create Role button if you are making a new user role.

b. Clickthe £ icon to editan existing role.

c. Click the f_“ icon to copy and adjust an existing role.

(Optional) If you are editing an existing user role, edit the role name by

clicking the 7 icon.

Enter a role name if you are making a new role or copying a role.

Click the Continue button.

Corporate: Creating, Editing or Copying a User Role
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You can start assigning or editing a user’s rights in the Overview tab, to help you
decide which responsibilities and limitations a user should have regarding certain
transactions. Here, you can change a user’s approval limits and decide which
transaction types they can view, draft, approve or cancel.

User Roles » Company Admin ~#

Admin has access 1o all features, accounts, and enabled trx types with full amaunt (per ..

Overview Features Accounts 9

Draft Actlons.  Approve Actions.  Cancel Actions.
Max. Max Max i

Delete

ACH $999,999,990.00 999,999,999/ 959,999,999 / 999,999,999/ 1 1 1

Cellection 599599999300 $999.999,999.00 $999.999,999.00 $399.909399.00 $999.999,999.00 $399.399.999.00 |

All - Can view all fransactions
Cwin - Can view Own fransactions

Rede - Can view transactions by
others in this rale

No - Cannot view any
ransacuions

1. Choose a type of transaction to assign rights for under the Transaction Type
column.

2. Click the “All" under the View column to change which transaction activity a
user can view.

e All- Can view all transactions
¢ Own- Can view own transactions
* Role- Can view transaction by others in this role

¢ No- Cannot view any transactions

Corporate: Creating, Editing or Copying a User Role
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If a user should not have access to a certain transaction type, such as payroll or
international wires, an authorized user can disable those rights for individual

users.
User Roles » Company Admin ~ Delete
‘Admin has access 1o all features, accounts, and enabled trx types with full amount (per ..
Overview Features Accounts
Transaction oorovsl Lemit 77 Day Approval Per Month Per Account Draft Actions Approve Actions. Cancel Actions
e Approval Limit Lt Approval Limits Approval Lmits Max Max Max View
ACH $099,999,990,00 599,999,999 1 999,999,999/ 999,999,999 / 1 1 1 All
Collection $995,999,959.00 $999.599,535.00 $999.959.999.00 $599,999,959.00 $999,999,999.00 $999,999.959.00

User Roles » Company Admin ~# (3]

Admin has access to all features, accounts, and enabled trx types with full amount (per ...

Overview Features Accounts

0 =

ACH COLLECTION Change

Allowed Actions Rights Approval Limits

Open Policy Tester Add New Allowed Action

up o
Any $599,999,999

1. Select the transaction type to disable in the Overview tab.
2. Toggle the switch to “Disabled” for that specific transaction.

3. C(lick the Save button when you are finished making changes.

Corporate: Creating, Editing or Copying a User Role
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You can select the allowed operations a user can perform when handling a
transaction, such as drafting, approving or canceling rights.

Overview Features Accounts

ACH COLLECTION c“

Allowed Actions Rights Approval Limits

Open Policy Tester Add New Allowed Action

Any upts Any Any Any Any

COMPANY ADMIN POLICY » ACH COLLECTION » RULE #1 =B
e o o e R

7 ¥
Ea
i

ulol "]

1. Click the Allowed Actions tab.

2. (Optional) If you need to add new actions, click the Add New Allowed Action
button.

Click the Operations action to begin making restrictions to the action.

Toggle the On/Off switch to “On” or “Off” depending on if a user can perform
a specific operation.

* Draft: Create a transaction or template that needs approval from an
authorized user.

* Draft Restricted: Generate a drafted transaction based on an existing
template that is assigned to them or adjusted the amount, settlement,
date or description.

* Approve: Send or accept drafted transactions.
* Cancel: Reject a drafted or unprocessed transaction.

5. Click the OK button when you are finished making changes.

Corporate: Creating, Editing or Copying a User Role
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If you have Manage Company Policy rights, you can choose the maximum amount
of funds that can be drafted per transaction. This cannot exceed the Company
Policy.

=
TEST ROLE POLICY » ACH COLLECTION » RULE # ﬂ ()

atioecs ACH Collection rassacrcn for any ameunt

Enter Maximum Operation Amount

Aty Alowable Amount (@ 9

® Specifc Amount

1. Click the Amount action.
Enter the maximum draft amount or click Any for an unlimited amount.

Click the OK button when you are finished making changes.

Some users may not need to access to certain subsidiaries. You can limit which
subsidiaries a user can use when creating a transaction.

COMPANY ADMIN POLICY » ACH COLLECTION » RULE #1 m ﬂ

Ky ACH €036 10 e o e 14 SRR

1. Click the Subsidiaries action.
2. Select a subsidiary the user has authorization to use.

3. Click the OK button when you are finished making changes.

Corporate: Creating, Editing or Copying a User Role
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The Accounts tab lets you decide which users have access to perform specific
tasks within an account, including viewing the account and transaction history
and making deposits or withdrawals.

El Note: If no accounts are populating, contact your administrator to
have accounts added to your user profile.

COMPANY ADMIN POLICY » ACH COLLECTION = RULE #1 ﬂ n

Ko AL Caoction & smacion bia Foan o sl 12 SR S0090

1. Click the Accounts action.
Select the group or accounts the user has authorization to use.

3. Click the OK button when you are finished making changes.

You can also decide the time frame a user can create or draft transactions.
This allows you to closely monitor when transactions occur or when drafted

transactions need approval.

COMPANY ADMIN POLICY » ACH COLLECTION » RULE 81 m n‘

vt MO Colfection tranuaction iesa than ce ecpeal 1 $999,999,99 pifoemsed during speeified times

1. Click the Draft Hours action.
2. C(lick the boxes to select the hours a user can draft or send a transaction.

3. Click the OKwhen you are finished.
Corporate: Creating, Editing or Copying a User Role
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Standard Entry Class Codes, or SEC Codes, designate the valid payment methods
allowed. Each SEC Code defines the type of transaction (debit or credit), type of
account (business or consumer), and any information specific to the format (such
as single/recurring, terminal location, or check number).

COMPANY ADMIN POLICY » ACH COLLECTION » RULE #1 “ ﬂ

et MM CoEIION 1ot i 1, o g I SO THIAY s daring spaciind timas.

Click the SEC Codes action.
Select which code you would like to use.

Click the OK button when you are finished making changes.

Corporate: Creating, Editing or Copying a User Role
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A user’s approval limits can be adjusted, so you never have to worry about the
amount or number of transactions they make. You can set these restrictions for a
daily and monthly basis, as well as per account.

User Roles » Company Admin ~

‘Admin has access 1o all features, accounts, and enabled trx types with full amaunt (per ...

Delete

Overview Features Accounts

Approve Actions. Cancel Actions

Approval Limit View

Tyoe

ACH
Cellection

Max Max

999,999,999/

959,999,999 /
$999,999.999.00 $999.999.999.00 $999.999.999.00 $999,999.999.00 $999,999,999.00 $999,999.999.00

$999,999,999.00 999,999,999/ 1 1 1 5

User Roles » TestRole ¢ = e
Overdiew  Features  Accounts
ACH COLLECTION Change ==
Miowed Actions Bights| Approwal Limits e
Madmum Amount Maximum Count (¥
9 Per transaction Per Account Per Dy
s 100 1,000
Per Account Per Day Pee Dy
s 100 1,000
Per oy Per Month
13 100 1.000
Per Monsh
* 1.00

1. Select a transaction type in the Overview tab to edit a user’s approval limits.
2. C(lick the Approval Limits tab.

3. Edit the maximum amounts a user can approve or draft, and the maximum
number of transactions a user can perform.

4. Click the Save button when you are finished making changes.

Corporate: Creating, Editing or Copying a User Role
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The Policy Tester gives you the ability to test possible actions before making the
changes within the User Role. This allows you to see if the user is able to perform
a certain transaction based on the Bank Policy, Company Policy and User Role
Policy.

User Roles &

% Search Create Role

USER ROLE TEMPLATES 0 v

USER ROLES

Name =

Admin has access to all features, accounts, and enabled trx types with full amount (per Bank pelicy)
for draft, approve, cancel trx rights. The Admin Role also has the maximum Role Approval Limits per 2 7 E] 1]
Company Palicy and the ability to View all User Roles trx activity

Company
Admin

Overview Features Accounts User Roles

o) Appeove Canee
Transaction Type Appreval Limst Per Day Approval Limits Actans Actions
Max Max
999,999,099 / 999,999,999/ 999,999,990/ 1 ' 1
ACH Collection | $999.390990.00  (one con a0 00 $599.959,999.00 $999.959,959.00 Any Any Ay
User Roles » Company Admin ~# — m

Admin has access to all features, accounts, and enabled trx types with full amount (per .

Qverview Features Accounts

ACH COLLECTION Change

Allowed Actions Rights Approval Limits e

Open Palicy Tester Add New Allowed Action

In

1.

2.

the Manage Users tab, click User Roles.

Clickthe £ icon next to an existing user role or click the Create Role
button and follow the steps on page 9 to create a new user role.

Select the transaction type in the Overview tab that you would like to run a
test on.

Click the Open Policy Tester button.

Corporate: Creating, Editing or Copying a User Role
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Example Transaction &

e Operations * Amount * Account *

Dradt d $1,00000 | | Savings Account X00009! || Inwood National Bank: De e
SEC Code. 1P Addresses Lacation Day Time

PPD w 192.168.1.* Urited States Ay ~

[} Aush code provided

L] Template used fLe. draft restricied)

Bank Policy Company Pelicy UserRole Palicy
Merteons Saek & Treat Miurphy ared Compary I (Teaty st
Denied Denied Denied

7} This tramsaction will ba allowed

Bank Policy Company Policy Userfole Policy
Srwseet Mational Bark | Mermbe... Matienal Bark: Derms *T...

Allowed Allowed Allowed
Migwed Attions

4. Create a sample transaction to test the user’s policy.

5. Click the Test button. You can then see whether the user can perform the
transaction.

Corporate: Creating, Editing or Copying a User Role
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You may need to delete a list of allowed actions within a specific transaction type.

Test None None 0 / ff] m

Overview Features Accounts User Roles

A Draft Approve Cancel
Por Menth X . un 0
Transaction Type Approval Limit  Per Day Approval Limits ! “T;:fpm L pe k‘T_m:l:Fp ol Actions Actions Actions
) Max Max Max
959,959,959 / 999,999,999/ 999,999,999 7 1 1 1
ACH Collectio § .999,999.00 g i
e D $999.999.999.00 $999,999,999.00 $999,999,999.00 Any Any Any
User Roles » Company Admin ~# p—

Admin has access to all features, accounts, and enabled trx types with full amount (per ...

Overview Features Accounts

ACH COLLECTION Change

Allowed Actions 9 Approval Limits

Any $0aS aas ase Any Any Any Any

In the Manage Users tab, click User Roles.

1. Clickthe # icon nextto an existing user role.
2. Click on the appropriate transaction type.

3. Click the Allowed Actions tab.
4

. Click the [il icon to delete the transaction’s specific allowed actions.

[‘%l Note: At least one Allowed action needs to be set up per enabled
module to be able to do transactions.

Corporate: Creating, Editing or Copying a User Role
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When assigning user rights, the Features tab lets you control who can edit
templates or manage users, subsidiaries or recipients. Depending on their User
Policy or job duties, some users may have different responsibilities than others.

User Roles &

USER ROLE TEMPLATES a

USER ROLES

Description

Z) @

Test Nane Nene

User Roles » test ~ Delete “ e

Overview Features Accounts

FEATURES @ 9

RIGHTS
Manage Templates [Commercial) Manage Users (Commercial) e

Commercial Menw: Agcess (Commaercial) Features

Payments: ACH and Wires [Commercial Tax Paymments (Commercial)

Allgw One-Time Reciplents {Commercial) Can View Al Recipbents [Commercial)

In the Manage Users tab, click User Roles.

1. Clickthe < icon next to an existing user role or click the Create Role
button and follow the steps on page 9 to create a new user role.

2. Click the Features tab.

Enable a feature by clicking on a specific right. Dark boxes with a check mark
indicate that the feature is active.

4. Disable a feature by clicking on it to make the box white.

Click Save when you are finished making changes.

Note: If the Manage Users right is assigned to a user, they can
E?—_l change their own rights. Be sure to limit which users have this
feature. Manage User Roles will allow the same thing.

Corporate: Creating, Editing or Copying a User Role
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The Accounts tab lets you decide which users have access to perform specific
tasks within an account, including viewing the account and transaction history
and making deposits or withdrawals.

User Roles

USER ROLE TEMPLATES ~
USER ROLES

Test None Mone 2 0O M

User Roles » test ~

Delete Save

Overview Features Accounts 9 e

ACCOUNTS @

Hide unassigned accounts

Number Name View Deposit Withdraw Labels

wx9997  Savings Account

v @ @
%9998 Basic Checking e

@ @ @

In the Manage Users tab, click User Roles.

1.

Click the £ icon next to an existing user role or click the Create Role button
and follow the steps on page 9 to create a new user role.

Click the Accounts tab.

Edit a user's ability to view, deposit to or withdraw from a specific account.
e ./ Userrightis active.

* (@ Userrightis disabled.

Click the Save button when you are finished making changes.
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Deleting a User Role

If you are assigned the Manage User Roles right, you have the ability to
permanently delete a user role that is no longer needed.

User Roles «

A Search Create Role

USER ROLE TEMPLATES w
USER ROLES
- Description -
Test Naone None / @ m q
X

N

Delete User Role

Are you sure you want to delete this user role?

Cancel Delete User Rale e

In the Manage Users tab, click User Roles.

1. Click the [i icon to delete a specific user role.

2. C(lick the Delete User Role button to confirm.

Corporate: Deleting a User Role
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Users Overview

Depending on your number of employees, owners and company policies,
Corporate Online Banking lets you set up multiple users with different
responsibilities. After establishing a Company Policy with your accountant or
financial advisor, new users can be created with their own unique login IDs and
passwords.

Each user is assigned a set of user rights that permits or prevents them from
performing certain actions such as:

* Sending or drafting payments and creating templates for certain
transaction types.

* The number of approvals that can be completed in a day or the dollar
amount in a specific transaction.

* Accessing specific accounts.
* Managing recipients, users, subsidiaries and templates.

Authorized users can set up the features, accounts and rights each user needs to
do their job. Establishing these rights gives users permission to perform specific
tasks, helping you manage your business and keep it running as smooth as
possible.

Corporate: Users Overview
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The User Management page lets you view all your existing users and their contact
information in one easy place. From here, you can create users, edit rights and
oversee your employees on a day-to-day basis.

User Management

o G iy
user (= Email Address Role Status Last login e
g

' A Murphy Company Admin Active an hour ago

In the Manage Users tab, click Users.
A. The following information presents for each user:
* Name
* Email address
* Applied user role
e Status
* Lastlogin time
B. You can click on a user role to make edits.

C. Click the M icon next to the Users column to sort users in alphabetical or
reverse alphabetical order, by email address, status or last login.
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Each employee needs their own specific login ID and password to give them

access to your business'’s online banking. This allows you to manage your

business banking at multiple levels.

User Management

User = Email Address Role
A Murphy Company Ademin

Treasury Services Company Adein

O ==

Status Last login

Active an hour ago

Autive Zyears ago

New User Details

PERSONAL DETAILS
First Name Last Name

Fhane Country Fhone

LOGIN DETAILS
LoginiD Password

User Role

‘ Unassigned

Emall Address

Confirm Password

Sl

In the Manage Users tab, click Users.

1. Click the Add User button in the top right corner.

2. Enter the user’s first name, last name and email address.

3. Select the user’s country using the “Phone Country” drop-down and enter

their phone number.

4. Create a unique login ID for the new user.

Enter a password following our guidelines and confirm it in the provided

space.

Select the appropriate user role using the drop-down.

7. Click the Save New User Details button when you are finished.
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Editing a User

Authorized users with the Manage Users right can make changes to existing users
at any time. This is especially beneficial if someone’s job title changes and their
approval limits and responsibilities need to be adjusted.

User Management

User = Email Address Role Status Last login
A Murphy Compadry Adrmin Active an hour aga & n
Treasury Services Company Admin Active 2 years ago &

User Details

St

Artive.
e Lt Status

PERSONAL DETAILS

Firse Hame Last Hame Emall Address

Marketing Treasury Tester marketing@exampte.com
Phane Country Phone

Urited States 3

USER ROLE Manage User Rots
Carrent Roke

9 Compasy Admia

In the Manage Users tab, click Users.
1. Find the user you want to edit and click the & icon.
2. Activate or deactivate a user by clicking “Edit Status” link.

3. Select a different user role using the “Current Role” drop-down. Click the
Update Role button when you are finished making changes.
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If you are assigned the Manage Users right, you have the ability to permanently

delete a user that is no longer needed. This deletes their contact information from
the User Management page and deactivates their Corporate Online Banking login
ID. It does not erase the data from any existing payments.

User Management

Corrpuny Asmin

USER LOGINS

Lo e Crasewt

- e

Uief - Erail Address Roe Snus Last login
A Murghy Company Adenin Active e P age & 0
Treasury Serdern Company Ademin Actve  years ago &

User Details

Mot

e

s

PERSONAL DETAILS

frev— [rep. et adren

Maremng Ty ey g o

Frare Coury e

e e o

USERROLE  wirige v foims

Cumrers fube.

et

Delete User

Are you sre you want 15 delete this utert

[~ ] - J3)

In the Manage Users tab, click Users.

1. Find the user you want to remove and click the & icon.

2. Click the Delete button.

3. Click the Confirm button to permanently remove a user.
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Recipient Overview

A recipient is any person or company that receives payments from your business.
For easy access on the Recipient Management page, you can set up individual
profiles, so funds can be sent to or received by a recipient. After they are created,
you can include them in multiple payments or templates.

Recipients

0 Name Email Address (= Number of Accounts Actions

test test2@email.com 1

test test@email.com 1 G

Edit

Delete

Payment History
In the Commercial tab, click Recipients.
A. The following information presents for each recipient:

* Name

* Email address

* Number of accounts they have

B. Click the M icon next the appropriate column to sort recipients by display
name, number of accounts, or email address.

C. Clickthe : icon to make edits to or delete a specific recipient or view
payment history.
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If you are assigned the Manage Recipient right, you need to set up your recipients

befo
and

Inth
1.
2.

28 P ® N o v A

- O

re you can send payments. In order to add a recipient, you need their contact
account information.

Recipients

Add Recipient 9

Display Name * Email Address

example@example.com

+ Add
Accounts (1) account e

Account Payment Type Finangial Institution [F1) Routing Number

Account - New ACH and Wire A : Edit

Payment Type Remove

ACH Only

| <
Account Type * Account *
Select Account Type v Ex, 129338123 e

Financial Institution (F1) Refined Search, ACH Routing Number *

Search by name of routing #

-

e Commercial tab, click Recipients.
Click the New Recipient button.
Enter a display name and the recipient's email address.

(Optional) Check the box next to “Send email notifications for template
payments” to alert them when a payment is sent.

(Optional) Click the “+Add Account” link to add a new account.

Select a payment type using the “Payment Type” drop-down.

Select the recipient’s account type using the “Account Type” drop-down.
Enter the recipient’s account number.

(Optional) Enter the financial institution (FI).

Enter the recipent's ACH routing number.

. Click the : icon to edit or remove a recipient's account information.
. Click the - button when you are finished.
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You need to provide a new recipient's account information, including their
financial institution (FI) and account number. Depending on the types of
payments you plan on sending them, you need to specify how users are allowed
to send funds to this recipient.

Recipient Details

‘Wire Beneficiary Name * ACH Heneliciary Name * ACHID
Country Address 1 * Address 2
United States
Cley * State * ZIp*
Select State "
Templates (0)
el -

1. Enter the wire name.
2. Enter the ACH name and ID.
3. (Optional) Use the drop-down to select the recipient’s country.
4. (Optional) Enter the recipient’s street address.
5. (Optional) Enter the recipient's city.
6. (Optional) Select the recipient’s state using the drop-down and enter the zip

code.

7. Click the Save Recipient button.
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If you are assigned the Manage Recipient right, you need to set up your recipients
before you can send payments. In order to add a recipient, you need their contact
and account information.

Recipients
o £=x3
Name Email Address ~ MNumber of Accounts Actions

test test2@email.com 1

Add Recipient

Display Name * Email Address
9 example@example.com
* Add account
Accounts (1)

Account Payment Type Financial Institution (FI) Routing Number

Account - New ACH and Wire MIA . Edit

Payment Type Beneficiary Type REmove;

ACH and Wire W
‘Ageount Type * Account * @
Select Account Type e Ex 129358123

Financial Institution (F1) Refined Search ACH Routing Number * 9

L Search by name or routing &,

In the Commercial tab, click Recipients.
1. Click the New Recipient button.
2. Enter adisplay name and the recipient’'s email address.

3. (Optional) Check the box next to “Send email notifications for template
payments” to alert them when a payment is sent.

(Optional) Click the “+Add Account” link to add a new account.
Select a payment type using the “Payment Type” drop-down.

Select the recipient’s account type using the “Account Type” drop-down.

Enter the recipient’s account number.
(Optional) Enter the financial institution (FI).

Enter the recipient’'s ACH routing number.

2 ©® N o v oA

0. Click the : icon to edit or remove a recipient’s account information.
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When sending a wire, the beneficiary Fl is the final bank that receives the funds.
Depending on the payment type you selected in Part 1, you may need to provide
beneficiary Fl information.

Beneficiary Fl
Name * Country * F1 ABA Number *
Address 1% Address 2 Clty *
State ® Postal Code *
Select State W

Enter the beneficiary FI's name.
Enter the FI ABA number.

Enter its street address and city.

P W N o=

Select the state using the drop-down and enter its postal code.

Note: Incorrect beneficiary details are the main reason wire
transfers are rejected. Be sure all information is correct before
proceeding.
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Some FIs use an in-between third-party bank called an intermediary Fl to process
funds. If your beneficiary Fl requires an intermediary Fl, you need the FI's wire
routing number and address.

Intermediary Fl
0 Name Country Wire Routing Number
E Address 1 Address 2 City
State Postal Code

e Select State e
2 -

Enter the intermediary FI's name and wire routing number.
2. Enterits street address and city.

3. Select the intermediary FI's location using the “State” drop-down and enter its
postal code.

4. Click the [l button.
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You need to provide a new recipient's account information, including their
financial institution (FI) and account number. Depending on the types of
payments you plan on sending, you need to specify how users are allowed to

send funds to this recipient.

Recipient Details

Wire Beneficiary Name * @ ACH Beneficiary Name @
Country Address 1
United States
City State
Select State
Templates (0)

ACHID @

Address 2

ZIP

Cancel

Enter the wire name.

Enter the ACH name and ACH ID.

Select the recipient's country using the drop-down, then enter their street

address.

4. Enter the city and select the recipient’s state using the drop-down.

Enter the zip code.

6. Click the Save Recipient button.

Corporate: Recipient Overview
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If you are assigned the Manage Recipient right, you need to set up your recipients
before you can send payments. In order to add a recipient, you need their contact
and account information.

Recipients

Email Address ~

test test2@email.com

Murnber of Atcounts Actions

1

Add Recipient

Display Narme *

Accounts (1)

Agcourt Payment Type

Account - New ACH and Wire

I Payment Type
Wire Ondy
Account *

Ex 129338123

Email Address

waample@eample.com

Financial Institution (FT)

Beneficiary Type
Demestic
Financlal Institution (F1) Refined Search

Search by name or routing &

= Add account

°

Edit

Routing Number

Remove

MR

In the Commercial tab, click Recipients.

1.

© © N o u »

Click the New Recipient button.

Enter the recipient's name and email address.

(Optional) Check the box next to “Send email notifications for template
payments” to alert them when a payment is sent.

(Optional) Click the “+Add Account” link to add a new account.

Select a payment type using the “Payment Type” drop-down.

Select Domestic from the “Beneficiary Type” drop-down.

Enter the recipient’'s account number.

(Optional) Enter the financial institution (FI).

Click the :

icon to edit or remove a recipient’s account information.
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When sending a wire, the beneficiary Fl is the final bank that receives the funds.
Depending on the payment type you selected in Part 1, you may need to provide
beneficiary Fl information.

Beneficiary Fl
Name * Country * F1 ABA Number *
Address 1% Address 2 Clty *
State ® Postal Code *
Select State W

Enter the beneficiary FI's name.
Enter the FI ABA number.

Enter its street address and city.

BwoN oo

. Select the recipient’s state using the drop-down, and enter its postal code.

Note: Incorrect beneficiary details are the main reason wire
transfers are rejected. Be sure all information is correct before
proceeding.
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Some FIs use an in-between third-party bank called an intermediary Fl to process
funds. If your beneficiary Fl requires an intermediary Fl, you need the FI's wire
routing number and address.

Intermediary Fl

Name Country Wire Routing Number
Address 1 Address 2 City

State Postal Code

Select State b

= -

Enter the intermediary FI's name and wire routing number.
Enter its street address and city.

Select the intermediary FI's location using the “State” drop-down, and enter
its postal code.

Click the - button.
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You need to provide a new recipient's account information, including their
financial institution (FI) and account number. Depending on the types of
payments you plan on sending them, you need to specify how users are allowed

to send funds to this recipient.

Recipient Details
Wire Beneficiary Name * @ ACH Beneficiary Name @
Country Address 1

e United States
City State

e Select State
Templates (0)

ACHID @

Address 2

ZIP

e m

1. Enter the wire name.

2. Select the recipient’s country using the drop-down, then enter their street

address.

3. Enter the city and select the recipient’s state using the drop-down.

4. Enter the zip code.

5. Click the Save Recipient button.
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If you are assigned the Manage Recipient right, you need to set up your recipients
before you can send payments. In order to add a recipient, you need their contact
and account information.

Recipients
o £==1
Name Email Address ~ MNumber of Accounts Actions

test test2@email.com 1

Add Recipient

Display Name * Email Address

+ Add account
Accounts (1) s

Account Payment Type Finandial Institution (F1) Routing Number

Account - New ACH and Wire 6 NIA e H Edit

Remove

Payment Type Beneficiary Type international Account Type
q Wire Only N International W I IBAN v ‘
- . e

Payment Type Beneficiary Type international Account Type

Wire Only v International | SWIFT/BIC

Account *

Ex 129398123

In the Commerecial tab, click Recipients.
1. Click the New Recipient button.
2. Enter the recipient's name and email address.

3. (Optional) Check the box next to “Send email notifications for template
payments” to alert them when a payment is sent.

4. (Optional) Click the “+Add Account” link to add a new account.
5. Select a payment type using the “Payment Type" drop-down.
6. Select International from the “Beneficiary Type” drop-down.
7

Select the recipient’s account type using the “International Account Type”
drop-down.

%

(SWIFT/BIC Only) Enter the recipient’s account number.
Click the : icon to edit or remove a recipient’s account information.
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When sending a wire, the beneficiary Fl is the final bank that receives the funds.
Depending on the payment type you selected in Part 1, you may need to provide
beneficiary Fl information.

Beneficiary FI e
Name * Country * 1BAN *
Select Country "

Address 1 Address 2 * Address 3

Beneficiary FI

Name * Country * SWIFT/BIC*
Select Country R

Address 1* Address 2 * Address 3

Beneficiary FI

Name ™ Country * IBAN * e
Select Country b

SWIFT/BIC * Address 1% Address 2 *

Address 3

1. Enter the beneficiary FI's name.
Select the beneficary’'s country from the drop-down.

Depending on your international account type selection, enter either the
recipient’'s IBAN, SWIFT/BIC or both.

4. Enter the beneficiary's address.

Note: Incorrect beneficiary details are the main reason wire
E?—J transfers are rejected. Be sure all information is correct before
proceeding.
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Some Fls use an in-between third-party bank called an intermediary Fl to process
funds. If your beneficiary Fl requires an intermediary Fl, you need the FI's wire
routing number and address.

Intermediary Fl

Name Country Wire Routing Number
Address 1 Address 2 City

State Postal Code

Select State b

= -

Enter the intermediary FI's name, country and wire routing number.
Enter its street address and city.

Select the intermediary FI's location using the “State” drop-down and enter its
postal code.

Click the - button.
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You need to provide a new recipient's account information, including their
financial institution (FI) and account number. Depending on the types of
payments you plan on sending them, you need to specify how users are allowed
to send funds to this recipient.

Recipient Details -

Wire Beneficiary Name * @ ACH Beneficiary Name @ ACH ID @

Country Address 1 Address 2

United States
City State P
Select State
Templates (0) -
() @

1. Enter the wire name.
2. Select the recipient’s country using the drop-down.
3. Enter the recipient’s street address.
4. Enter the city and select the recipient’s state using the drop-down.
5. Enter the zip code.
6. Click the Save Recipient button.
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If a recipient’s account or personal information changes, an authorized user can
make those necessary edits from the Recipient Management page.

In the Commercial tab, click Recipients.

1.

2
3.
4

Recipients

Email Address =

s @erna.com

bess@emall.com

Mumriber of Actounts Actions

Edit test

Display Name *

Emal Address

test

test@ernai.com

Accounts (1)

Aeeoun

| Checking - *6789

Reciplent Detalls

Wire Name

e Country

United States

ity

Templates (0)

Puyenesa Type Firangal tetitus

Wire Gy tes

ACH Name

Address 1

Suate

Select State

Send emad natficatons for template
payments

» Ardd acesunt

et b

122105155

ACH 1D

Address 2

e

Edit

Remave

Find the recipient you want to edit and click the : icon.

Click the :

Edit the recipient’s details.

icon to edit or remove a recipient’s account information.

Review the recipient’s assigned templates and how much money they

receive.

Click the Save Recipient button when you are finished making changes.
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When you make changes to an existing recipient, you can view and edit which
templates the recipient is assigned to. While viewing their templates, you can

change their accounts or edit specific templates.

Templates (5)

Template Payment Type Amount Account

ACH Batch Test ACH Outgolng $0.01 Checking - *3456

Cancel

In the Commerecial tab, click Recipients.

Access 9

1. Review the list of templates the recipient is added to and the amount the

recipient receives from each payment.

Click the “Access” link to edit a specific template.

3. Click the Save Recipient button when you are finished making changes.

El Note: For additional information about editing a recipient’s assigned

templates, go to page 47.
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Deleting a Recipient

If you are assigned the Manage Recipient right, you have the ability to
permanently delete a recipient that is no longer needed. This deletes their contact
information from the Recipient Management page, but it does not erase the data
from any existing payments.

Recipients
New Recipient L Search
Name Email Address ~ Number of Accounts Actions
test test2@email.com 1 E 0
test test@email.com 1 o
eiene
ngmart antory

Delete Recipient

Are you sure you want 1o delete this reciplent?

In the Commercial tab, click Recipients.
1. Clickthe : icon and select “Delete” to remove a recipient.

2. Click the Delete Recipient button to permanently delete a recipient.
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Payment Template Overview

If you have frequent repeating payments such as payroll or wires, you can set
up a template so each transaction is fast and simple. These templates automate
your routine transactions by making a payment model with detailed directions
established by an authorized user. Using templates reduces mistakes and saves
you time on a regular basis.

Payments

m e —
Templates

Mame Type Recipients Last Paid Date Last Paid Amount Actions | pa

cooy
Q Ty Test ACH Payment (PPD) 1 $5.021.76 212016 : Deletn

In the Commercial tab, click Payments.

-+ Create Template

TResult (Fiters: CAND  ACH Payment

Pay

A. You can find specific templates by using the search bar or filter your
templates using the provided filters.

B. Click the M icon next to the appropriate column to sort templates by name,
transaction type, recipient, last paid date and last paid amount.

C. Templates can be saved to your favorites by clicking the ﬁﬁ? icon.

Click the : icon to make a payment, edit, copy or delete a template.
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Creating a Template

If you are assigned Draft or Approval rights, you can create a template for
recurring transactions.

A template is a pre-made payment model. It contains detailed directions that
can be used for repeated transactions. Using a template helps reduce mistakes,
assign tasks and control payments. It's best practice to use a template if you are
sending payments to:

* Vendors or suppliers
e (Collections from customers

* Payroll
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Depending on your user rights, you can create a template for an ACH Batch. An
ACH Batch allows you to send multiple ACH payments. Creating a template helps
reduce mistakes and keeps payments consistent.

Payments

New Payment % Search

o =} Create Template
Ternplates
ACH Batch e @) @

Template Properties

e Template Name Template Access Rights
‘ Ternplate Name 2 of 2 user roles selected e

In the Commercial tab, click Payments.

1. Select a template type using the “+Create Template” link and choose ACH
Batch.

2. (Optional) If you need to change your payment type, click the “Change Type”
link.

3. (Optional) If you are adding more than one recipient, you can upload a
Comma Separated Values (CSV) document by clicking the “Import Amounts”
link. This option only appears when more than one recipient is selected.

4. Enter the template name.

Select the users that have access to the template by clicking the link.
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Origination Details
SEC Code Company Entry Description From Subsidiary

—Sefect a SEC Code— Equiy.

@ ad siaseqyq]
Account

Recipients (1) mrers: [0 Fm-Nue \ H @
a + Add muitiple recipéents

Recipient/Account Amount

I 7} This paymaent is valid, @
@ ABC Company @
Checking 123456
Show Details @

@ Addendum

$0.00 Cancel
1 payments (1 for $0.00) ‘

6. Use the “SEC code,” “Company Entry Description,” “From Subsidiary,” and
“Account” drop-downs to choose the appropriate selections.

7. (Optional) Click the “+ multiple recipients” link to add several recipients at
once.

8. (Optional) Use the search bar to locate a specific recipient.

9. (Optional) Click the } icon to expand or collapse selected recipients.
10. Select a recipient.

11. Enter an amount.

12. (Optional) Click the : icon to copy, remove or expand row on a specific
recipient.

13. (Optional) Click the “Show Details” link to view recipient information.
14. (Optional) Enter an addendum.

15. (Optional) You can add another recipient by clicking the “+Add another
recipient” link.

16. Click the Save button.
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Depending on your user rights, you can create a template for an ACH Collection.
An ACH Collection allows you to send multiple transactions to multiple recipients.
Creating a template helps reduce mistakes and keeps payments consistent.

Payments

m i 2o

Templates

0 4 Create Template

ACH Collection e €)) s )

Template Properties
Template Name Template Access Rights
e 4 of 4 user roles selected e

QOrigination Details

SEC Code @ Company Entry Description To Subsidiary
e —-Select @ SEC Code-— e e
Account

In the Commercial tab, click Payments.

1. Select a template type using the “+Create Template” link and choose “ACH
Collection.”

"

2. (Optional) If you need to change your payment type, click the “Change Type
link.

3. (Optional) If you are adding more than one recipient, you can upload a
Comma Separated Values (CSV) document by clicking the “Import Amounts”
link. This option only appears when more than one recipient is selected.

Enter the template name.

Select the users that have access to the template by clicking the link.
Select an SEC code using the drop-down.

Enter a Company Entry Description.

Select the To Subsidiary account.

W ©® N o U A

Select an account.
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11.
12.
13.
14.
15.

16.
17.
18.

19.

Recipients (1) riters: [l m--N@ . Find reciplents in collection
+ Add muttiple reciplents;
Recipient/Account Amount

A $0.00

Checking 123456785
Show Details @ Q

| () This payment is valid, @ @

Addendum

+ Add anather recipient @
$0.00 cancal
1 collections (1 for $0.00)

(Optional) Click the “+ multiple recipients” link to add several recipients at
once.

(Optional) Use the search bar to locate a specific recipient.
(Optional) Click the } icon to expand or collapse selected recipients.
Select a recipent.

Enter an amount.

(Optional) Click the } icon to copy, remove or expand row on a specific
recipient.

(Optional) Click the “Show Details” link to view recipient information.
(Optional) Enter an addendum.

(Optional) You can add another recipient by clicking the “+Add another
recipient” link.

Click the Save button.
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You can create a template for a wire depending on your user rights. Send a
domestic wire to any recipient in your country. Create a template to help reduce
mistakes and keep payments consistent.

Payments

New Payment \ Search

c <4 Create Template
Templates

Domestic Wire (change type e

Template Properties

Template Name Template Access Rights
e 3 of 3 users selected

Origination Details

From Subsidiary Account
q Murphy and Company arch b ber G

In the Commercial tab, click Payments.

1. Select a template type using the “+Create Template” link and choose
Domestic Wire.

2. (Optional) If you need to change your payment type, click the “Change Type”
link.

Enter the template name.
Select the users that have access to the template by clicking the link.

Select the From Subsidiary.

o v W

Select an account.
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<) This payrnent is valid, : é
Reciplent/Account Amount
ABC Compary2 9
K 123456

Chadidng
Show Details m

OPTIONAL WIRE INFORMATION ~

Message to Beneficlary

Description

= -

Select or create a recipient from the drop-down.

Enter an amount.

(Optional) Click the } icon to expand or collapse selected recipients.
(Optional) Check the box to notify a recipient.

(Optional) Click the “Show Details” link to view recipient information.
(Optional) Click the “Optional Wire Information” link to add more information.
(Optional) Enter a message to the beneficiary.

(Optional) Enter a Description.

Click the Save button when you are finished.
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You can create a template for a wire depending on your user rights. Send an
international wire to a recipient across the world. Create a template to help
reduce mistakes and keep payments consistent.

Payments

e
0 ~ Create Template
Templates

International Wire @ne e 9
Template Properties
femplate Name Temolate Access Rights
e 2 of 2 users selected e
Origination Details

¥rom Subsidiary Account
e MELISSA EBARB bk v nbe @
P

In the Commercial tab, click Payments.

1. Select a template type using the “+Create Template” link and choose
International Wire.

n

2. (Optional) If you need to change your payment type, click the “Change Type
link.

Enter the template name.
Select the users that have access to the template by clicking the link.

Select the From Subsidiary.

o v W

Select an account.
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) This payment is valid. e 1 b

Reciplent/Account Currency Amount

Canada Test USD - LS. Dollar
SWET I TOGMCATTION 12

OPTIONAL WIRE INFORMATION ~

lessage to Beneficiary ©

Tescription ©

Select or create a recipient from the drop-down.

Select a currency type.

Enter an amount.

(Optional) Click the } icon to expand or collapse selected recipients.
(Optional) Check the box to notify a recipient.

(Optional) Click the “Show Details” link to view recipient information.
(Optional) Click the “Optional Wire Information” link to add more information.
(Optional) Enter a Message to the Beneficiary.

(Optional) Enter a Description.

Click the Save button when you are finished.
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Create a one-time template for your employee payroll. Send payments to multiple

em

ployees and accounts. When you create a template, you can help reduce

mistakes and keep payments consistent.

Payments

el
0 = Create Template
Templates

Payroll @ e e g (e

Template Properties

Template Name Ternplate Access Rights

4 of 4 user roles selecred e
Origination Detalls 0

Company Entry Deseription From Subsidiary Account

N =

® N o u &

Select a template type using the “+Create Template” link and choose Payroll.

(Optional) If you need to change your payment type, click the “Change Type”
link.

(Optional) If you are adding more than one recipient, you can upload a
Comma Separated Values (CSV) document by clicking the “Import Amounts”
link. This option only appears when more than one recipient is selected.

Enter the template name.

Select the users that have access to the template by clicking the link.
(Optional) Enter a Company Entry Description.

Select the From Subsidiary account.

Select an account the funds will be taken from.
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Recipients (1) fiers: [l Pre—N@ . Find reciplents in payment b

+ Add multiple reciplents

Recipient/Account Amount

() This payment is valid. @ +
achtst L
Checking 123456789 0 @

Show Details @

Addendum

+ Add another recipient @
0 Cancel
1 payments (1 for $0.00)

(Optional) Click the “+Add multiple recipients” link to add several recipients at
once.

(Optional) Use the search bar to locate a specific recipient.
(Optional) Click the  icon to expand or collapse selected recipients.
Select a recipient or create a new recipient from the drop-down.
Enter an amount.

(Optional) Click the i icon to copy or remove on a specific recipient.
(Optional) Click the “Show Details” link to view recipient information.
(Optional) Enter an Addendum.

Click the “+Add another recipient” link to a single recipent.

Click the Save button when you are finished.
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Sending a Single Payment

It is easy to make a single payment once you set up your recipients. You can
change your payment types to create ACH payments or wire transfers all from
one convenient place.

You can draft or create a new ACH Batch payment. You have the option to
manually enter a recipient or you can upload multiple recipients using a Comma
Separated Values (CSV) document.

Payments

G m skl

Templates

ACH Batch (change ype e 9 Upload From File) ( Impart Amounts 9

== Create Template

In the Commercial tab, click Payments.

1. Select a payment type using the New Payment button and choose ACH
Batch.

2. (Optional) If you need to change your payment type, click the “Change Type"”
link.

3. (Optional) If you would like to upload recipients and amounts from a file, click
the “Upload From File” link. For more information about this option, go to
page 71.

4. (Optional) If you are adding more than one recipient, you can upload a
Comma Separated Values (CSV) document by clicking the “Import Amounts”
link. This option only appears when more than one recipient is selected.

Corporate: Sending a Single Payment
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®

Origination Details e @ e

SEC Code Company Entry Description From Subsidiary
—Select a SEC Code— Bty
Account Effective Date TS

0973072020 = Set schedube @
Reciplents (1) mters: [0 we-m@ \ : @

+ Add multiple recipients

Reciplent/Account Amount

® : @

2 3 Y ® N o Ww

- O

12.
13.
14.
15.
16.

Select an SEC code using the drop-down.
(Optional) Enter a Company Entry Description.
Select the From Subsidiary account.

Select an account.

Select the effective date.

(Optional) Set up a reccurence.

(Optional) Click the “+Add multiple recipients” link to add several recipients at
once.

(Optional) Use the search bar to locate a specific recipient.
(Optional) Click the } icon to expand or collapse selected recipients.
Select a recipent.

Enter an amount.

(Optional) Click the  icon to copy, remove, and expand row on a specific
recipient.
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Recipient/Account Amount
(¥) This payment is valid.

achtst

$0.00
Checking 123456789

Show Details @

Addendum

@ + Add ancther recipient

$0.00 Cancel
1 payments {1 for $0.00) |

17. (Optional) Check the box to notify a recipient of an incoming payment.

18. (Optional) Click the “Show Details” link to view your recipient’s information.
19. (Optional) Add an addendum.

20. (Optional) You can add another recipient by clicking the “+Add another
recipient” link.

21. Click the Draft or Approve button depending on your user roles.
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You can draft or create a new ACH Collection payment. You have the option to
manually enter your recipients or upload multiple recipients at once using a
Comma Separated Values (CSV) document.

Payments

a New Payment

Templates

+ Create Template

ACH CO“ECtIOI"I Change Type e e Upload From File) | import Amounts 15

ei

In the Commercial tab, click Payments.

1. Select a payment type using the New Payment button and choose ACH
Collection.

2. (Optional) If you need to change your payment type, click the “Change Type”
link.

3. (Optional) If you would like to upload recipients and amounts from a file, click
the “Upload From File” link. For more information about this option, go to
page 71.

4. (Optional) If you are adding more than one recipient, you can upload a
Comma Separated Values (CSV) document by clicking the “Import Amounts”
link. This option only appears when more than one recipient is selected.
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Origination Details @ e

SEC Code Company Entry Description To Subsidiary
—=5elect a SEC Code-- fq“:'fy‘ i
Account Effective Date Recurrence

0973072020 set schedule @

Recipients (1) piners: [l Pre-Notes Find reciplents in collection

+ Add multiple reciplents m

2 39 9 N oW

- O

13.

Select an SEC code using the drop-down.’
(Optional) Enter the Company Entry Description.
Select the To Subsidiary account.

Select an account.

Select the effective date.

(Optional) Set up a reccurence.

(Optional) Click the “+Add multiple recipients” link to add several recipients at
once.

(Optional) Use the search bar to locate a specific recipient.

(Optional) Click the } icon to expand or collapse selected recipients.
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Reciplent/Account Amount

(&) This payment s valid. @ .
achtst

$0,
Checking 123456789 Ly @

Show Details @

Addendum

+ Add another reciplent @

1 collections (1 for $0.00) J

14. Select a recipent.

15. Enter an amount.

16. (Optional) Click the } icon to copy, remove or expand row on a specific
recipient.

17. (Optional) Check the box to notify a recipient of an incoming payment.
18. (Optional) Click the “Show Details” link to view your recipient’s information.
19. (Optional) Add an addendum.

20. (Optional) You can add another recipient by clicking the “+Add another
recipient” link.

21. Click the Draft or Approve button depending on your user roles.
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You can draft or create a new domestic wire. Domestic wires allow you to send
funds to any recipient in your country. Make sure you all have the necessary
account and contact information before you continue.

Payments

a Naw Fayment L Search

Templates

-} Create Template

Domestic Wire (chonse ype 9
Origination Details

e From Subsidiary Account a

ke D Recurrence
e‘ 0673072020 151 | (set schedule

In the Commercial tab, click Payments.

1. Select a payment type using the New Payment button and choose Domestic
Wires.

2. (Optional) If you need to change your payment type, click the “Change Type”
link.

Select the From Subsidiary.
Select an account.

Select a process date using the calendar feature.

o v W

(Optional) Set up a reccurence.
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This payment is incomplete f @

Recipient/Account Amount
ABC Company2 e

Shew Details 0

OPTIONAL WIRE INFORMATION ~

Message to Beneficlary ©

Description

e [ D

Select or create a recipient from the drop-down.

Enter an amount.

(Optional) Click the } icon to expand or collapse selected recipients.
(Optional) Check the box to notify a recipient.

(Optional) Click the “Show Details” link to view recipient information.
(Optional) Click the “Optional Wire Information” link to add more information.
(Optional) Enter a Message to Beneficiary.

(Optional) Enter a Description.

Click the Draft or Approve button when you are finished.
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You can draft or create a new international wire. International wires allow you to
send funds to a recipient across the world. Make sure you all have the necessary
account and contact information before you continue.

Payments

0 New Payment \ Search

Templates

<} Create Template

International Wire (@ 1yee e
Origination Details

#rom Subsidiary Account e

..... 1461

Process Date Recurrence

06/30/2020 )| Gat schedule

In the Commercial tab, click Payments.

1. Select a payment type using the New Payment button and choose
International Wires.

"

2. (Optional) If you need to change your payment type, click the “Change Type
link.

Select the From Subsidiary.
Select an account.

Select a process date using the calendar feature.

o v oA W

(Optional) Set up a reccurence.
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This payment is incomplete e . @

Redipient/Account Currency Amount e
Canada Test i USD - US. Dollar
SWIFT/BIC TDOMCATTTOR 125
Show Details @
OPFTIONAL WIRE INFORMATION ~
Message to Beneficlary &
Description @
- -

10.
1.
12.
13.
14.
15.
16.

Select or create a recipient from the drop-down.

Select a currency type.

Enter an amount.

(Optional) Click the } icon to expand or collapse selected recipients.
(Optional) Check the box to notify a recipient.

(Optional) Click the “Show Details” link to view recipient information.
(Optional) Click the “Optional Wire Information” link to add more information.
(Optional) Enter a Message to Beneficiary.

(Optional) Enter a Description.

Click the Draft or Approve button when you are finished.
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You can draft or create a one-time payroll payment to send payments to multiple
employees and accounts. Make sure you all have the necessary account and
contact information before you continue.

W © N o wu

0 New Payment \ Search

Payments

<} Create Template
Templates

: - =)D
Payroll Change Type e e Upload From File) (impeort Amounts ‘e
Origination Details @

‘Company Entry Description ¥rom Subsidiary Account
wwesny iy
Effective Date fecurrence
OS/30/2020 T Set schedule

Select a template type using the New Payment button and choose Payroll.

(Optional) If you need to change your payment type, click the “Change Type"”
link.

(Optional) If you would like to upload recipients and amounts from a file, click
the “Upload From File” link. For more information about this option, go to
page 71.

(Optional) If you are adding more than one recipient, you can upload a
Comma Separated Values (CSV) document by clicking the “Import Amounts”
link. This option only appears when more than one recipient is selected.

(Optional) Enter a Company Entry Description.
Select the From Subsidiary.

Select an account.

Select the effective date using the calendar feature.

(Optional) Set up a recurrence.

Note: If you are splitting a payment follow, through step 9 and then
g go to page 70.
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Recipients (1) Fivers: [ Pr&NnO % Find recipients in payment : @
» Add muttiple reciplents @

Recipient/Account Amount

() This payment s valid. . @

achtst $0.00

Checking 123456789 @
Show Details G

Addendum

@ + Add ancther recipient
i Cancel
1 payments {1 for $0000) J

10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.

(Optional) Click the “+Add multiple recipients” link to add several recipients at
once.

(Optional) Use the search bar to locate a specific recipient.

(Optional) Click the : icon to expand, view details or notify a specific
recipient.

Select a recipient or create a new recipient from the drop-down.

Enter an amount.

(Optional) Click the } icon to copy or remove on a specific recipient.
(Optional) Check the box to notify a recipient of an upcoming payment.
(Optional) Click the “Show Details” link to view recipient information.
(Optional) Enter an addendum.

(Optional) Click the “+Add another recipient” link to a single recipient.

Click the Draft or Approve button when you are finished.
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If you are sending payroll to an employee with multiple accounts, you can split
their payment per their request. This way your employees have their money how
they like without the hassle!

% Find recipients in payment i b

Recipients (1)

+ Add multiple recipients 0

Recipient/Account Amount

This payment is incomplete . e
ACH ONLY (23¢nts) 6 50.00

Chacin, 123456789
= $19500

\ Search for account $0.00 % 0
500 X

Total: $0.00 S0

Show Details

g Addendum
9 + Add another reciplent

$0.00
2 payments (2 for $0.00) Cancel m

Follow the directions up to step 9 on page 68.

1. (Optional) Click the “+Add multiple recipients” link to add several recipients at
once.

2. (Optional) Click the : icon to expand, view details or notify a specific
recipient.

(Optional) Click the } icon and select “Split Payment.”
Select a primary account.
Select a secondary account.

Enter the amount in the secondary account.

N o U ,uWw

Enter the total amount of the deposit the “Total” text field. The difference
between the total payment and the amount in secondary account adjusts in
the primary account.

8. (Optional) Enter an addendum.
9. (Optional) Click the “+Add another recipient” link to a single recipient.
10. Click the Draft or Approve button when you are finished.
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If you use a separate accounting software, you can generate a 5-column Comma
Separated Values (CSV) file and import it to Corporate Online Banking. When
making a new payment, this allows you to quickly add recipients and amounts to

payroll, ACH Batches or ACH Collections.

Payments

Q ==

Import File

Payment Type *
ACH Coecrion e

& ACH Coliection Sampie File {.oo)

ACH COLLECTION UPLOAD GUIDELINES

Biatch, or ACH Collection, e Payroll

5 Recphnt name.
Account Tyee 18 & usseric value: Chacking = 1: Savings = 2 & Loan = 3

amber, Actount number, Accant type. & Amout

ot @ $IE code, uelect

For
webect s effective date

or

* Yo cans import & ulanced NACHA format fle 1o creste an ACH atch, o ACH Collecton. of Payroll payment

7y 10 atcourt, seledt 4 Subsliny twPare appitasiel and

Armountiik SIE Code,

Baiking transaction. To uplasd & NACHA fie and have icaded

Clamaifying the payment s PPD or COD, slecting Pay iy T scount,

# AchColleczon-sample.cov e

=« Indicates required fieid

In the Commercial tab, click Payments.

1. Click the New Payment button and select “Import File” from the drop-down.

v A W N

Click the Upload File to upload the file.

Select the type of payment to send using the “Payment Type” drop-down.
Using the “Import File” option and select the CSV file you would like to upload.

(Optional) Click the Save Recipients button to save the recipients to your recipients.

Note: The CSV file should contain five columns: Recipient Name,
['?_-l Routing Number, Account Number, Account Type and Amount.
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Payment From File - Additional Information

SEC Code Company Entry Description
@ ~——Select a SEC Code—
Pay From/Pay To Company / Subsidiary
e =St From ACCounti-— Equity »
Effective Date
®
Recipients.

ACH Redipient 062203984 123456789 Checking $10.00

Another Recipient 062203984 SB7654321 Savings 525.00

Total Amount: $35.00 To 2 reciplents

=3 - |

Select an SEC code using the drop-down.
7. (Optional) Enter a Company Entry Description.

Select the account the funds will be taken from or posted to using the “Pay
From/Pay To" drop-down.

9. Select the subsidiary using the “Company/Subsidiary” drop-down.
10. Select the effective date using the calendar feature.

11. Click either the Draft or Approve button when you are finished.

Note: If your file contains any errors, the system cannot process the
file and prompts you to correct it. This ensures that all transactions
will process successfully.
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You can import a balanced NACHA format file to create an ACH Batch, or ACH
Collection, or Payroll payment

NACHA files are not processed as uploaded into the system. The system is
extracting the information (Routing Number, Account Number, Amount(s),
Effective Date, SEC Code, and Subsidiary/Originator) needed to create

an ACH Payments, ACH Collections, or ACH Payroll Online Banking
transaction. To upload a NACHA file and have it processed as uploaded,
please use ACH PassThru.

Classifying the payment as PPD or CCD, selecting Pay From/Pay To
account, selecting a Subsidiary, and selecting an Effective date should not
be necessary as that info should be in the balanced file

The import uses the name and the order of the file to create recipients
and amounts

You can include a recipient multiple times to create multiple payments

The payments can be to the same account or a different account

Payments

In the Commercial tab, click Payments.

1. Click the New Payment button and select “Import File” from the drop-down.
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Import File

Payment Type *
ACH Coliection / e
4 ACH Collection Sample Fie L.esv)

ACH COLLECTION UPLOAD GUIDELINES

* You can import a st of recipients and 5 Separaned 5V file ipients and amounts 1 a new ACH
Basch, or ACH Caollection, or Payroll
The C5% foliowing name, Routing fransit number, Account number, Account type, & Amount
Account Type is & numeric value: Checking = 1: Savings = 2 & Loan =3
For S-column imports, you will b SEC code, select  Pay y select appiicable), and

seloct an offecthve date

oR
* You can import L ACH Batch, of ACH Collection, o Payroll payment
MACHA files are not processed as uploaded into the system, The gystem i [
Aotz Ef SEC Code. ACH Pary ACH Collecticns, or ACH
Banking transaction. To upload & NACHA file and have it d please use ACI
Classifying the payment as PPD or CCD, selecting Pay From/Pay To account, selecting a Subsidlary, i

be necessary as that info sheuld be in the balanced fle
* The import uses the name and the order of the file to create recipients and amourts
* You can include a iple payme:
* The payments can b i the same account of a different account

ACH Collection File Specification [ pdf)

mpert File *
e oEmcm @

Payment From File - Additional Information

SEC Code Compary Entry Description
PO Prearranged Paymenit and Deposit TesT
Pay FromPay To Compary / Subsidiary
OOOON2222
@ Effective Cute
Reciplents

TEST Q4 101105354 Checking w00

Total Amount: $0.01 To 1 recipients

-~ (B2 Q@
!

2. Select the type of payment to send using the “Payment Type” drop-down.

3. Usingthe “Import File” option and select the NACHA file you would like to
upload.

4. (Optional) Click the Save Recipients button to save the recipients to your
recipients.

5. Click the Upload File to upload the file.
6. Select the effective date using the calendar feature.

7. Click either the Draft or Approve button when you are finished.
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Viewing, Approving or Canceling a Transaction

Authorized users can view, approve or cancel certain payments all from the
Activity Center. If a payment has processed and cleared, you cannot make

changes to that transaction.

You can easily approve or cancel a specific transaction through the Activity Center.

Activity Center
Single Transactions  Recurring Transactions
vssv @
Created date = Status Approvals Transaction Type Account Amount Toggle Details
ACH Payment - Tracking Iz S g feerove
3ns209 Drafted osf1 b berile ok LA il #1.00
699479 X007 s
Credits: [0] $0.00 | Debits: [0] $0.00  Inquire

Copy

Print Details

Approve Transaction

Are you sune you want 10 Spprove this transaction?

Cancel Transaction

Afe you sure you want to cancel this iransaction?

In the Transactions tab, click Activity Center.

1.

Locate the transaction you would like to approve and note how many

approvals are needed to process or cancel the transaction.

2. Click the :
3. Click the Confirm button.

icon and select “Approve” or “Cancel.”

4. You will then be prompted to select a secure delivery option (phone, text or
email) and be sent a secure access code. You must enter this code before the

transaction will be processed.

The status then changes to “Processed” or “Canceled” in the Activity Center.
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The Activity Center feature offers a time-saving tool that gives you the ability to
approve or cancel multiple transaction at once.

Approve Selected

Created date ~ Status Approvals Transaction Type Account Amount : Cancel Selected
Print Selected
ACH Payment - Tracking ID:  Savings Account . el
3192019 Drafted Gnn o asaT $1.00 : ails
Funds Transfer - Tracking .
2209 Cancelled NIA e Basic Checking J0U00S998 $100
x ®
Approve Transactions Cancel Transactions
At o e you i 2 ot s e
o 1oy
1. o i o o et b sancnbed

In the Transactions tab, click Activity Center.

1. Make note of how many approvals are needed to approve or cancel each
transaction.

2. Browse through your transactions and check the box for each transaction
you want to approve or cancel. Check the box between the Amount and :
icon select all transactions.

Click the : icon and select either “Approve Selected” or “Cancel Selected.”
Click the Confirm button when you are finished.

5. You will then be prompted to select a secure delivery option (phone, text or
email) and be sent a secure access code. You must enter this code before the
transaction will be processed.

6. The status then changes to “Processed” or “Canceled” in the Activity Center.

Note: If you cancel a recurring transaction in the Single Transaction
tab, you only cancel that single occurrence. To cancel an entire

[?——l series, you must visit the Recurring Transactions tab in the Activity
Center.

Corporate: Viewing, Approving or Canceling a Transaction



77

Editing or Using a Template

If you have Manage Template and Recipient rights, you can edit or use any of the
available templates on the Payments page. Templates are a quick way to send

a recurring payment or make a quick change without having to create a new
template.

Payments

Templates

% Search
-} Create Template

1Resuly  Filters: CAll

ACH Payment

Pay
Actions

Edit

Mame Type Recipients Last Paid Date Last Paid Amount

ACH Payment (PPD) 1

7 Test
Copy

Delete

Template Properties

Template Name

Test
Origination Details

SEC Code

PPD - Prearranged Payment and Deposit

Reciplent/Account

Template Access Rights

2of 2 user roles selected

From

L

Amount

Account

Savings Account
0005397 5873

123456780

ACH ONLY (Zacnts)
Checking

St a

In the Commercial tab, click Payments.
1. Click the : icon and select “Edit” to make changes to a template.
2. Make the necessary changes.

3. Click the Save button when you are finished.
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Deleting a Template

An authorized user can delete an unnecessary template if they have Manage
Template rights. However, once a template is deleted, previous payments using
the template do not change.

Payments

New Payment L Search

Temnplates

-} Create Template

1Result  Filters: EAIID ACH Payment

Pay
Name Type Recipients Last Paid Date Last Paid Amount Actions
Edit

7 Test ACH Payment (PPD) 1
Copy

Delete

|
*C

Delete Template

Are you sure you want to delete this Template?

T T ©

In the Commercial tab, click Payments.
1. Click the i icon and select “Delete” to make delete a template.

2. Click the Delete Template button to permanently delete a template.
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All incoming and outgoing wires initiated through Corporate Online Banking
appear in one easy place on the Wire Activity page. Here, you can view details
about pending or processed wire transactions such as the effective dates,

accounts and amounts.

WIRE TRANSFER DETAIL REPORT

transfer history for that account.
Account

Accounts Payable 000002222 $26.84

Account Details

Available Balance $26.84
Current Balance 52684

Last Deposit Amount $1.00

Last Interest Faid Amount 50,00

Last Depost Date 09/25/2020
Last Statement Date 09/27/2020
Previous year interest paid $0.00

Last Statement Balarce 52684

Outgoing

~ 103218 $0.01 09232020

Wire Sequence: 103218

Amount: $0.01

Effective Date: 09/23/2020

Receiving Financial Institution: Equity Bank
Fed Reference Number-IMAD:

Status: Disapproved

w 102940 $1.00 092172020

This page provides a list of wire transfers for your accounts. Choose an account from the drop-down list and click View Report’ to view the wire

Wire Transfer History for Accounts Payable - X00000(2222

Year-to-date interest amount $0.00
Routing Numibser 101105354
Acct Number 301002222
Accrued Interest 50.00
foerage Collected Balance S26.84
Credit Line Amount $0.00
Credit Line Available 0,00
Interest Rate 0.000 %

Equity Bank Disapproved

Beneficlary ID: 305004743 Originator 10: 301002222
Beneficlary: Q4 test1 Originator: Equity

Beneficlary Fl: Equity Bank e

FIID: 101105354

EQUITY BANK Disapproved

In the Commercial tab, click Wire Activity.

A. Use the drop-down to select an account and click the View Report button.

B. Clicking on a transaction gives you more details.

Corporate: Wire Activity
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ACH NACHA File

NACHA-formated Pass-Thru files are created outside of Corporate Online Banking
using accounting software. Depending on your user rights, you have the option to
upload and submit these complex files to Equity Bank for processing.

ACH Pass-Thru

IMPORT FILE
PROCESS DATE

Select a file to upload

Mon Tue Wed

MEMO Sun

18 |19 | 20

25 |26 | 27

Thu

14

21

28

4 July P 4 2016 b

Fri Sat

15

22

29

In the Commercial tab, click ACH NACHA File.
1. Choose a NACHA-formatted file to import.

2. Select a process date using the calendar feature. The process date must be

one business day prior to the effective date of the file.

(Optional) Enter a memo.

Click either the Draft or Approve button when you are finished.

Corporate: ACH NACHA File
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Reports Overview

You can keep up with all the incoming and outgoing transactions within your
accounts using the Reports feature. Viewing a report on certain transactions can
prevent errors and make bookkeeping easy. Depending on which report you run,
it can be saved to your computer or device as a PDF, XSL or a BAI file.

Reports e \ seareh
Resuits Filters: Al Private  Shared G + New Repart
Name Last Run Download Typs e Actions
pig BAI2 Detalled Report 11/9/2018 €SV | POF BAI2 Detalled Report o :
View History
R Moy

Click the Reports tab.
A. Use the search bar to locate existing reports. Ovtre

B. All existing reports are available on this page. You will see the report name,
date when it last run, whether it was download and the type of report.

The filters feature allows you sort your reports by all, private or shared.
Click the M\ icon to search transactions by name, last run and type.

Click the ﬁﬁ icon to favorite a report.

mmoNn

Click the : icon to view history, run, edit, copy or delete a report.

EI Note: The letters correspond to several available features on the
Reports page.

Corporate: Reports Overview
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With the Company User Activity Report, you can create a report to view all
transactions drafted and approved by a specified user. You can select the date
range and how often to run the report.

New Company User Activity Report

This report will generate the following file formats: PDF Change repart type

Do you want this report 1o be private or shared?

a e

@ Shared

e ‘What do you want to name the report?

Which user(s) do you want to inchude?

All Users (14)

Select spedfic user(s)

What dates do you want to incude?

How often do you want this report to run?
& OnDemand

Every Business Day

Every Calendar Day

Weekly

Menthly

What transaction types do you want to include?

Select All | Clear All

6 Stop Payment
EFTPS

Wires - International

Funds Transfer

Wires - Dameatic

ACH Collection

ACH Payments

Cancel

Click the Reports tab, then the “+New Report” link and select Company User
Activity Report.

Decide whether the report should be private or shared.
Enter a report name.

Select a user.

Select a date range.
Schedule how often to run the report.

Select transaction types.

N oW s wN

. Click either the Create and Run or Create button when you are finished.

Corporate: Reports Overview
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Your transaction history is extremely important, and we made it easy to generate
these reports for your accounts. Transaction Reports can be scheduled daily,
weekly or monthly for your convenience.

New Transaction Report

This report will generate the following file formats: PDF, CSV Change report type

Do you want this report to be private or shared?

a private

@ Shared

‘What do you want to name the report?

‘What accountis) do you want to Include?
Al Accounts (2)

Sefect specific accountisy

What dates do you want to include?

How often do you want this report to run?
@ On Demand

Every Busingss Day

Every Calendar Day
Weekly
Monthly

e G

Click the Reports tab, then the “+New Report” link and select Transaction
Report.

Decide whether the report should be private or shared.
Enter a report name.

Select the accounts you want to include.

1.
2.
3.
4. Select a date range.
5. Schedule how often to run the report.
6.

Click either the Create and Run or Create button when you are finished.

Corporate: Reports Overview
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The Company Entitlements Report is an easy way for you to monitor your
entitlements over a certain time period. You can run this report on a daily, weekly
or monthly schedule depending on your needs.

New Company Entitlements Report

This report will gencrate the following file formats: POF Change report type

Do you want this report to be private or shared?

0 FPrivate

& Shared

e What do you want to name the report?

How often do you want this report (o run?
@ On Dermand
Every Business Day
e Every Calendar Day
WWeekly

Marithly

i m “ o

Click the Reports tab, then the “+New Report” link and select Company
Entitlements Report.

1. Decide whether the report should be private or shared.
2. Enterareport name.

3. Schedule how often to run the report.

4

Click either the Create and Run or Create button when you are finished.

Corporate: Reports Overview



By creating an ACH Online Origination Report, you can see all the ACH

transactions within a specific account. You can select a specific date range and

how often to run the report.

New ACH Online Origination

This report will generate the following file formats: POF, CSV Change repart type

Do you want this repert to be private or shared?

a Private

@ Shared

e ‘What dio you want to name the report?

‘What accountis) do you want to Include?
All Accounts (3)

Select specific accounts)

What dates do you want to include?

How often do you want this report to run?
& On Demand

Every Business Day

Every Calendar Day
Weekly
Monthly
What ypes do you want to i
Select All | Clear All
6 EFTPS Payrall
ACH Collection ACH Batch

e m e

Click the Reports tab, then the “+New Report” link and select ACH Online

Origination.

1. Decide whether the report should be private or shared.

2. Enterareport name.

3. Select the accounts you want to include.

4. Select a date range.

5. Schedule how often to run the report.

6. Select transaction types.

7. Click either the Create and Run or Create button when you are finished.

85
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Much like the ACH Activity Report, you can generate a similar report for the last
business day or last week. This helps you keep track of your payments on a daily
basis.

New ACH Activity Report - Previous Day(s)

Thits report will genarate the following file formats: POF, C5V, BAI Change report type:

Do you want this report to be private or shared?

a Private

@ Shared

e What do you want to name the repart?

What account(s) do you want to include?
All Aczownts (4]

Seloct specific account(s]

n What dates do you want to include?

How often do you want this repart to run?
@ On Demand

Every Business Day

Every Calendar Day

Weekly

Manthly

Cancel

Click the Reports tab, then the “+New Report” link and select ACH Activity
Report- Previous Day(s).

Decide whether the report should be private or shared.
Enter a report name.

Select the accounts you want to include.

Select a date range.

Schedule how often to run the report.

o s wN =

Click either the Create and Run or Create button when you are finished.

Corporate: Reports Overview
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You have the option to create a simple, easy-to-read report that helps you keep
track of your balances and activity history. This report can be generated for the
previous business day or for the previous week, so you are always informed and
organized.

New Balance and Activity Statement - Previous Day(s)

This report will generate the foliowing file formats: POF. C5V, BAI Change report type

Do you want this report to be private or shared?
Private

@ Shared

‘What do you want to name the report?

‘What account(s) do you want to include?
AN Accounts (2]

Sedect specific account(s)

‘What dates do you want to include?

How often do you want this repert to run?
& On Demand

Every Business Day

Every Calendar Day

Wieekly

Monithly

Cancel Create and Run Create G

Click the Reports tab, then the “+New Report” link and select Balance and
Activity Statement-Previous Day(s).

.

.

o v A WwN

Decide whether the report should be private or shared.
Enter a report name.

Select the accounts you want to include.

Select a date range.

Schedule how often to run the report.

Click either the Create and Run or Create button when you are finished.

Corporate: Reports Overview
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The Cash Position Report helps you keep track of the available balances in your
accounts. You can compare your balances over a specified period of time, and
you can schedule when to run the report.

New Cash Position - Previous Day(s)

This report will generate the following file formats: PDF, C5V. BAU Change report type

Do you want this report to be private or shared?

a Prate

® Shared

9 ‘What di you want to name the report?

What accountis) do you want to include?
All Acgounts (4)

Select spedfic accourts)

‘What dates do you want to intude?

you want this rep
@ On Demand
e Every Business Day
Every Calendar Day
Weekly

Monthty

Cancel

Click the Reports tab, then the “+New Report” link and select Cash Position
Report - Previous Day(s).

Decide whether the report should be private or shared.
Enter a report name.

Select the accounts you want to include.

Select a date range.

Schedule how often to run the report.

o v A W N 2

Click either the Create and Run or Create button when you are finished.

Corporate: Reports Overview



No matter how many Wires your business sends, the Wire Online Origination
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Report can help you track your transactions. You can also choose the date range

and how often to run the report.

New Wire Online Origination

This report will generate the following fle formars: POF

Change repart type

D you warnit this report to be private or shared?

a ate

@ Shared

What do you want to name the report?

‘What accountis) do you want to Include?
All Aggounts (4}

Select spedfic accountis)

What dates do you want to incude?

How often do you want this report to run?
® On Demand

Every Business Day

Every Calendar Day
Weekly
Monthly

What transaction types do you want to Include?

@ Seiect All | Clear All

Wires - Domestic Wires - International

Sl m e

Click the Reports tab, then the “+New Report” link and select Wire Online

Origination

1. Decide whether the report should be private or shared.

. Enter areport name.

Select the accounts you want to include.
Select a date range.

Schedule how often to run the report.

Select transaction types.

N o w A wN

Click either the Create and Run or Create button when you are finished.

Corporate: Reports Overview
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Editing a Report

If you have Manage Reports rights enabled, you can edit any existing report.
After changes are made, you have the option to immediately run the report or
schedule it for another time.

Reports Saarch
Results Filters: Al Private  Shared
Name Last Run Download Type
w BAIZ Detalled Report 114972018 CsV | POF BAI2 Detailed Report

Do you want this repart to be private or shared?

This report was created by another user and the privacy cannot be changed

What do you want to name the report?

Balance and Activity Statement - Previous Dayls)

What you wanit to Include?
o All Accounts (4)

Select specific account(s) 9
‘What dates do you want to Inchude?

Last Business Day

How often do you want this report to run?
On Demand
@ Every Business Day
Every Calendar Day
Weekly
Monthly

Cancel

Click the Reports tab.
1. Clickthe : icon and select “Edit” to make changes to an existing report.
2. Make the necessary changes.

3. Click either the Save and Run or Save button when you are finished making
changes.

Corporate: Editing a Report
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Deleting a Report

When a report is no longer needed, an authorized user can delete the
unnecessary report. Manage Reports rights must be active in order for a user
to permanently delete reports.

Reports “ Search
Fesults Filters: All  Private  Shared
Name Last Rum Download Type
7 BAIZ Detalled Report 11792018 €SV | PDF BAIZ Detailed Report biniikoc

Run Now
e
Copy
Delete
X

Delete Plan

Are you sure you want to delete this plan?

Click the Reports tab.

1. Clickthe : icon and select “Delete” to remove an existing report.

2. C(lick the Delete Plan button to permanently remove the report.

Corporate: Deleting a Report
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Tax Payment

With Corporate Online Banking, you can initiate a local, state or federal tax
payment through the Electronic Federal Tax Payment System (EFTPS) without ever
leaving your home or office. Depending on your approval rights, you can submit a
payment up to 30 days in advance.

Tax Payments

“ State o Federal Authority

Aaska

Otean Marine Tax ¥

In the Commercial tab, click Tax Payment.
1. Select federal or your state from the “Tax Authority” drop-down.

2. Select aform from the list.

Corporate: Tax Payment
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{ Back

Alaska State Taxes

Hosp and Med Corp

From Subsidiary
Equity

Payment Amount

Tax Period End Date

Tax ID

o

Paymant Effective Date

To Account Routing Number

From Account

= Select From Account —

To Account

- EIE 0

Enter your tax payment information. Fields marked with an asterisk are
required and vary depending on the form you select.

Click either the Draft or Approve button when you are finished.

Corporate: Tax Payment
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Funds Transfer

You can use the Funds Transfer feature to transfer money between your Equity
Bank accounts. These transactions go through automatically, so your money is
always where you need it to be.

You can send a one-time transfer between your accounts. This is useful if you
need to transfer funds between savings and checking or add funds to a checking
account that is running low.

Funds Transfer

Individual Transfers Multi-Account Transfers

From Account

To Account
AV
Amount
0.00
Frequency
1st of the month v/

In the Transactions tab, click Funds Transfer.

1. Select the accounts to transfer funds between using the “From” and “To”
drop-downs.

Enter the amount to transfer.

Select the the frequency using the drop-down.

Corporate: Funds Transfer
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Start Date
04/09/2019 (3]

@ Transfers falling on a Sunday or banking holiday will be
processed the following business day.

Repeat Duration

@ @ Forever (Until | cancel)

Until date (Set an end date)

Memo (optional)

Enter letters and numbers only

°o

4. If you would like to set up a recurring transfer, follow the steps below:

a. Enter a start date for this transaction using the calendar features.
b. Decide if the transfer will repeat forever or have an end date.
5. Enter a memo.

6. Click the Draft or Approve button when you are finished.

['?__I Note: You can view or cancel unprocessed transactions by accessing
the Recurring Transactions tab within the Activity Center.

Corporate: Funds Transfer
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Use the Multi-Account Transfer tool to send more than one transfer to several of
your accounts at Equity Bank. You can create a template if you are sending the
transfers more than once. If you do not need to create a template, you can send a
one time multi-transfer instead.

Funds Transfer

Individual Transfers Multi-Account Transfers

Create Template Transfer Funds

Available Templates

G Nama Tansters Actions
e P\ : 0 Q

In the Transactions tab, click Funds Transfer, then Multi-Account Transfers.

A. The following information presents for each template:
e Name
* Number of transfers in the template

B. To mark a template as a favorite, click the W icon.

Click the M icon next to the appropriate column to sort templates by display
name or transfers.

D. Clickthe : icon to transfer funds, edit, copy or delete a template.

g Note: The letters correspond to several available features on the
Multi-Account Transfers page.

Corporate: Funds Transfer
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Use the Multi-Account Transfer tool to send more than one transfer to several of
your accounts at Equity Bank. You can also create a template if you are sending
the transfers more than once. If you do not need to create a template, you can
send a one-time multi-transfer instead.

Funds Transfer

Individual Transfers Multi-Account Transfers a
Create Template Transfer Funds
Available Templates
Name = Transfers Actions

Test 1

Funds Transfer

Template Properties

femplate Name femplate Access Rights
e Template Name e

Origination Details

Memo

In the Transactions tab, click Funds Transfer, then Multi-Account Transfers.

1. Click the Create Template button if it is a recurring transfer.

2. Enter athe template name.

3. Choose which users have access to the template by clicking the provided link.
4

(Optional) Enter a memo and click the Push Memo to All if all transfers will
receive the same one.

Corporate: Funds Transfer
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Transfers (3) e Find scosunts in transfer H A
|

From Account To Account Amount

This payment is incompiete : Copy

Memo

s0m0

5. (Optional) Search for existing accounts in transfer using the search bar.

6. Clickthe  iconto expand all transfers.

7. Clickthe  iconto expand, copy or remove a single transfer

8. Select a From and To account using the search bar.

9. Enter an amount.

10. (Optional) Enter a memo.

11. (Optional) Click the “+Add another transfer” link if you wish to add another

transfer.

12. Click the Save button when you are finished.

Corporate: Funds Transfer



99

Next, you need to select a transfer date for your payment to occur. When you're
finished, you can review the one-time payment or template and, depending on
your rights, either draft or submit your transaction.

Funds Transfer

Available Templates

Name =

Test

Individual Transfers Multi-Account Transfers

Create Template Transfer Funds a

Transfers

Actions

Funds Transfer

Origination Details

Transfer Date

e 2 Somebane

atemo

Recurrence

+ | Kone

In the Transactions tab, click Funds Transfer, then Multi-Account Transfers.

1. Click the Transfer Funds button if it is a one-time transfer.

Enter a the transfer date using the calendar feature.

2
3. Check the box next to “Same Date” if all transfers are sent on the same day.
4

(Optional) Enter a memo and click the Push Memo to All button if all
transfers receive the same memo.

Corporate: Funds Transfer
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Transfers (3) e Find accounts in transfer HeC 2l

From Account To Account Amount

This payment is incomplete

@ e L+ Sadneh: DY naewe oc i $0.00 e
Memo @

50.00

|

5. (Optional) Search for existing accounts in transfer using the search bar.

6. Clickthe  iconto expand all transfers.

7. Clickthe  iconto expand, copy or remove a single transfer

8. Select a From and To account using the search bar.

9. Enter an amount.

10. (Optional) Enter a memo.

11. (Optional) Click the “+Add another transfer” link if you wish to add another

transfer.

12. Click the Draft or Approve button when you are finished.

Corporate: Funds Transfer
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Editing a Multi-Account Transfer Template

If you have Manage Funds Transfer: Multi-Transfer rights, you can edit any of
the available templates on the Multi-Account Transfers page. Templates are a
quick way to make changes without having to create a new template for multiple
recurring transfers.

Funds Transfer

Individual Transfers Multi-Account Transfers

Create Template Transfer Funds

Available Templates
Transfer Funds
Name = Transfers Actions

Edit

e ! a : Copy

Delete

Funds Transfer

Template Properties
Template Name Template Access Rights

Tost

Origination Details

Memo

[>)
Transfers (1
m L Find accounts in ransfer
From Account To Account Amount
Advanitage Pius ~Advaritage Pius-- $1.00
X IG S6980 | | 00000CHSH .00

- 2 ©

1 transfers

In the Transactions tab, click Funds Transfer, then Multi-Account Transfers.
1. Clickthe : icon and select “Edit” from the drop-down.
2. Make the necessary edits.

3. Click the Save button when you are finished making changes.

Corporate: Editing a Multi-Account Transfer Template
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Deleting a Multi-Account Transfer Template

An authorized user can delete an unnecessary template if they have Funds
Transfer: Multi-Transfer rights. However, once a template is deleted, previous
transfers using the template do not change.

Funds Transfer

Individual Transfers

Name =

Test

Multi-Account Transfers

Create Template

Available Templates

Transfers

Transfer Funds

Actions

Delete Template

Are you sure you want 1o delete this Template?

Don't Delete Template Delete Template P

Transfer Funds

Edit

Copy

Delete

In the Transactions tab, click Funds Transfer, then Multi-Account Transfers.

1. Clickthe : icon to delete a template.

2. Click the Delete Template button to permanently delete a template.

Corporate: Deleting a Multi-Account Transfer Template
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Introduction

For additional information, such as a full list of recently added checks, you will
need to open the advanced options.

In the Commercial tab, click Positive Pay.

Always click the Log Out button when you are finished using Positive Pay.

Cona Syt Ctunt

= % w72 A B

Welcome to

-‘é EQUITY BANK.
We never forget it's your money.”

Positive Pay System

Positive Pay: Introduction
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Quick Exception Processing

Quick Exception Processing is an efficient method of managing exception item
activity. Pay/Return Decisions can be made on all items using a single screen.

Quick Exception Processing as of 01/16/2019

| Account: <All> i Processed Excepions:  (Count: 0} {Amount: $0.00)
Unprocessed Exceptions:  (Count: 1) jAmount: $2.00)
e « Hide exceptions already decisioned Total Exceptions:  (Count: 1) (Amount: $2.00)

”

MNOTE: Exceptions will be given a decislon of “Pay” if no decision has been made by 01:00 PM Cantral Time (US & Canada).

Raturmn

Account Paid Date Pay

I 052018 (View Image 1537 2,00 PAID NOT ISSUED CHECK <Nol Selected>

Click the Exception Processing tab, then Quick Exception Processing.

1. By default, all assigned accounts are included in the report, or you can
choose specific accounts to include.

2. Check the box next to “Hide expectations already decisioned” to only view
Pay/Return Decisions that have not been made.

Click the Update button to process the report.

The Bottom Detail shows the Client/Account ID, paid date, check number,
amount, issued payee, and exception type. In the Check Number column,
click the “View Image” link to display the check image for the selected item.

Check “Pay” or “Return.”

6. Select a decision reason from the drop-down list.

Positive Pay: Quick Exception Processing
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Exception Types:
* Duplicate Paid Item: The item was previously paid.

* Paid Not Issued: The item was never loaded into the system as an issued
check.

¢ Stale Dated Item Paid: The item is a stale dated check. A check is
considered stale dated if it is older than 180 days.

* Previously Paid Item Posted: The item was previously paid.
* Voided Item: The item was previously voided.

* ACH Transaction: The item is an ACH transaction that was flagged as an
exception by the ACH Filter rules defined for the account.

Note: For ACH exceptions, the ACH Standard Entry Class Code,
[‘?—_l Originating Company ID and Debit or Credit (DR/CR) are displayed in
the exception description.

Note: The daily cutoff time for positive pay decisions is 11 AM
CST. At this time, an automated Pay/Return Decision is made on

E%l all “unresolved items” and corporate users are automatically put in
“Read-only” mode to prevent any changes. After cutoff, corporate
users must contact the financial institution to alter the automated
decision.

Positive Pay: Quick Exception Processing
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To Upload an Issued Check File

The Submit Issued Check File feature allows you to upload issued check files.

Submit Issued Check File

Step 1. Selecta file to process.

Step 2. Input cetails about the file.

Account Nickname: |TestAcct2222 | 9

9 File P/ ing Type: [ABC Company Excel v|

Step 3. Click the "Process File” button.
(4]

Click the Transaction Processing tab, then Submit Issued Check File.
1. Click the Choose File button and locate the file you wish to upload.

2. Using the “Accounts Nickname” drop-down, select the account the issue was
drawn from.

3. Using the “File Processing Type” drop-down, select the previously mapped
file type. During the onboarding process, we will work with you to map to the
specifications for issued checks provided by your account services provider.

4. Click the Process File button. The file processing status will display at the
bottom of the page.

Positive Pay: To Upload an Issued Check File
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Manually Enter a Check

The Add New Issued Check feature is used if a check was manually written or
was not included in the electronic issued check file submitted to the financial

institution.

Add New Issued Check

a Account Nk [Festiecizzzz — Check Number: |

Amount: | Issued Date: |10/15/2020 J 9

IssuedPayee: | ]

) Aute-Increment Check Number

Add Check 9

Click the Transaction Processing tab, then Add New Issued Check.

1. Select the account the issued check was drawn from using the “Account
Nickname " drop-down.

2. Enter the check number, amount of the check, date issued and payee
information into the provided fields.

3. Click the Add Check button. A confirmation appears at the top of the page. A

Note: Multiple checks may be added in sequential order by checking
El the box next to “Auto-Increment Check Number.”

Positive Pay: Manually Enter a Check
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Void a Check

The Void Check feature is used to void an issued check.

Void a Check

Step 1. Enwrcheck information

0 Account Nickname: | Test Accl 2222 |

Check Number: | 123

e Check Amount: | 11,11

IssvedDate: | 10/15/2020

Slep 2. Cickthe FindMaiching Check” bution 1o find the check

Find Matching Check e

Step 3. Verfy the check that will be voiced.

Step 4. Cick the "Voig Check” bution to complete the voud process.

Note: Voids are retained within the system for 90 days after an ilem has been voided.

Click the Transaction Processing tab, then Void a Check

1. Select the account the issued check was drawn from using the “Account
Nickname” drop-down.

2. Enter the check number, amount of the check and date issued into the
provided fields.

3. Click the Find Matching Check button, and the check information populates
under Step 3 on the page.

4. Review and click the Void Check button to confirm.

Positive Pay: Void a Check
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Managing Exceptions

While processing your items, the Positive Pay system sends you an email
notification if there are any exceptions to review. Exceptions represent two types
of items: items that do not match checks issued by the client to the bank or
items attempting to clear an account where the Positive Pay service is set to run
in reverse, requiring client review of all items. Exception items are available for
review at 9 AM CST.

The Exception Type can include:
* Duplicate Paid Item: The item was previously paid.

* Paid Not Issued: The item was never loaded into the system as an issued
check.

* Stale Dated Item Paid: The item is a stale dated check. A check is
considered stale dated if it is older than 180 days.

* Previously Paid Item Posted: The item was previously paid.
* Voided Item: The item was previously voided.

* ACH Transaction: The item is an ACH transaction that was flagged as an
exception by the ACH Filter rules defined for the account.

Note: For ACH exceptions, the ACH Standard Entry Class Code,
Originating Company ID and Debit or Credit (DR/CR) are displayed in
the exception description.

Positive Pay: Managing Exceptions
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Quick Excoption Processing as of 10152020

Click the Exception Processing tab, then Quick Exception Processing.

1. Using the “Account Nickname"” drop-down, filter your payments by account
Nickname, display type or status.

2. Check the box next to “Hide exceptions already decisioned” to display only
items requiring a Pay or Return decision.

3. Check abox in athe Pay/Return Decision column to indicate whether the
item should be paid or returned. If you select Return, add a reason for
processing.

4. C(lick the Update button to submit the decisions.

Note: Decisions on exceptions must be made by 11 AM CST. Any

["%l items left undecided are handled per your default setting. All users
at Equity Bank are placed into “Read-Only” mode after the cut-off
time to prevent changes to the automated decision.

Positive Pay: Managing Exceptions
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Outstanding Issued Checks

Generate an outstanding issued checks report using the selection criteria on the
Outstanding Issued Checks page.

‘ Outstanding Issued Checks

Produce Report

1 6f 1 records e Back to Filter J|
Qutstanding Issued Checks

I T Y IS o M
K 101

$5.50 01/07/2019 01/07/2019 (M)

[x: = 3 Search..

Show Selection Criteria

Click the Transaction Reports tab, then Outstanding Issued Checks.

1. By default, all assigned accounts are included in the report, or you can
choose specific accounts to include..

2. Filter items in the report by entering the Issued Date, Input Date,
Outstanding As of Date or Issued Payee.

3. Click the Produce Report button to review the report. The report displays
transaction information such as the check number, check amount and issued
payee, along with the chosen selction criteria.

4. Click the Back to Filter button to return to the Outstanding Issued Checks
page.

Positive Pay: Outstanding Issued Checks
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Issued Check File Processing Log

The Issued Check File Processisng Log shows a list of all issued check files that
have been electronically submitted through our system.

Issued Check File Processing Log

Client:  First Bank DEMO

c Account: | All Accounts

Start End
pload Date: 171072019 01/10/2018
Item Cout

o
Dollar

nt:
Amount:

9 Produce Report

Note: Issued check file processing history is retalned within the system for 365 days.

T T

Click the System Reports tab, then Issued Checks File Processing Log.

1.

By default, all assigned accounts are included in the report, or you can
choose specific accounts to include.

Filter items in the report by entering the Upload Date, Item Count or Dollar
Amount.

Click the Produce Report button to review the report. The report is displayed
on the Results page.

You can view additional details regarding the file or errors by clicking the
Results column.

Click the Back to Filter button to return to the Selection page.

Positive Pay: Issued Check File Processing Log
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ACH Reporting

The ACH Reporting Files feature provides you with downloadable files for ACH
transactions, returns, notice of change (NOC) or EDI detail from corporate ACH
payments. To save an ACH Reporting file to a local workstation or network drive,
click on the File/Save menu option while viewing the file or right click on the
download link and select Save Target As.

Click the Transaction Processing tab, then ACH Reporting Files.

A.
B.
C.

From/Thru Date: The date range for which ACH reporting files are displayed.
Report Description: The description of the ACH reporting file.

File Type: The format of the file. Types include: XML, PDF, NACHA, CSV, EDI,
XLS and XLSX. By default, most clients are set to receive a PDF file. Please
contact us if you are interested in any of these additional download options.

Date Created: The date the report was created.

File Size: The size of the file (in kb).

Positive Pay: ACH Reporting
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Account Reconciliation

Use Account Reconciliation Summary to determine your available cash position
as of a specific date. The report displays an activity summary with newly issued
checks, paid checks, stopped checks, voided checks, ACH debits and credits,
miscellaneous debits and credits, deposits, service charges, paid interest and
taxes/withholding. The report also provides a total of outstanding checks and the
check register balance as of reconciliation date.

Account Reconciliation Summary

1 Account Nickname: |CBOK ACH Account [~

9 Reconcile Through Date: |1mu2m fLast Reconcile Through Date: 01/011900)

O =3

Note: Transaction history is retained within the system for 90 days after an item has posted.

Account Reconcilement Statement

This Reconcile Through Date: 12182018 -
Account; 74225 e
Transaction Summary =z Reconcilement History
Date

Ingused Checks [+)50.00 WA
Puid Checks 50,00
Stop Paymerits ) $0.00
Volds 150.00
AGH Debits Show (21} ) $1,346,410.71
ACH Cruclits Shaw (21} (+)$1,346.410.71
Miscellaneous Debits Shaw (14) () $4.768.53
Miscellaneous Credits (+) $0.00
Deposits Show (14) (+)$4,768.53
Service Charges Paid 150,00
Interast Paid [+) $0.00
Taxes/Withholding -1 80,00

Gurrent Outstanding

Chacks 00d

Statement Balance Summary
Statement Balance: Calcudate $0.00
Outstanding Check
A . $0.00
Check Register Balance: £0.00
e Finish Recanciliation
A 4

Click the Transaction Reports tab, then Account Reconciliation Summary.

. Using the “Account Nickname " drop-down, select an account.

Enter a Reconcile Through Date.
Click the Select button.

Click the “Show” link next to a total to view a list of included items.

.

v A WN =

. Click the Finish Reconciliation button to reconcile the account.

Positive Pay: Account Reconciliation
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ACH Returns/NOC Report

This report allows clients to obtain Returns and Notification of Change (NOC)
information on their originated ACH transactions.

ACH Returns / NOC Report
a Company ID: | All (

e From: 01/168/2018 To: 011672018

Date: | Processed ¥

Click the Transaction Processing/ACH Reporting Files tab, then ACH Retuns/
NOC Report.

1.

2
3.
4
5

Enter a company ID or leave blank to run a report on all company IDs.
Enter a From and To date.

Select either Processed or Effective Date using the drop-down.

Click the Submit button.

The report is displayed below.

Positive Pay: ACH Returns/NOC Report
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User Setup

An administrator can manage users in the User Setup page.

User Setup (Client)

Choose Company: | First Bank DEMO

User Status: | Active @] [Searc 5 ol 5 records

Nams User Name | Last Logged On

i markdema - T8 11:13 AM
austindemo 1/10/2019 8:28 AM
fhtdermo 110/2019 8:33 AM
ericademo 1/10/2018 11:15 AM
brentdemo 110/2019 7:45 AM

Status
Active
Active
Active
Active
Active

Edit | Copy
Edit | Copy
Edit | Copy

Edit | Copy

Edit | Copy

Add New n

Contact ¥ g Menu @ System

* First Name:
Middle Initial:

* Last Name:

* Email Address: Exclude From Email
Primary Phone Number:

Secondary Phone Number:

Mobile Number:

* Indicates required fields

User Setup (Client)

Click the New Client Setup tab, then User Setup (Client).
1. Click the “Add New"” link.

2. Inthe Contact Information tab, enter the user’'s name, email address and
phone number. If a user does not want to receive emails or text messages
from us, check either the “Exclude From Email” box or the “Do Not Sent Text
Messages” box.

Positive Pay: User Setup
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User Setup (Client)

cmun:nnen Security Settings  Menu Settings  System Messages

* User Name:

* Password:

* Verify Password:
Company:
Account:

Type to filter..,

ACH Reports:

Type to filter...
ACH Details NOCs Return

Client Exception Type(s):

* Indicates required fields

First Bank DEMO

Showing 2 of 2 Assigned

Assign all new accounts to this user

Showing 1 of 1 Assigned

Assign all new ACH reports to this user

Both Check and ACH Exceptions :
Allow user to download Issued check files
Allow user to edit transactions
Allow user to delete transactions
Allow user to add ACH Authorization Rules in Quick Exceptions Processing
User Locked

Click the Security Settings tab.

Enter a user name and password. The user name must match the online
banking username.

Click an Account ID to move it to the Assigned column. To allow a user
to view or download an ACH report, click a report to move it to the
Assigned column. To move all accounts or ACH reports at once, click the
corresponding Add All or Remove All button.

Use the drop-down to select a Client Exception Type and select further
exceptions by checking the appropriate boxes.

Positive Pay: User Setup
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User Setup (Client)

Contact Information Sc:llritvaus | Menu Settings | System Messages
H :
@ Client Security Template: Check and ACH Pos Pay with ARS

# Assign all menu options from this template

r Setup (Client)

Contact Information  Security Settings Hcmew System Messages |
User Notification Template: | Select &

Message Email
CLIENT - Exception: Duplicate paid Rem

CLIENT - Exception: Duplicate paid iem with amcunt mismatch
CLIENT - Exception: Filtered f blocked transaction
CLIENT - Exception: Paid itern not issued

CLIENT - Exception: Paid itern with amount mismatch
CLIENT - Exception: Paid item with 2ere check number
CLIENT - Exception; Payes name mismatch

CLIENT - Exception: Stale dated itermn paid

CLIENT - ACH

CLIENT - Excaption: Void item paid

CLIENT - Reminder to process exceptions

CLIENT - Filtered / blocked transaction notification
CLIENT - ACH

CLIENT - Isswed file count / amount mismatch

CLIENT - Issued file loaded successfully

CLIENT - Issued file partially loaded

CLIENT - Issued file processing loaded no items
CLIENT - Issued file rejected

CLIENT - New ACH authorization rule added

CLIENT - New transaction filter / block added

CLIENT - ACH reporting system new file notification
CLIENT = ACH reporting file sent as emall attachment

Click the Menu Settings tab to view a list of menu options a user can access.

Check the box next to a specific function to make it available to a user or
click the Select All button.

9. Click the System Messages tab to decide which specific notifications a user
can receive via email or text message.

10. Once you have entered all the necessary information, click the Submit
button to save.

11. Contact Equity Bank Treasury Management Support at 888.733.5041. Inform
the Support Representative that you need the link between Positive Pay and
Online Banking completed. Be prepared to provide the user’s online banking
user name and newly created Positive Pay user name.

Positive Pay: User Setup
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ACH Authorization Rules Setup

ACH Authorization Rules Setup is used to define all pre-authorized ACH
transaction rules for an account. In order to generate exceptions for ACH items,
at least one ACH rule must be configured. During the initial configuration of the
product, most clients will wish to generate exceptions for all incoming ACH items
and then create an approved list of companies as specific transactions are posted.
If you desire to manage your approved list in this manner, you may consider
creating an ACH rule for all credits for all standard entry class codes with a
maximum allowable amount of $0.01. This rule will then create exceptions for all
debit entries and all credit entries greater than $0.01. You may then further refine
your rules as items hit your account.

Click the New Client Setup tab, then ACH Authorization Rules Setup.

1. Click the “Edit” link to change the Notification Type for Unauthorized ACH
Transactions. Select “Create Exception” if an unauthorized ACH transaction
becomes an exception that requires a Pay/Return Decision by the client.
Select “Email Notification Only” to notify the client via email of any
unauthorized transactions. Click the “Update” link when you are finished.

2. To create a new rule, start by choosing an account nickname . Enter a rule
description and the originating Company ID. If the company ID field is left
blank, the rule will apply to all company IDs. Select a Standard Entry Class
Code, transaction type and enter the Maximum Allowable Amount.

3. Click the “Add"” link to save the new exception rule. Click the “Edit” link next to
an existing rule to make any changes.

Positive Pay: ACH Authorization Rules Setup
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Home Page Overview

Business BillPay with Equity Bank allows you to stay on top of your monthly

finances. Having your bills linked to your bank account enables you to

electronically write checks and send payments in one place.

When you click the Business BillPay tab, you are asked to choose an account to
use within Business BillPay and to accept the terms and conditions.

© Payees require activation
@ Paymenis awaiting approval
O Transfers awaiting approval

© Payroll awaiting approval

A Reminders D) Shortcuts
@ View © Take shortcut
Scheduled to process in the next 30 days n
My transactions
Chase $150.00 # Edit @ Swp
107202020
ATE&T $65.00 # Edit © Stop
107202020
Moe's Mowers $200.00 # Edit © Siop
10222020
Waverly Wat... $50,00 # Edit © Swop
10262020
American E... $999.00 # Edit @ Siop
107262020
Community ... $500.00 # Edit © Siop
10202020
Vern's Fertil... $250.00 # Edit © Siop

Welcome: Laurle Smith  lsmith ﬁowm Last login: 9:17 AM ET /2062020

- Prol

o] Payments G=

N Make payment

Processed within the last 30 days

All transactions

Cellular One $65.00
Community ... §1,200.00
Kim Stone $65.00
Lease §1,200.00
Total $2,530.00

BB Messages (1)

O Log cut

Activate now
Approve now
Approve now

Approve now

Payroll

B View

@ View

@ View

E?—_l Note: The letters correspond to several available features on the

Business BillPay page.

Business BillPay: Home Page Overview
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In the Commercial tab, click on Business BillPay.

A. Use the Payments, Payees and Options tabs to quickly navigate to the
different areas of Bill Pay.

Click the “Messages” link to view secure messages.

The “Attention required” section shows a list of payees awaiting activation or
payments waiting approval.

D. The “Scheduled to process in the next 30 days” section shows the next 30
days of scheduled transactions. You can edit a transaction by clicking the
“Edit” link or stop a transaction by clicking the “Stop” link.

E. You can view your processed transactions in the “Processed within the last 30
days” section. Click the “View" link to see more details about a transaction.

Business BillPay: Home Page Overview
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Add a Payee

The individual that receives your payments is known as a payee. You can pay just
about any company, person, loan or account using Bill Pay. Before you can begin
making payments, you need to decide on what type of payee to create.

You can electronically pay a company such as your mobile phone provider, utility
company or even your dentist. The information printed on your bill is all you need
to set up a company as a payee.

Add a company

Company details

0 important information
Your payee's information is typically found on your most recent bill. In some cases, we may ask for additional information if
the payee isn't listed in our database.

Payee name *
a Payee name

Account number *
Account number

9 Mo account number 7

Confirm account number *

Confirm account number

Phone number * Payee ZIP code *

(00 xo-pa HAHHH=HHE

Account holder name *

GULF COAST BANK

Use the “Payees” drop-down to select “Add a Company.”

1. Enter the payee’'s name.

2. Enter the account number and reenter the number to confirm it is correct.
3. Enter the payee’s phone number, zip code and the account holder’'s name.

4. Click the Next button.
Business BillPay: Add a Payee
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Add a company

Company details - Review

© Important information
Please provide us with the additional information requested to add this payee.

Payee name

Utility Company

Payee nickname *
e Payee nickname

Account number
123456789

Phone number
(555) 555-5555

Address *

555 Street adress

@ Apartment number, Unit number, Condo number

City * State Payee ZIP code
City name Alabama v 12345-6789

Account holder name

Payee category Default pay from account

0 Mo Category ~ Primary Checking v e

Enter a nickname for the payee.

Enter the payee's address.

Use the drop-down to select a payee category.

Use the drop-down to select a default pay from account.

© O N o W

Click the Submit payee button.

Business BillPay: Add a Payee
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You can pay anyone, such as a babysitter, dog-walker or a freelance worker by
creating them as a payee in Bill Pay. All you need is their email address.

* You will select a one-time keyword and share it with the person you are

paying.

*  We will email a link to a secure server. They will log in using the keyword,

then provide their bank account information for the deposit. Their

account information will be securely stored and is never displayed to you.

* Thisis a one-time setup process. Any future payments to this person
will generate an email notification letting them know you have made a

deposit to their account.

Add an individual

Select a method of payment

El ic - Sendi ! ically is much more secure than a check
in the mail, and it will arrive in as little as 2 business days.

o Allow them to provide their banking information

| have the bank account information

All you need is their email address.

= You'll select a one-time keyword and share it with the person you are paying.

have made a deposit to their account.

Check - | prefer a check be mailed

Mail a check

» Wel email a link to a secure server. They will log in using the keyword, then provide their bank account information for the
deposit. Their account information will be securely stored and is never displayed to you.

» This is a one-time setup process. Any future payments to this person will generate an email notification letting them know you

Use the “Payees” drop-down to select “Add an Individual.”

1. Toggle the “Allow them to provide their banking information” switch on.

Business BillPay: Add a Payee
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Tell us about the individual
First name *

First name

Nickname *

Nickname

Category
Mo Category

Payee's e-mail information
Email address *

email@sample.com

Confirm email address ~

email@sample.com

Create a security keyword
Keyword *

Keyword

Confirm keyword *

Confirm keyword

Last name *

Last name

Phone number *

{0 X300

Default payment account *

Primary Checking

W e

Tell me more

Tell me more

(o )

Enter the payee's first name, last name, nickname and phone number.

(Optional) Select a category for the payee using the drop-down.

Select the account to withdraw from using the “Default Pay From Account”

drop-down.

Enter and confirm the payee’s email address.

Enter and confirm a security keyword.

Click the Next button and go to page 130 to complete the activation process.

Business BillPay: Add a Payee
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You can pay anyone, such as a babysitter, dog-walker or a freelance worker by
creating them as a payee in Bill Pay.
* If you have the bank account information for the individual, you can use
this option to send electronic payments.
*  We will ask you to complete a secure, one-time activation process before
you log out today.

Add an individual

Select a method of payment

Electronic - Sending payments electronically is much more secure than a check Check - | prefer a check be mailed

in the mail, and it will arrive in as little as 2 business days.
Mail a check

Allow them to provide their

n @2 ) | have the bank account information

» If you have the bank account infarmation for the individual, you can use this option to send electronic payments.
+ We will ask you o complete a secure, one-time activation process before you log out today.

Tell us about the individual

First name * Last name *
e First name Last name
Phone number *

(300 XHx-XXXK

Bill payment information

Nickname * Category
Nickname No Category ~
Default pay from account *

Use the “Payees” drop-down to select “Add an Individual.”
1. Toggle the “I have the bank account information” switch on.

2. Enter the payee’s first name, last name and phone number.

Business BillPay: Add a Payee
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Bill payment information
Nickname

Nickname

Default pay from account *

Primary Checking

Information about bank account

Account number *

Account number

Routing number *

Routing number

Payee's account type *

Checking

Category
No Category

Confirm account number *

Confirm account number

Confirm routing number *

Confirm routing number

Enter a nickname for the payee.

(Optional) Select a category for the payee using the drop-down.

Select the account to withdraw from using the “Default Pay From Account”

drop-down.

Enter the payee's account and routing number, then reenter them to confirm

that is it correct.

Select the payee's account type using the drop-down.

Click the Next button and go to page 130 to complete the activation process.

Business BillPay: Add a Payee
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With this option, you will need the individual's full name and complete mailing
address. Some check payments may take as much as five to eight business days
to arrive in the mail depending on the individual's location.

Add an individual

Select a method of payment

El Ie - ding payments ek is much more secure than a check Check - | prefer a check be mailed
in the mail, and it will arrive in as lithe as 2 business days.
@) Mmail a check
Allow them to provide their banking inf i

I have the bank account information

« With this option, you will need the individual's full name and complete mailing address.
» Some check paymenis may take as much as 5 to 8 business days to arrive in the mail depending on the individual's location.

Tell us about the individual

First name * Last name °
e First name Last name
Phone number *

() =

Address ~

9 555 Street Address

Apariment number, unit number, condo number

City * State * ZIP Code

City name Alabama v KKK KRN

Use the “Payees” drop-down to select “Add an Individual.”
1. Toggle the “Mail a check” switch on.
2. Enter the payee's first name, last name and phone number.

3. Enter the payee's street address.

Business BillPay: Add a Payee
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Bill pay information
Individual's nickname * Category

Individual nickname Mo Category

Default pay from account *

Primary Checking v

Information about you
Do you have an account number that this individual uses to identify you?

Your account number Confirm

Your accounl number Confirm your account number

Enter a nickname for the payee.

Select a category for the payee using the drop-down.

Select the account to withdraw from using the “Default Pay From Account”

drop-down.

(Optional) Enter and confirm your account number.

Click the Next button and go to page 130 to complete the activation process.

Business BillPay: Add a Payee
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Activation
JOHN DOE View details

Activation process

Please select a delivery method, you will [ | Wantmy code now by phone

be asked lo submit the 4-digit code on the Contact phone 1 not on file Update
next page.
Tell me more Contact phone 2 not on file Update

| can wait a few seconds to receive my code by text message 0
No text address on file Update

Important: If you have to leave bill pay
before entering your code, you may enter it
later. The code will not expire.

| prefer to wa!t a few minutes for my code to arrive by email
t we e Update

Activation

Helpful information
Be sure to check your junk mail for the activation code. While you're at it, add us to your safe senders list within your email account.

If you must log out of bill pay before entering the code, you can return and enter it later. The code does not expire. Just look for the
activate account link on the home page.

Please activate JOHN DOE by entering your code below,
Your activation code has been sent to
] L. B -

Enter activation code e

®Taking too long to receive your code? Click here to choose another delivery method.

Select how you would like to receive the activation code.

Click the Request activation code button.

Enter the activation code.

A W N =

Click the Submit button when you are finished.

Note: To activate an individual payee at a later time, click the Home
tab. In the “Attention required” section, click the “Activate” link next
to the payee you would like to activate.

Business BillPay: Add a Payee
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Import Payees

Payees used in QuickBooks or Quicken can be imported easily through the Import
Payees function. Your file must include the company name, account number, first
name and last name.

Always verify your payee data after you export and after you import to
ensure accuracy.

Company name is a required field for importing. Any record missing this
data will not be imported. However, after your file import is completed,
we will show you a list of all records and ask you to verify each.

Import payees
Do you have payees already setup in an application?

Payea records can be imported to make adding payees a snap.

Import from: Previous import(s):

.CSV file 0 0 unverified payees

Please note:

= Always verily your payee data after you export and after you import to ensure accuracy

+ Company name is a required field for importing. Any record missing this data will not be imported. However, after your file
import is completed, we will show you a list of all records, and ask you 1o verify each,

Use the “Payees” drop-down to select “Import Payees.”
1. Click the .CSV file button.

Business BillPay: Import Payees
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Import payees
How to import a CSV file

To impart your payees into Business BillPay-e, you begin by creating a CSV file in the format shown below. Instructions on how to
format the columns are provided balow,

Step 1: Prepare your file
Your CSV file should be in the following column order;

1, Company name*
2, Address 1
3. Address 2
4, City
5. State
6. ZIP code (ie. 55555 or 555554444)
7. Phone (je. 5553334444)
8. Account number®

4. First name*
10. Middle name
11. Last name*
* Mini quired fields: Company name, Account number, First name and Last name.
Mote: The file should contain as much inf as you have ble; as you may be asked to enter additional

information when verifying the payee
**Please ensure that the Phone number and ZIP code contain no spaces or special characters.

***For the import process, the column headers are nol necessary

Step 2: Click the "Choose File" button, select your CSV file and click "Upload” button.

@ | [Croose Fie o e crosen

2. Click the Choose File button and select the file you wish to upload.
3. Click the Upload button.

Business BillPay: Import Payees
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Successfully imported 1 payee record

The following Payee records need to be verified.
Please verify the payee you would like to add. If the payee is missing required informalion you will need to update the information
before the payee is added. To return to your unverified payee list. go to Import payees,

Delete selected
Payees Account number Actions
A Company 123456789 Gl e
We could not locate your payee, please p the F mailing add for "A F s
Address *
1 Main St.
Address2
City * State * ZIP code *
Anywhere linois v 62294-

Cancel Submit

4. Click the "+Add" link.

5. Add any missing information and click the Submit button.

Business BillPay: Import Payees
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Edit a Payee

Editing the simple details of a payee is easy within Business BillPay. For more
complicated changes, please submit a Payee Change Request to Equity Bank.

Manage payees

‘Eclit x

Account holder name
Ara McPherson

Payee name
MCPHERSOM ELECTRICAL

Payee phone numbar

Payee nickname
McPharsonal Elactrical

Payee account number
123456783

Category
e Businass -
Dafault pay from
Primary Chacking -

Payments are sent to
Address

B WISTERIA PL

City
MARRERD

State

Louisiana -

o 0 @

Use the “Payees” drop-down to select “Manage Payees.”

2P
T0072-

1. Sort payees by clicking the appropriate tab.
2. Click the “Edit” link at the end of the payee’s row to edit a payee.
3. Make the necessary changes.

4. Click the Save button when you are finished making changes.

Business BillPay: Edit a Payee
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Delete a Payee

If a payee is no longer needed, you can permanently delete them. This will not
erase data from any existing payments.

Manage payees
8o
Sort payen by. -
0 Pay # £ W Dolete
Are you sure you want to delete this payes? *®

McPhersonal Electrical chocy
© -~ EX

Use the “"Payees” drop-down to select “Manage Payees.”

1. Sort payees by clicking the appropriate tab.
2. C(lick the “Delete” link at the end of the payee’s row to delete a payee.

3. Click the “Delete payee” link.

Business BillPay: Delete a Payee
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Add and Manage Categories

Categories are groups of payees that help organize your bills and create your
budgets.

Manage categories
Filter 5 Search payees a & Print
Show all categories Show all payees
Payees Account number Category
almas Es4s Unassignod "
BULK RATE TR Unassigned i
Entergy-TEST " 6789 Unassighe ~
daen T S7el Unassigned v n
John Doe B Unassigned -
Mom “***nson Unassigned -
Whitney 07 2345 Unassigned v
*rson Personal v
Manage categories x
Category name Are you sure you want to delete this category? x
Calegory name Add category

Deleting Business will place the payse in an unassigned stalus.
Category name list

Business @ @ Delete Delete category n

Personal @ Delete

Use the “Payees” drop-down to select “Manage Categories.”
1. Move payees into new categories using the “Category” drop-downs.
2. To create or delete a category, click the Manage categories button.

a. To create a new category, enter a category name and click the Add
category button.

b. To delete a category, click the “Delete” link next to the category you
wish to delete. Then click the “Delete category” link.

Business BillPay: Add and Manage Categories
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Single Payment

It is easy to pay your bills once you set up payees. Within Single Payments, you
can see all the payees you have established so far. To pay a bill, simply find your
payee and fill out the payment information beside their name.

One-time payment

Search payees... n

Company - Select all
ates U234 BULK RATE 13456 o
0 Entergy - TEST L McPhersonal Electrical 5789 o

Whitney 2345

View selected (0) p

Payment summary

Payee From account Amount® Deliver by*

atmos Primary Checking ) § 8/4/2020 & W Removs

Last paid: NA B Invoic: ment
Amaount paid: NA

€ Back

By clicking Pay all, you authorize us to debit the indicated account for the amount of each payment

Use the “Payments” drop-down to select “One-time Payment.”

Select a payee from the Payee List.

Click the Pay button.

Choose the account to withdraw from using the “From Account” drop-down.
Enter the amount of the payment.

Select the Deliver By date using the calendar feature.

o u s whN =

Click the Pay all button when you are finished.

Business BillPay: Single Payment
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Edit or Stop a Single Payment

Changes can be made to a scheduled payment up until the time of processing.

Scheduled payments

= 5
Payee Amount Deliver by date @ @

almos $1.00 0BI3172020 10 Dotmis & e L)
Check
*
Edit single payment
Account details Transaction details
Payss L Confurnation & 2
Paymant method Chack. Sohadhibed by Mhrpity Test
From scosunt Primary Checking  ~ Deltivary Staedand
@ Amauns 3 o0
Deltver by date’ BNR00 [ |
vk e Comment _
Couck - ‘G
Stop single payment
Account details Transacton detals
Payee Amerioan Express. Confumation -0
Payment maesrod Chees. Bt arrival 1O
From ateen Peimary Chacking Deltvery. Saancd
Amsurt $653 00
Process date ORI

n@

Use the “Payments” drop-down to select “Scheduled Payments.”

1. To edita payment:
a. Click the “Edit” link to edit transaction details.
b. Make the necessary changes.
c. Click the Submit button when you are finished making changes.
2. To stop a payment:
a. Click the “Stop” link to stop the payment.
b. Click the Submit button.

Business BillPay: Edit or Stop a Single Payment
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Create a Recurring Payment

Our Recurring Payments feature keeps you ahead of your repeating payments.
Setting up a recurring payment takes only a few moments and saves you time by
not having to reenter a payment each time it is due.

Recurring payment

Company Individual

All Categories v
American Express 46T ATET csnapAET
Cellular One *tB4ET Chase v g4BT
Lease ***t846T MasterCard 8467
Moe's Mowers e 8467 Seed Indeed Co. wrB46T
Vern's Fertilizer *rttB4ET Waverly Water Co. - g
Set up American Express recurring payment x
Details
Name Pay from* Amount’
American Express " i 9
Primary Checking R $
“““ 8467
® Add comment

Use the “Payments” drop-down to select “Recurring Payment.”
1. Select a payee from the list.
2. Select an account to withdraw from using the “Pay From” drop-down.

3. Enter the amount of the payment.

Business BillPay: Create a Recurring Payment
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Series options / preferences
a If the payment falls on a holiday or weekend?

Pay before Pay after

Frequency edit
Frequency”

Monthly v

e Last business day v

Select first process’

Would you like this series to end?*

@D No

@ (| Onthis date -]

After a set # of payments

Cancel Review

By clicking submit, you authoriza us o debit the indicated account for the amaount of each payment.

4. Choose your payment preference if a payment date falls on a holiday or
weekend.

5. Select how often the payment should recur using the “Frequency” drop-down
and select a delivery date.

6. Select when you would like the series to end.

7. Click the Submit button when you are finished.

Business BillPay: Create a Recurring Payment
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Edit or Stop a Recurring Payment

You can change or cancel a payment even after you schedule it. This convenient
feature gives you the freedom to change the way you make your payments.

Scheduled payments
8 Print
Payee Amount Deliver by date @ @
atmos $1.00 10/30/2020 0 Detais # Edit ® stop
Chack
Canfirmation #:3
Edit recurring payment
Payesa From account Amount Process date Additional items
John Doe Primary Checking $1.00 11/30/2020 Confirmation & 1
[ eecirocic ]
Est. arrival 12/2/2020
Comment None
Series start 11/30/2020
Series end None
Frequency Monthly on the last
business day
What would you like to do?
Skip the payment scheduled on 11/30/2020 b
Change the payment scheduled on 11/30/2020 »
I would like to change the entire series

o OO

Use the “Payments” drop-down to select “Scheduled Payments.”

1. To edit a payment:

a. Click the “Edit” link to edit the transaction details

b. Make the necessary changes.

c. Click the Submit button when you are finished making changes.

2. To stop a payment:

a. Click the “Stop” link to stop the payment.

Business BillPay: Edit or Stop a Recurring Payment
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Stop recurring payment

Payee From account Amount Process date
John Doe Primary Checking  $1.00 1173052020
Ewctrorse.

What would you like to do?

Stop the payment series immediately. @

Stop the series after the next payment processes.

- D

b. Decide if you would like to stop the series immediately or stop the
series after the next payment processes.

c. Click the Submit button.

Business BillPay: Edit or Stop a Recurring Payment
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Depending on which rights are assigned to the user, a payment can be designated
as “needs approval.” You can see notifications of payments awaiting approval in
the “Attention required” section. An authorized user must log in to approve each
transaction that meets a certain criteria.

Scheduled payments

Payee Amount
American Express $999.00
Check

Confitmaion #:40

MasterCard $999.00
Check

Confirmation #:41

Sublotal $1,996.00
Total $1,998.00

All transactions

Process date

10/26/2020

11/02/2020

& Print
@ Dewis |V Approve & Edit © sw0p
Qoeansis Approve & Edit ® sip

Primary Checking ***+*1232

Skipped payments not included in the total.

Click the “Payments Awaiting Approval” link on the Home page.

A. Click the “Approve” link to authorize each transaction.

B. Click the Approve all button to approve all of the payments.

Business BillPay: Payment Approval
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Add a Transfer Account

Link your Equity Bank accounts and external accounts, so you can transfer money
without ever leaving home! When you go to add another account, you are asked
to verify your ownership of that account by confirming two small deposits Equity
Bank makes into the external account.

Transfer accounts

Add a transfer account

Whera is your transfer account located?

At my institution At another institution
By adding an account from Jack Henry and Associales, You can add a transfer account that is located at another
you will be able to pay bills and transfer funds. Please institution. Pleasa enter your account information on the
enter your account information on the next screen. next screen,
7/
c Go there now ¢ Go there now ©F
Transter accounts Transter accounts
Aad a varsder sooount A3 & Wansler scoound
0 et b st O et n Moy gt
Rt ottt e Ao st
o' Ly sy
sz e o
e trwe it e
i - ooy =
Aoz et [ ——
omtem s e st et
Comtom o e
Stssne et

=S
Use the “Transfers” drop-down to select “Add Transfer Account.”
1. Click the Go there now button to add a Equity Bank account.
a. Enter the account information and click the Submit button.
2. Click the Go there now button to add an external account.
a. Enter the account information and click the Submit button.

b. Go to page 130 to complete the activation process.

Business BillPay: Add a Transfer Account
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Delete or Edit a Transfer Account

Delete or edit your transfer accounts.

View transfers
8 Frint
Account Additional items e o
e W Account Last transfered N4
----- 1918 # Edit) (W Delete
From account
e Paymll Last transfered N/A
P AR 1554 #Edil @ Delete
rom account m
e Primary Checking Last trangfered NIA
P {pig # Edit
rom account m
9 Community Bank Category Accounts
raeygay Last transfered $1200.00 on 10/5/2020 #Edit W Delste
To account m
_) Jog's Category No categary
reegTEg Last transfered NiA #Edit  WDelete  © Activate
To account

Use the “Transfers” drop-down to select “View Transfer Accounts.”
A. Click the "Delete” link to remove the account from Bill Pay.

B. Click the “Edit” link to make changes to the account nickname.

Business BillPay: Delete or Edit a Transfer Account



146

One-Time Transfer

Make a one-time transfer between accounts.

One-time transfer

A Transfer accounts need to be activated or authenticated. View now
From account * To account * Amount * Select date *
Select an account w || Select an account v s 10/18/2020 -]

Use the “Transfers” drop-down to select “One-time Transfer.”

Use the drop-down to select an account to send funds from.
Use the drop-down to select an account to send funds to.
Enter the amount of the transfer.

Use the calendar feature to select a date.

(Optionl) Click the Add transfer entry button to add additional transfers.

NN o

Click the Submit button when you are finished.

Business BillPay: One-Time Transfer
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Edit or Stop a Single Transfer

Changes can be made to a scheduled payment up until the time of processing.

Transfers
8 Print
Transfer to Amount Process date @ @
Cammunity Bank $500.00 10/29/2020 Ooemis  V Agprove & Ean @ s0p

Chack
Contrmation 5,63

Account details. Transschon detits

Fayws. aimos Confirmation # 2

Paymant method Check Seredubed by My Tast

From coeunt” Primary Checksng Dativary Standard
@ Amount’ 5 10

Daliver by date’ AN [ ]

InvolcwComment

EER

Stop single transfer

Account details Transaction detals

To seesunt: Community Bask Est werret g0
Armsurt 8500.00 Seheduled by Lautie Serslly
Process date aoam0s0
Commart: e

Use the “Transfers” drop-down to select “Scheduled Transfers.”
1. To edita payment:
a. Click the “Edit” link to edit transaction details.
b. Make the necessary changes.
c. Click the Submit button when you are finished making changes.
2. To stop a payment:
a. Click the “Stop” link to stop the payment.
b. Click the Submit button.

Business BillPay: Edit or Stop a Single Transfer
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Recurring Transfers

Make a recurring transfer between accounts.

Details
Transfer from® Transfer to* Amount*
a Selact account v Select account w s 9
® Add comment e
Series options Frequency settings

a What if the payment falls on a holiday or weekend?

Menthly v

Last business day w

Select first process date”

Would you like this series to end?*
@D Ne

G On this date (]

After a set # of payments

Submit

Use the “Transfers” drop-down to select “Recurring Transfer.”
1. Use the drop-down to select an account to send funds from.
2. Use the drop-down to select an account to send funds to.
3. Enter the amount of the transfer.
4

Choose your payment preference if a payment date falls on a holiday or
weekend.

5. Select how often the payment should recur using the “Frequency” drop-down
and select a delivery date using the calendar feature.

6. Select when you would like the series to end.

7. Click the Submit button when you are finished.

Business BillPay: Recurring Transfers
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Edit or Stop a Recurring Transfer

You can change or cancel a transfer even after you schedule it. This convenient
feature gives you the freedom to change the way you make your transfers.

Transfers

Transfer to Amount Process date @ @
# ea ® s0p

Cammunity Bank $500.00 104292020 O oetaits v Approve

Contrmation 5,63

Company profile
Change comgany infermation

Company name: GULF COAST BANK

Address:
123 MAIN 5T

City: State:" 2IP Code:
ANYWHERE Lousana » TON23-0000

Dual signatures required

PRequire dusl signatures

Use the “Transfers” drop-down to select “Scheduled Transfers.”
1. To edita transfer:

a. Click the “Edit" link to edit the transaction details

b. Make the necessary changes.

c. Click the Submit button when you are finished making changes.
2. Tostop atransfer:

a. Click the “Stop” link to stop the transfer.

Business BillPay: Edit or Stop a Recurring Transfer
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Stop Recurring Payment

Payeo From Account Amount Deliver By Date
atmos
Chock Primary Chacking 51.00 10302020

What would you like to da?

' Siop the payment serles immediately. @
) Btop the series afler the next payment processes.

b. Decide if you would like to stop the series immediately or stop the
series after the next transfer processes.

c. Click the Submit button.

Business BillPay: Edit or Stop a Recurring Transfer



Transfer Approval

151

Depending on which rights are assigned to the user, a transfer can be designated
as “needs approval.” You can see notifications of transfers awaiting approval in
the “Attention required” section. An authorized user must log in to approve each
transfer that meets a certain criteria.

Transfers

Transfer to Amount
Community Bank §500.00
Check.

Confirmation #:43

Subiotal £500.00
Total $500.00

All transactions

Process date

10/26/2020

8 Print

O Dauils  (V Approve & Edt © sop

Primary Checking "****1232

Skipped payments not included in the total,

Click the “Transfers Awaiting Approval” link on the Home page.

A. Click the “Approve” link to authorize each transfer.

B. Click the Approve all button to approve all of the transfers.

Business BillPay: Transfer Approval
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Add an Employee

Payroll

Joe's Landscaping

- Piiyioh schadile

[ a & Monthl =
y on the last

m 5 H =]

business day

Newt pyro

# Edit

10/30/2020

03 Schedule new

Add new employee

Employee information

First name *

First name

Employee ID number

Employee 1D number

Tell me more

Employee status *

Active w

0 Did you know? We will sand a confirmation email to your employees when payroll has been deposited.

Last name *

Last name

Email address

Email address

Pay type *
Hourly

Click the Payroll tab on the Home page.

1. Click the “Add” link in the Total employees box.

Enter the employee’s first name and last name.

2
3. (Optional) Enter their employee ID number and email address.
4

. Use the drop-downs to select the employee status and pay type.

Business BillPay: Add an Employee
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Employee account information
e Would you like to split the deposit between two bank i
accounts? Spiit
Single account
Account number Confirm account number *
Account number Confirm account number
G Routing number * Confirm routing number *
Routing number Confirm routing number
Account type ©
Checking v
< Back

5. Decide if you would like to split the deposit between two accounts.
6. Enter the employee’s account information.

7. Click the Submit button when you are finished.

Business BillPay: Add an Employee
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Edit or Deactivate an Employee

Payroll

Joe's Landscaping

Payroll schadule Newt payrol

Total emgloyees
9 5 a S Monthly on the last =  10/30/2020
[ i) business day ==
# Edit ) & Add # Edit [ Schedule new
Employee information
+ yea 8 Print
D 3 B3
Hourly
Mame v Show employees
Name Employee ID Status Last paid
Jim Cook 1 Active WA © Details
Joo Johmson e 2 Active WA © Dutails
Edit x
First name * Last name *
Jim Cook.
Employee ID number Emall
1 feook@mycompany.com
@ Pay type
Hourly v
Employee account inlormation
Would you like the deposit to be split batween 2 Dot sk
bank accounts? i

Click the Payroll tab on the Home page.

1. Click the “Edit” link in the Total employees box.

2. C(lick the “Edit” link to edit an employee.

a. Edit the employees information and click the Next button.
Business BillPay: Edit or Deactivate an Employee
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Single account X
Deposit account number *

123456789

Confirm account number *

123456789

@ Deposit routing number *

123234567

Confirm routing number *

123234567

Account type *

Checking -

Cancel

Deactivate x

A Are you sure you wanl to deactivate this employee?

Deactivating the employee Jim Cook will stop any scheduled payroll deposits 1o this employee.

o-m

b. Edit the employees account information and click the Save button.

3. Click the “Deactivate” link to deactivate an employee.

a. C(lick the Yes button.

Business BillPay: Edit or Deactivate an Employee
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Schedule Payroll

Payroll

Joe's Landscaping

Fotal emplaypes Prayroil schadule

® oy
- 5 =)
# Edit & Add # Edit

Maonthly on the last
business day

bty

10/30/2020 0

03 Schedule new

Schedule a regular payroll

Payroll information

Regular deposit date

| Pay from account

Hobby Account

pquency selected

Name Regular pay

Amount $250.00

Joe Johnson

Last paid n/a 5 000 $ 000
Amount $250.00

Extra pay Total

@) Jim Cook
Last paid n/a e S$ 0.00 $ 0.00 e

$0.00

Hourly sublotal $0.00

Deselectall  Select all

Additional items

Employes 1D 1
Split amount Mo
Momo /

Comment ® Add
Emgloyee ID 2

Split amount Mo
Momo /

Comment ® Add

Click the Payroll tab on the Home page.

1. Click the “Schedule new"” link in the Next payroll box.

LI TN

.

Business BillPay: Schedule Payroll

Use the drop-down to select a pay from account.

Enter the regular pay amount for each employee.

Enter any extra pay amount for each employee.

Toggle employees on or off to add or exclude them from the payroll.
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Hourly subtotal  $0.00
Salary subtotal ~ §700.00

Contractor subtotal 50.00
Deposit total ~ $700.00

["Schedule a regular payroll

Payroll information

Company Joe's Landscaping Process date 10/28/2020

Pay from account Hobby Account Scheduled by Laurie Smith

Regular payroll date 1/30/2020 Frequency Monthly on the last
business day

Salary employees

Name Regular pay Extra pay Total Additional items

Jane Doe $300.00 $0.00 $300.00 Emplayes 1D 5 e
Siplit amount Yes

Last paid nfa Memo / Mo

Amount $749.00 Comment

Suzy Smith $400.00 $0.00 $400.00 Employes ID 3
Split amount Mo

Last paid nfa Memo /

Amount $950.00 Comment

Salary sublotal  $700.00

Hourly subtotal  $0.00
Salary subtotal  5700.00

Contractor subtotal ~ $0.00
Deposit total  §$700.00

By clicking submill, you sulhodize us 1o debit the indicaled sccount for the amoun of each payment

6. Click the Next button.
7. Review the payroll and click the Submit button.

Business BillPay: Schedule Payroll
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Edit Scheduled Payroll

By editing the current payday schedule, your payroll deposits will stop, and you
need to reschedule them.

Payroll

Joe's Landscaping

Neit paryrol

Fotal amaiaynes Payroll schedule
5 ﬁ Monthly on the last o E 10/30/2020

[
[ business day

# Edit &+ Add # Edit £ Schedule new

Payroll schedule edit confirmation ®

4 By oditing the curment payday schedula, your payroll depasits wil be stopped, and you wil noed 1o

reschedule them
-
= @

Current payday schedule

Pay feom Hobby Accourt
Frequency Monthly on the last business day
First pay date Ociober 30, 2020

Slop the current payday schedule and star a new one

Select pay from sccount ©

Hobby Acoount -

9 i i

Weakly v
o

Monday -
Holiday & non-peocesing cptions
What would you ke 4 do?

Py dabs”

Click the Payroll tab on the Home page.
1. Click the "Edit” link in the Payroll schedule box.
2. Click the Continue button.

3. Make the necessary changes and click the Save button when you are
finished.

Business BillPay: Edit Scheduled Payroll
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Schedule Extra Payroll

Payroll

Joe's Landscaping

2l omoloyoes Payroll schedule Next payrol
] ] Manthly on the last -

[ ] 5 E business day u 10/30/2020

# Edit & Add # Edit 0 Schedule new

Past payrol Extra paryrod All schackuled payrol
et
10/13/2020 HEH  None 0 E
@ View higtory 1) Schedule new. @ View

Schedule an extra payroll

Payday information

Payday description:
M @t name i not given this extra payday Namo will
be identified ty the date you sefect below,
Select an extra payday * [
Pay from account Hobby Account ~

Click the Payroll tab on the Home page.

1. Click the “Schedule new” link in the Extra payroll box.
2. Enter a payday description.

3. Use the calandar feature to select a payday.

4

. Use the drop-down to select a pay from account.

Business BillPay: Schedule Extra Payroll
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Deselectall  Select all
Name Employee ID Amount Additional items
Jim Cook
Last paid na 1 G $ 0,00 i te
Amount $250.00 Commant ® Add
Joe Johnson
Last paid n/a = $ 000 — =
Amount $250.00 Comment ® Add
Hourly subtotal $0.00

e

Schedule an extra payroll

Payday information

Company Joe's Landscaping Process date 10/30/2020

Pay from account Hobby Account Payday description 10/3042020 extra deposit

Payday 10/30/2020 Scheduled by Laurie Smith

Hourly employees

Name Employee ID Amount Additional items

Jim Cook 1 $1.00 Split amount HNo
Memao / Hone

Last paid n/a Comment

Amount $250.00

Hourly subtotal $1.00

Hourly subtotal ~ $1.00
Salary subtotal  $0.00
Contractor subtotal $0.00
Deposit total $1.00

< Back

Biy clicking submit, you authorize us to debit the indicated account lor the amount of each payment.

Toggle employees on or off to add or exclude them from the payroll.

Enter an amount for each employee.

.

Click the Next button.

© N o un

Review the extra payroll and click the Submit button when you are finished.

Business BillPay: Schedule Extra Payroll
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View Past Payroll

Payroll
Joe's Landscaping
Total mimgstipees Payrod whesule Sheat payieh
® st et
& 5 ] mm:nm‘;o last o 10/30/2020
FEG S0 Amd # Edt 10 Schodule rew
10/13/2020 0 HE None [5=]
@ View bistory ) Schadkle norw D Vi
View oplions x
Process Date Range
Current Manth -
Transaction status
View All -
Order by
e Process Dato w
Arrange
Asganding -
# of records 1o retum
10 -
View in spreadshoet
-
["Payroll history B

e Payee Amount Pay day

Payroll 10/08/2020 5120000 100872020 10 Dwsis
Cort 2. Sam cotats

Payrodl (Bonus) $999.00 10132020 10 Do
Cand  Sas detaly

‘Subtowsl S2100.00 Priesavry Cheking *=*1252

Tatal $2,189.00 J

Click the Payroll tab on the Home page.
1. Click the “View history” link in the Past payroll box.
2. Use the drop-downs to filter past payrolls and click the View results button.

3. Your payroll history is displayed.
Business BillPay: View Past Payroll
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Edit or Stop Scheduled Payroll

Payroll
Joe's Landscaping
Total emgiloyees Payroll schedule Next payrod
[ ] ] Monthly on the last -
- 5 =] il b [ | 10/30/2020
& Edit & Add # Edit 3 Schedule new
Past payrol Extra paryrod Al sches chuiled payrol
e
10/13/2020 W None = a
@ View higtory 1) Schedule new @ View
8 Print
Payroll name Amount Process date @ @
10/30v2020 deposit $700.00 10/28/2020 D Detais & Edit © swp
Payroll 11/09/2020 $1,200.00 11/6/2020 O Detaiis & Edit © swp + Agprove
Sublotal $700.00 Hobby Account ** 1919
Subtotal  $1,200.00 Primary Checking ***1232
Total $1,900.00
All transactions

Click the Payroll tab on the Home page.
1. Click the “View" link in the All scheduled payroll box.

2. To edit a payroll:
a. Click the “Edit” link to edit payroll details.

Business BillPay: Edit or Stop Scheduled Payroll




163

Edit scheduled payday

‘2 What can | change?

Payday information

Payroll name 10/30/2020 Process dale 10MBR2020
Scheduled by Laurie Smith Payday 10/30/2020
Pay from Hobby Account ~ Frequency Monthly on the last
business day
Hourly employees
Name Regular pay Extra pay Total Additional items
Jim Cook
Last paid nfa $ D00 $ 0.00 $0.00 :’f‘:“”" 1B Nn‘
Amount nfa Mema /
Comment ® Add
Joe Johnson
Em fssesse >
Last paid n/a $ 000 $ 000 $0.00 sﬂ""’m“" -
Amount nfa Mama /
Comement ® Add

Hourly subtotal ~ $0.00

Salary employees
Name Regular pay Extra pay Total Additional items
Jane Doe
= $300.00 Confirmation # 3200030
Last paid n/a § 30000 $ 000 Empioyes (D werrang,
Amount nfa Spit amount Yes
Mema |
Comment ® Add
@) Suzy Smith
: . Confirmation # 3200031
Last paid n/a s 40000 s 000 ok s
Amount nfa Splt amount o

Mema /
- - A

oo |

b. Make the necessary changes.

c. Click the Submit button when you are finished making changes.

Business BillPay: Edit or Stop Scheduled Payroll
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Payroll deposits

8 Print
Payroll name Amount Process date @
10/30/2020 deposit $700.00 10/28/2020 O Detaiis & Edit © sup
Payroll 11/09/2020 $1,200.00 11/6/2020 0 Dotais # Edit ® sw0p V' Approve
Subtotal  §700.00 Hobby Account **** 1819
Subtotal  $1,200.00 Primary Checking ****1232

Total  $1,900.00

All transactions
Stop scheduled payday
A Important information!
All employee deposits scheduled lor this payday will be stopped.
Payday information
Payroll name 10B02020 Process date 10/282020
Scheduled by Laurie Smith Payday 1 VBV020
Pay from Hobbry Account Frequency Monthly on the kast
business day
Salary employees
Name Regular pay Extra pay Total Additional ftems
e ' 10/28/2020
$270.00 £0.00 $270.00 Confirmation # 3200030
Last pald nia Employes IO =y 5
Amount nfa Spit aemount Yea.
Mema /
Comment B
Jane Doe
$30.00 $0.00 $30.00 Confirmation # 3200029
Last paid nia Employea 1D " 5
Amount nfa Split semount Yoz
Mema /
Cornenant o
Suzy Smith
A Confrmation # 3200031
Last paid n/a 0000 S0:00 onsh il o i
Amount nia Spit armount L]
Momo |
Commmant o
Salary subtotal ST00.00
Salary subtotal ~ $700.00
Payday total  $700.00
em ©

3. To stop a payroll:
a. Click the “Stop” link to stop the payroll.

b. Click the Submit button.
Business BillPay: Edit or Stop Scheduled Payroll
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Depending on which rights are assigned to the user, a transfer can be designated
as “needs approval.” You can see notifications of transfers awaiting approval in
the “Attention required” section. An authorized user must log in to approve each
transfer that meets a certain criteria.

Payroll deposits

Q, Search filter

Payroll name

Payroll 11/08/2020

Total

All transactions

Amount

$1,200.00

$1.200.00
$1,200.00

8 Print
Process date e
11/6/2020 0 Detazs & Edit ® s0p ' Approve

Primary Checking ***1232

~ Approve all

Click the “Payroll awaiting approval” link on the Home page.

A. Click the “Approve” link to authorize each transfer.

B. Click the Approve all button to approve all transfers.

Business BillPay: Payroll Approval
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Calendar

Quickly view all of your scheduled payments, transfers and payroll.

(Calendar
P
A
3
Monday Towiday. Wodraniay Thursday Friday
" -
+" Processed
10 Monday Octobar 05, 2020
5 8 T 8
T
Payea Amount
Cellular One $65.00
Lease $1,200.00
12 o 14 15
@ ==mmm seso
Total $1,330.00
19 20 i 2
(E
26 2 g} 2 30
s oo o ss1500
Al Transactions Awalting Approval §1,499.00
Al Scheduled Transactions: 715,00
All Transacticns Processed §4.729.00

Click the Calendar tab on the Home page.
A. Click each button to filter transactions.

B. Click the All details button to view additional details about the current
month’s transactions.

Click each transaction to view additional details.
Dark blue transactions have been processed.

Light blue transactions are pending.

m m o N

Green transactions require additional action.

Business BillPay: Calendar
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Easily change information associated with your account at Equity Bank by
modifying your company profile.

Company profile
Change company infarmation

Company name: GULF COAST BAss
Address:

123 MAIN 5T

City= State:”

ANYWHERE

Phone number:”

Dual signatunes requinod

Pequire dual sigratuns

Use the “Options” drop-down to select “Company Profile.”

1. Change the information that Equity Bank has on file for your company.

2. Decide if dual requirements are required by checking the box.

3. Click the Submit button when you are finished making changes.

Business BillPay: Company Profile
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Delete or Edit Bill Pay Accounts

Add or edit your Business BillPay accounts through the Manage Bill Pay Accounts
function.

Manage bill pay accounts

Default Nickname Account number Account type Status e e
® Primary 7841 Checking Approved #Ew) (@ Detote
Checking
Default Account
Add new account x l
Nickname *
Nickname

@ Account number *

Account number

Confirm account number *

Confirm account number

Account type *

Please select v

°

Use the “Options” drop-down to select “Manage Bill Pay Accounts.”

A. Click the “Delete” link to remove the account from Bill Pay.

B. Click the “Edit” link to make changes to the account nickname.

C. Add a new account by clicking the Add new account button.
1. Enter the account information.

2. C(lick the Save changes button when you are finished.

Business BillPay: Delete or Edit Bill Pay Accounts
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Modify User Permissions

You can monitor users that have access to your account. Using User Permissions,
you can give each user different accesses to your accounts, amount of debits
allowed and designate other permissions. Carefully consider each user’s
permissions.

Manage users
Last name First name User ID Last login
GULF COAST GULF COAST 2017116039763 NIA # s (& Pomissions “
BANK BANK 9349a8

User name  ARA MCPHERSON

User type  Cusiom

T o -ﬁ

Use the “Options” drop-down to select “Manage users.”

1. Click the “Permissions” link.
Select one of the categories across the top.

2

3. Enable or disable permissions.

4. Click the Save button when you are finished.
5

(Optional) Original permissions can be restored at any time by clicking
the Restore Permissions button. This applies to all elements of user
permissions for this particular user.

Business BillPay: Modify User Permissions
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Personal Profile

Itis important to keep the contact information about your company up to date
with Equity Bank. You can easily change these elements and personalize your
Business BillPay experience by following the steps below. The challenge phrases
can also be altered here.

Paymants » Fayoes » Calendar Optiona »

‘Welcoma: Murphy Test = Last iogin: 4:30 PM CT 7/28/2020
AProllev W Chalhow & Messages(0) © Log.oul

o View Contact Info @
¢ Default Page @

Contact Info Default page

Email Address Prone Numbens Chocts you' delaul home page

m Culender Bl Payment Sharieut
Comtact Phon 1

#

Pl

P

# ot

Click the “Profile” link on the Home page.
1. To update contact info:
a. Click the “View Contact Info” link.

b. Click the Edit button. Make your changes and click the Submit button
when you are finished.

2. Tochange your default page:
a. Click the “Default Page"” link.

b. Choose what page you prefer Bill Pay to open with such as Home,
Calendar, Single Payment or Shortcut. Click the Submit button when
you are finished.

Business BillPay: Personal Profile
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e-Notifications

Equity Bank makes staying on top of payments and bills simple, but it becomes
even easier when you set up e-Notifications in your account. There are several
triggers that can send an e-Notification, so you are always aware of what is
happening with your accounts.

With the Events features, you can develop customized communications to
be notified each time a particular event occurs through your Business BillPay

account.

e-Notifications

Email address on file Short text address on file
NIA

Event Notifications
With Evend Notifcatons,

A transaction needs approval

Send notification to

Email Addrass »
Notification has been activated and will be sent to:Erica@MCompany.com

Atransaction exceeds a specified amount

Send notification to Category
Email Address ¥ AllCalegories w
Payee or Account Amount
All Payees il |

Use the “Options” drop-down to select “e-Notifications,” then click the Event

button.

1. Use drop-downs to create your custom event notifications. Click the Submit
button when you are finished.

Business BillPay: e-Notifications
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When you use the Logout feature, you can receive a customized email summary

of Business BillPay activities each time you exit Business BillPay.

e-Notifications
Reminders
Short text address on file
MIA

Logout Notifications.

Al the end of each bil pary sessicn, you G receive 4 cuiomined emal sumemary of youor bil piry acthvities.

Please select which items you would like to receive each time you log out.

Sand. abawing

[ -] Scheduled transactions
) Added payees

[ ] Deleted payees

Added admin users

o

Use the “Options” drop-down to select “e-Notifications,” then click the Logout
button.

1. Enable or disable notifications on a particular feature when you logout.

2. Click the Submit button when you are finished making changes.

Business BillPay: e-Notifications
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You can customize how often you receive email notifications on scheduled

payments and transaction history.

e-Notifications

£3 3

Email address on file

Recurring Notifications

Short text address on file
/A

vell provice a fist of bl pay

How often

Select Frequency

A list of all scheduled payments

& c

e

Use the “Options” drop-down to select “e-Notifications,” then click the Recurring

button.

1. Using the drop-downs, select when you would like receive notifications about
scheduled payments and your transaction history.

2. Click the Submit button when you are finished making changes.

Business BillPay: e-Notifications
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You can schedule reminders for when you send or receive payments.

e-Notifications

3 3 =

Email address on file Short text address on file
N/
Reminders Notifications
L for each ¥ Eanster funds.

Pay to Category Reminder date Fraquency Send lo

Add reminder X

What type of payea? *

e Bills v

Pick a payee *

Select Payee v
Send notification to *

Select Option ~
Reminder frequency *

Select Frequency w

Use the “Options” drop-down to select “e-Notifications,” then click the Reminders
button.

1. Click the Add reminder button.

2. Using the drop-downs, create a custom reminder. Click the Submit button
when you are finished.

Business BillPay: e-Notifications
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Reports

You can create a report or detailed overview of your spending habits to help you
better manage your finances. You can view them on your computer or download
them locally to your hard drive or device.

Reports

Payment Changes Payments Stopped Payees Added

Payments Processed

All Users Scheduling User Approving User
Date Range
Current Month w e
Start Date End Date
Start date iE End date =]

L B3

Use the “Options” drop-down to select “Reports.”
1. Choose a report type listed across the top.

2. Customize your report using the calendars and drop-downs. Click the Create
report button when you are finished.

Business BillPay: Reports
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