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Admin Rights

Getting Started

Business Online Banking Overview

Whether you're an enterprise, large corporation or small organization, our flexible
Business Online Banking can efficiently serve you. Depending on your size, the
first steps in banking online are setting up your users, subsidiaries 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 Business 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
United Community Bank representative, you can organize which employees get
access to different features within Business Online Banking by establishing user
roles.

Subsidiaries are different entities owned or managed by one parent company.
Business Online Banking allows you to aggressively manage your subsidiaries,
offering centralized control to the parent company with the convenience of a
single banking system.

Subsidiaries may not apply if your business is a single entity with only one tax
ID with several bank accounts tied to it. For complete information, contact us at
1-800-UCBANKT1 (1-800-822-2651).

Recipients are people or businesses to whom you send money using a payment
feature offered through Business 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: Business Online Banking Overview
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Treasury
Editing Company Policy

The Company Policy is a list of allowed actions and limits that applies to the
whole business. All created user rights fit within the Company Policy. If you have
Manage Company Policy rights, you can make edits to parts of the Company
Policy, but it cannot be deleted.

The first tab within the Company Policy is the “Overview” tab. This section
contains a list of all transaction types including their approval limits and allowed
actions. Here, users with Manage Company Policy rights can choose a type of
transaction to edit at the Company Policy level.

Company Polic 1

Overview

Transaction Type

Features Accounts User Roles

Draft \pprove Cancel
Per Month Approval Per Account Approval
Approval Limit  Per Day Approval Limits j\pp 7S PP Actions! ctions Actions
Limits Limits
Max Max Max

999,999,999 / 999,999,999 / 999,999,999 / 1 1 1
ACH Callectionj| (1$955,959,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 Any Any Any
ACH Payment - 999,999,999 / 999,999,999 / 999,999,999 / 1 1 1
single $999999.999.00  £596,999.999.00 $999,999,999.00 $999,999,999.00 Any Any Any

In the Commercial Functions tab, click Company Policy.
1. Click the Overview tab.
2. View the approval limits and allowed actions for each transaction type.

3. Click on the transaction type you would like to make changes to.

Treasury: Editing Company Policy
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After selecting a transaction type to edit, you can adjust the maximum amount of
drafted funds.

Company Policy ®

Overview Features Accounts User Roles
ACH COLLECTION Change

Allowed Actions Approval Limits

Open Policy Tester Add New Allowed Action

s o BN [ seenovais T LN sonsmonizet i W accomms i 2 W seiersiomest i C21) M oot ) W eroerasses
Any 2 Any sasic CheckingX... || Any Any Any
UCBI POLICY » ACH COLLECTION » RULE #

Allows ACH Collection transaction for any amount

o . o ¢ e o
aorons 1 || sussiomaies € [ accounts = || orarrrouns (5] || ocamon @ || pavoresses & || seccoves P

& Any Any Any Any Any Any

Enter Maximum Draft Amount
Any Allowable Amount ¢

@ Specific Amount

s 0

1. Click on the Draft Amount action.

2. Enter the maximum draft amount using the number pad or click the Any
button for an unlimited amount.

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

Treasury: Editing Company Policy
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Next, you can decide on the number of authorized approvals needed for that
specific transaction type.

DEMO *TREASURY* POLICY » ACH COLLECTION » RULE #1 ‘ oK ’

Allows ACH Collection transacton for any amount from Basic Checking.

Click the Approvals action.

2. C(lick the + or - icon depending on how many approvals the specific
transaction type requires.

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

Different transaction types have the ability to exclude certain subsidiaries.

DEMO *TREASURY* POLICY » ACH COLLECTION » RULE #1 ‘ oK "

Allows ACH Collection transaction less than or equal t0.$4,000 from Basic Checking

1. Click the Subsidiaries action.
2. Select which subsidiary can be used in a specific transaction.

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

Treasury: Editing Company Policy
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If you have Manage Company Policy rights, you can decide which accounts are
used for a specific transaction.

DEMO *TREASURY* POLICY » ACH COLLECTION » RULE #1 m ‘ oK

Alows ACH Collection transaction less than or equal to $4,000 from Basic Checking

G

1. Click on the Accounts action.

2. Select which groups or accounts a specific transaction can use.

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

You can also set time limitations for specific transactions. This is especially
beneficial if you only want transactions to occur during business hours.

DEMO *TREASURY* POLICY » ACH COLLECTION » RULE#1 [

Alows ACH Collection transaction ess than or equa 0 $4,000 from Basic Checking perormed during specified times

Click the Draft Hours action.
Click the boxes to select the hours a user can draft or send a transaction.

Click the OK button when you are finished making changes.

Treasury: Editing Company Policy
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If your business conducts transactions in different regions, you can select the
appropriate places to permit them within the Company Policy.

DEMO *TREASURY* POLICY » ACH COLLECTION » RULE #1 Cancel

Allows ACH Collection transaction ess than or equal t0.$4,000 from Basic Checking performed during specified times

1. Click the Location action.
Select which countries transactions can be performed in.

Click the OK button when you are finished making changes.

To further strengthen your Company Policy, you can specify which computers can
perform transactions by entering the device’s unique IP address.

DEMO *TREASURY* POLICY » ACH COLLECTION » RULE #1 m (3

Allows ACH Collection transaction les than or equalto.$4,000 from Basic Checking performed during specified times

Add anew 1P addre;

1. Click the IP Addresses action.
Enter a new IP Address and click the Add button.

Click the OK button when you are finished making changes.

Treasury: Editing Company Policy
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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 (corporate or consumer), and any information specific to the format
(such as single/recurring, terminal location, or check number).

DEMO *TREASURY* POLICY » ACH COLLECTION » RULE #1 m ‘ = ]

Alows ACH Collection transaction for any amount from Baslc Checking.

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

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

Treasury: Editing Company Policy



Admin Rights

You can review the Approval Limits within the Company Policy. These limits are
read-only at the Company Policy level but can be adjusted within User Roles to fit

a user's specific responsibilities.

Overview Features Accounts User Roles

PerMonth Approval  Per Account Approval  Dreft  Approve - Cancel
Transaction Type | Approval Limit  Per Day Approval Limits ! L‘m_spp ! L‘mi_spp Actions  Actions  Actions
imit! i Max Max Max
; 999,999,999 / 999,999,999 / 999,999,999 / 1 1 1
ACH Collection  |$999,999,999.00 9% 2% 9%
: * $999,999,999.00 $999,999,999.00 $999,999,999.00 Any Any Any
ACH COLLECTION Change
Hlonednctons 2
‘These limits are read-only
Maximum Amount & Maximum Count &
Per transaction Per Account Per Day _9
$ 1.00 1,000
Per Account Per Day Per Day
$ 1.00 1,000
Per Day Per Month
$ 1.00 1,000
Per Month
$ 1.00
& J

In the Commercial Functions tab, click Company Policy.

1. Select a user role in the Overview tab to view the approval limits.

2. Click the Approval Limits tab.

3. View the maximum limits for transactions and amounts.

Note: Maximum Amount is the maximum amount of funds a user

can approve or draft per transaction, per account, per day or per
[‘%l month. The Maximum Count is the number of transactions they can

perform or draft per transaction, per account, per day or per month.

Treasury: Editing Company Policy
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The Policy Tester gives you the ability to test possible actions before making
changes within the Company Policy. This allows you to see if a certain transaction
can be performed based on the Bank Policy and Company Policy.

Company Policy @

Overview Features Accounts User Roles
Draft Approve Cancel
Per Month Approval Per A A | ;
Transaction Type Approval Limit  Per Day Approval Limits £ o:‘\mrspprma £ cctf}r:f‘s et Actions Actions Actions
i . Max Max Max
999,999,999/ 999,999,999 / 999,999,999 / 1 1 1
ACH Collection  {$999,999,999.00 <099 995,999.00 $999,999,999.00 $999,999,999.00 Any Any Any
ACH Payment - 999,999,999 / 999,999,999 / 999,999,999 / 1 1 1
Single $393,559,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 Any Any Any

\

Demo *Treasury*

Company Policy &

Overview Features Accounts User Roles

ACH COLLECTION Change

Allowed Actions Approval Limits

Add New Allowed Action

In the Commercial Functions tab, click Company Policy.
1. Select a transaction type in the Overview tab to run a specific test.

2. Click the Policy Tester tab.

Treasury: Editing Company Policy
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Allowed Actions Rights Approval Limits

Close Policy Tester Add New Allowed Action

Operations * Amount * Account * Subsidiary

Example Transaction &

$1,000.00 Savings Account XXX0OX9! Inwood National Bank: De
SEC Code. IP Addresses Location Day. Time
PPD % 192.168.1.* Uniited States Any v

[} Auth code provided

(") Template used (i.e. draft restricted)

Q oy = ey
operaions [ Avoun supsiowmes 9” [ accounrs ORAFT HOURS seccooes W7

1535999999 Any Any Any Any

is denied by the Bank Policy by Bank Policy

Bank Policy Company Policy
Inwood | Membe... T
Denied Denied

Allowed Actions

ry Any Basic Checking X... Any Any Any

® [ %) ©) ®

( (@  This transaction will be allowed \

Bank Policy Company Policy
| Membe... Bank: Demo *T...
Allowed Allowed

Allowed Actions

Allows ACH Collection transaction for any amount from Basic Checking

onrmont [ Bamows 1 fovssonnes € Juccomns = Pomrvons 5] fiocmon @ o soonesq
Any 2 Any sasic CheckingX.. || Any Any Any
\ & @ [ & 4] & j

3. Create a sample transaction to test a user’s policy.

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

Treasury: Editing Company Policy
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You have the ability to view activated features within the Company Policy. This is
a read-only section and the available features indicate which rights are activated.

Demo *Treasury* Delete

Company Policy @

Overview Features Accounts User Roles
FEATURES @ 1 ?
g&sm’s )
Manage Templates (Commercial) Manage Users (Commercial)

Manage Recipients (Commercial) Commercial Menu: Access (Commercial) Features

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

Allow One-Time Recipients (Commercial) Can View All Recipients (Commercial)

Bill Pay Recipient upload from batch

Wire upload from batch (requires Multi-Wire) Enable Centrix Positive Pay )

In the Commercial Functions tab, click Company Policy.
1. Click the Features tab.

2. View enabled rights and business features at the Company Policy level.

Treasury: Editing Company Policy
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You can see which accounts users can view, withdraw from and make deposits to
within the Company Policy. This is read-only section at the Company Policy level,
but it can be adjusted within User Roles to fit a user’s specific responsibilities.

Demo *Treasury*

Company Policy @

Overview Features User Roles

ACCOUNTS ®

Number Name View Deposit
xxx9997  Savings Account 7 Y.
xxx9998  Basic Checking o7 o

Withdraw Labels

v

v

In the Commercial Functions tab, click Company Policy.

1. Click the Accounts tab.

2. View the accounts that are used under the Company Policy.

13
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Account labels allow users to organize their accounts. While these labels may be
visible to all users, only users with enabled Manage Company rights can create
them.

Demo *Treasury* e
Company Policy @ 7 -

Overview Features Accounts User Roles

ACCOUNTS ® 1

3

Number Name View Deposit Withdraw Labels

9997  Savings A« t
XXX avings Account v e v test x @—9

Add/Remove Labels

Savings Account XXXXXX9997

Select Al

V| test(1)

In the Commercial Functions tab, click Company Policy.

Click the Accounts tab.

Check the box next to a specific account.

Clickthe £ Edit Labels icon to make changes to an account'’s label.
(Optional) Enter a new label name and click the Create button.

(Optional) Check the box next to an existing label to add it to the account.

Click the Update button.

No v ks~ wnhN-=

Click the Save button when you are finished making changes.

Treasury: Editing Company Policy
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Treasury

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

C A Search )—e Create Role

USER ROLE TEMPLATES v

USER ROLES

‘ Name -  Description Status ~ Users « '
Admin has access to all features, accounts, and enabled trx types with full amount
Com?any (per.Bank policy) for draft, .aplprove, cancel trx nghts. The AdmlrlRoIe al.so has the Activel / @[
Admin maximum Role Approval Limits per Company Policy and the ability to View all User

Roles trx activity

In the Commercial Functions tab, click User Roles.
A. You can use the search bar to find specific user roles.

B. Clicking the M icon next to a column title allows you to sort user roles by
name, description, status or users.

C. 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.

Treasury: User Roles Overview
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Treasury

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 o

X Search 1a ‘ Create Role ’

USER ROLE TEMPLATES v

USER ROLES

Name -  Description

Com Admin has access to all features, accounts, and enabled trx types with full amount (per Bank policy)

pan; 3 5 5 %

Admin for draft, approve, cancel trx rights. The Admin Role also has the maximum Role Approval Limits per
Company Policy and the ability to View all User Roles trx activity

User Roles » Company Admin Delete

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

Overview Features Accounts

User Roles > New User Role ?7
CleNxme' )

Description

*- Indicates required field cancel (|

In the Commercial Functions 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 EE] icon to copy and adjust an existing role.

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

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

4. Click the Continue button.

Treasury: 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, which helps
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 to all features, accounts, and enabled trx types with full amount (per ...

Delete

Overview Features Accounts

Transaction A s Per DayApproval  Per Month Per Account Draft Actions  Approve Actions  Cancel Actions
Approval Limit
Type Limits Approval Limits  Approval Limits Max Max Max
ACH 99999999000 999999999/ 999999999/ 999,999,999/ 1 1 1

Collection $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00

All - Can view all transactions
Own - Can view own transactions

Acct - Can view transactions to or
from entitled accounts

Role - Can view transactions by
others in this role

No - Cannot view any
transactions

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

e Acct- Can view transactions to or from entitled accounts.
* Role- Can view transaction by others in this role.

¢ No- Cannot view any transactions

Treasury: 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 to all features, accounts, and enabled trx types with full amount (per ... —
Overview Features Accounts
Transaction PerDayApproval  Per Month Per Account Oraft Actions  Approve Actions  Cancel Actions:
I Limit Vi
Type ApReliy Limits Approval Limits  Approval Limits Max Max Max ol

ACH $999,999,999.00 999,999,999 / 999,999,999 / 999,999,999 / 1 1 1 Al
Collection R $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00

User Roles » Company Admin ~ 3
Admin has access to all features, accounts, and enabled trx types with full amount (per ...

Overview Features Accounts

ACH COLLECTION Change 2

Allowed Actions Rights Approval Limits

Open Policy Tester Add New Allowed Action

N
OPERATIONS B\ AMOUNT

54 = xp
1 N svssomnes € Waccomrs = Womrnons B Woccconss

a0y, $595.999,999 Any Any Any Any

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

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

Treasury: 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 cancelling rights.

5.

Overview Features Accounts

ACH COLLECTION Cjg

Allowed Actions

Rights Approval Limits

Open Policy Tester Add New Allowed Action

2 ) g —s + rv
upto
Any $89999 990 Any Any Any Any
COMPANY ADMIN POLICY » ACH COLLECTION » RULE #1 =2

Alows ACH Collection wansacton es thanor equal 0 $999,999,999.

Operations

eIl

Click the Allowed Actions tab.

(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.

Click the OK button when you are finished making changes.

Treasury: 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 # ( ok ’

Allows ACH Collection transaction for any amount

OPERATIQ) SUBSIDIARIES WP || ACCOUNTS ~ += orarT Hours 3t] | sec copes  a?

Any Any Any Any Any

Enter Maximum Operation Amount
Any Allowable Amount &

@ Specific Amount

s 0

1. Click the Amount action.
2. Enter the maximum draft amount or select “Any Allowable Amount.”

3. 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 Cancel ‘ oK ’

Alows ACH Collection transaction ess than or equal t0 $999,999,999

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.

Treasury: 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 histories
and making deposits or withdrawals.

COMPANY ADMIN POLICY » ACH COLLECTION » RULE #1 Cancel ‘ oK '

Alows ACH Collection transaction ess than or equal 10 $999,999,999.

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

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 #1 ‘ o )

Allows ACH Collection transaction less than or equal (0 $999,999,999 performed during specified times

s e ~N

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 OK when you are finished.

Treasury: 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 (corporate 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 [ onee [(ox

Alows ACH Collection transacton les than or equal t0.$999,999,999 performed during specified times

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

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

Treasury: Creating, Editing or Copying a User Role
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To give you peace of mind, 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 ~#

Delete
Admin has access to all features, accounts, and enabled trx types with full amount (per ...
Overview Features Accounts
Transaction Approval Limit Pe7 D&y Approval e Month Per Account Draft Actions  Approve Actions  Cancel Actions ..
Type Limits Approval Limits  Approval Limits Max Max Max

ACH $999,999,999.00 999,999,999 / 999,999,999/ 999,999,999 / 1 1 1 All
Collection I $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00 $999,999,999.00

User Roles » TestRole «~ @_e
Overview Features Accounts
ACH COLLECTION Change
Allowed Actions  Rights (~ Approval Limits 2
( Maximum Amount @ Maximum Count & \
e__ Per transaction Per Account Per Day
$ 1.00 1,000
Per Account Per Day. Per Day
s 1.00 1,000
Per Day Per Month
$ 1.00 1,000
Per Month
$ 1.00

1. Select a transaction type in the Overview tab to edit a user's approval limits.

2. Click 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.

Treasury: Creating, Editing or Copying a User Role
23



Admin Rights

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 o

Q Search ‘ Create Role '

USER ROLE TEMPLATES v
USER ROLES
Name ~ Description
Company Admin has access to all features, accounts, and enabled trx types with full amount (per Bank policy) -
Admin for draft, approve, cancel trx rights. The Admin Role also has the maximum Role Approval Limits per 2 f?_]
Company Policy and the ability to View all User Roles trx activity
Overview Features Accounts User Roles
g . Draft  Approve  Cancel
9_ TransactionType | ApprovalLimit Per Day Approval Limits " N"E‘r:‘f‘;ppmm‘ Le A“‘L“'::f:p”’m‘ Actions  Actions  Actions
: 3 Max Max Max
. 999,999,999 / 999,999,999 / 999,999,999 / 1 1 1
ACH Collection ] $999,999.999.00 4900 999.999.00 $999,999,999.00 $999,999,999.00 Any Any Any
User Roles » Company Admin ~# e m

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

Overview Features Accounts

ACH COLLECTION Change

Allowed Actions Rights Approval Limits

Add New Allowed Action

‘ Open Policy Tester

In the Commercial Functions tab, click User Roles.

L
1. Clickthe £ icon next to an existing user role or click the Create Role
button and follow the steps on page 20 to create a new user role.

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

3. Click the Open Policy Tester button.

Treasury: Creating, Editing or Copying a User Role
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Close Policy Tester Add New Allowed Action

Operations * Amount * Account * Subsidiary

Example Transaction ©

Draft % $1,00000 | | Savings AccountX)00OXX9! | | Inwood National Bank: De
SEC Code 1P Addresses Location Day Time.
PPD v 192.168.1.% United States | | Any Nz

(") Auth code provided

() Template used (i.e. draft restricted)

owerniont Bl faemoms 1 Bsossonnes B0 Paccoums = Bowernous (5] Nuoomon @ W v soordsses

Any & Any Basic CheckingX.— || Any Any Any

This transaction will be denied: This transaction is denied by the Bank Policy by Bank Policy

Bank Policy Company Policy UserRole Policy
Montecito Bank & Trust Murphy and Company Inc (Test) Test
Denied Denied Denied

Allowed Actions

- I J
~

(@)  Thistransaction will be allowed

Bank Policy Company Policy UserRole Policy
Inwood National Bank | Membe... T
Allowed Allowed Allowed

Allowed Actions

n less than or equal to $999,999,999

@) Alows ACH Collection transa

sussionwes W W accounrs = [ omaerouns sccooes WP

Ay 85599999 Any, Any Any Any
& & i 4 & &
\ ¢ ] o ¢ ¢ </

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.

Treasury: 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.

Name ~ Description Users
Test None None @ ]ﬂ
Overview Features Accounts User Roles
Draft Approve  Cancel
Per Month | P |
TransactionType  Approval Limit Per Day Approval Limits =" Mornth Approva erAccount Approvall e Actions Actions
Limits Limits
Max Max Max
999,999,999 / 999,999,999 / 999,999,999 / 1 1 1

9’ AcH Collect $999,999,999.00  £999,999,999.00 $999,999,999.00 $999,999,999.00 Any Any Any
User Roles » Company Admin ¢~ ——

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

Overview Features Accounts

ACH COLLECTION Change
Allowed Actions g 3 Approval Limits

Open Policy Tester Add New Allowed Ac 4

\ & & 131 43
ovenmons N Wawounr [ W svssonnes Tl accoums secccones 0

Any Benn0 000 Any Any Any Any

In the Commercial Functions 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 Til icon to delete the transaction’s specific allowed actions.

Treasury: 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 o

A Search Create Role

USER ROLE TEMPLATES

USER ROLES

Description

Test None None @ @ W

User Roles » test » STt @_9
Overview Accounts

2

FEATURES @

RIGHTS
Manage Templates (Commercial) (Manage Users (Commercial) }-e
L
Manage Recipients (Commercial) v Commercial Menu: Access (Commercial) Features
N

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

Allow One-Time Recipients (Commercial) Can View All Recipients (Commercial)

In the Commercial Functions tab, click User Roles.

L
1. Clickthe £ icon next to an existing user role or click the Create Role
button and follow the steps on page 20 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.

5. 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.

Treasury: 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 histories
and making deposits or withdrawals.

User Roles o

A Search

Create Role

USER ROLE TEMPLATES

USER ROLES

Description

Test None None

User Roles » test »~ Delete
Overview Features 2 4

ACCOUNTS @
Hide unassigned accounts
Number Name View Deposit Withdraw Labels
xxx9997  Savings Account Y @ @
xx9998  Basic Checking o ° o

In the Commercial Functions tab, click User Roles.

1.

L
Clickthe £ icon next to an existing user role or click the Create Role button
and follow the steps on page 20 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.

Treasury: Creating, Editing or Copying a User Role
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Treasury

Deleting a User Role

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

User Roles o

Q Search Create Role

USER ROLE TEMPLATES v

USER ROLES

ETL Description Users ~

Test None None V4 @ 1
X

Delete User Role

Are you sure you want to delete this user role?

In the Commercial Functions 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.

Treasury: Deleting a User Role
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Treasury

Users Overview

Depending on your number of employees, owners and company policies,
Business 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 making it run as smoothly as
possible.

Treasury: 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

(User® Email Address Role Status. Last login

|(AA Murphy Company Admin Active an hour ago Va )

©

In the Commercial Functions 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. You can sort users in alphabetical or reverse alphabetical order, by email
address, role, status or last login order by clicking the 4 icon next to the
Users column.

Treasury: Users Overview
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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 Status Last login
A. Murphy Company Admin Active an hour ago &

Treasury Services Company Admin Active 2years ago Va

New User Details

PERSONAL DETAILS

Cst Name Last Name Email Address )
one Country Phone
v

LOGIN DETAILS

LoginID )Gwom Confirm Password )_e
/ﬂ?er Role
Unassigned v

Discard New User Details

@0 00

| save New User Details ’

In the Commercial Functions 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.

6. Select the appropriate user role using the drop-down.

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

Treasury: Users Overview
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Treasury
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

\ Search Users m

User + Email Address Role Status Last login

A Murphy Company Admin Active an hour ago

Treasury Services Company Admin Active 2 years ago V4

User Details

Status

Active

Q=

PERSONAL DETAILS
First Name Last Name Email Address
Marketing Treasury Tester marketing@example.com

Phone Country Phone

United States. 0-

USER ROLE Manage User Roles

|/ Current Role

m Company Admin v

N

USER LOGINS

N Actions
Login Name Channel Status. Last Logon

TrsTester Internet Normal 8/18/2020

Cancel

In the Commercial Functions tab, click Users.
1. Find the user you want to edit and click the & icon.
2. Activate or deactivate a user by clicking either the “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.

Treasury: Editing a User
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Treasury

Deleting a User

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 Business Online Banking login
ID, but it does not erase the data from an existing payment using that person.

status
Active

Edit Status

PERSONAL DETAILS

Marketing Treasury
Phone Country

United States.

USER ROLE

Current Role

Company Admin

USER LOGINS

Login Name

TrsTester

Email Address

Tester marketing@example.com

Phone

Manage User Roles.

Channel Status Last Logon

Internet Normal 8ne020

User Management
\ Search Users IHHHI
User ~ Email Address Role Status Lastlogin
Treasury Services Company Admin Active 2years ago Z
User Details

Delete User

Are you sure you want to delete this user?

©

[ )

In the Commercial Functions tab, click Users.

1.
2.
3.

Treasury: Deleting a

Click the Delete button.

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

Click the Confirm button to permanently remove a user.
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Treasury

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

m S Searh

0——(Name Email Address G) Number of Accounts ) Actions

test test2@email.com 1

test test@email.com 1 @—G

Edit

Delete

Payment History

In the Commercial Functions tab, click Recipients.

A. The following information presents for each recipient:
* Name
* Number of accounts they have
* Email address

B. You can sort your recipients by display name, number of accounts or e-mail
address by clicking the 4 icon next to the specific column.

C. Clickthe : icon to make edits to or delete a specific recipient or view
payment history.

Treasury: 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

o=

A Search

Add Recipient

isplay Name * Email Address

Accounts (1)

Account Payment Type Financial Institution (Fl)
Account - New ACH and Wire
ayment Type N\

ACH Only

Routing Number

N/A

Select Account Type Ex. 129398123

VJ
ccount Type * (ccount *
v

inancial Institution (FI) Refined Seard] (CH Routing Number *
X Search by name or routing #.

)0
)0

——

(add account_)—{QAN

@—[
-

In the Commercial Functions tab, click Recipients.

1. Click the New Recipient button.

2. Enter a display name and the recipient’'s email address.

Edit

Remove

3. Check the box next to “Send email notifications for template payments” to

alert them when a payment is sent.

Enter the recipient’s account number.

®» N o u A

9. Enter the recipent’s ACH routing number.

. (Optional) Enter the financial institution (FI).

Using the “Payment Type” drop-down, select a payment type

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

10. Click the : icon to edit or remove a recipient's account information.

11. Click the button when you are finished.

Treasury: Recipient Overview
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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.

Not Required

Recipient Details

‘Clre Name )C{H Name ACHID
Country dress 1 Address 2
9— United States v

City tate dld
Select State NG

Templates (0)

)

®

Cancel

Enter the wire name.

Enter the ACH name and ID.

Use the drop-down to select the recipient's country.
Enter the recipient’s street address.

Enter the recipient’s city.

Select the recipient’s state using the drop-down and enter the zip code.

No v ks~ wnhNn-=

Click the Save Recipient button.

Treasury: Recipient Overview
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Treasury
Editing a Recipient

If a recipient’s account or personal information changes, an authorized user can
make those necessary edits from the Recipient Management page.

Recipients
New Recipient \ Search
Name Email Address ~ Number of Accounts Actions.
edic
test. test2@email.com 1 Delete
Payment History
test test@email.com 1
Edit test
Display Name * Email Address
Send email notifications for template
test test@email.com payments.
+Add account
Accounts (1)
Account Payment Type Financial Institution (FI) Routing Number
I Checking - *6789 Wire Only test 122105155 @— Edit
Remave
ﬁeciplent Details \
Wire Name ACH Name ACH ID 2
e_ Country Address 1 Address 2
United States b
city state zp
\ Select State N )
e_Cemplates © )
Cancel ‘ Save Recipient ’ -9

In the Commercial Functions tab, click Recipients.

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

2. Clickthe : icon to edit or remove a recipient’s account information.
3. Edit the recipient’s details.

4. Review the recipient's assigned templates and how much money they
receive.

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

Treasury: Editing a Recipient
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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 Outgoing $0.01 Checking - *3456

© — (D)
®

In the Commercial tab, click Recipients.

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.

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

[%J Note: For additional information about editing a recipient's assigned
templates, go to page 61.

Treasury: Editing a Recipient
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Treasury

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 an existing payment using that entity.

Recipients
m ssany
Name Email Address ~ Number of Accounts Actions
test test2@email.com 1
test test@email.com 1 fae
Delete
Payment History

Delete Recipient

Are you sure you want to delete this recipient?

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

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

Treasury: Deleting a Recipient
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Treasury

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
Sl )
-} Create Template
Templates
1Result (Filters: CAIl) ACH Payment @
(Name Type Recipients Last Paid Date Last Paid Amount ) Actions

Q—@ Test ACH Payment (PPD) 1 $5,021.76 9/12/2016

In the Commercial Functions tab, click Payments.

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

B. You can sort your templates by name, transaction type, recipient, last
paid date and last paid amount by clicking the M icon next to the specific
column.

C. Templates can be saved to your favorites by clicking the f} icon.

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

Treasury: Payment Template Overview
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Treasury

Creating a Template

If you are assigned Draft or Approval rights, you can use the Payments tab to
send a one-time payment or create a template for recurring transactions. If you
are sending payments to vendors, suppliers, collections or making payroll, it is
best to create a template to simplify your routine 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

Treasury: Creating a Template
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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
1
Templates

ACH Batch@=m)—@) 3

Template Properties

‘emplate Name femplate Access Rights
Template Name 2 of 2 user roles selected

In the Commercial Functions tab, click Payments.

1.

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

(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.

Treasury: Creating a Template
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@

Origination Details

TCode

-—Select a SEC Code-—

From Subsidiar v Account

v \ Search by name or number

Recipients (1)

(- Add multiple recipients

Recipient/Account

@ This payment is valid.

riters: [l pre-Noe_C Find recipients in payment

Amount

achtst
Checking

) $0.00 [
123456789

Show Details ’-‘-B

\ddendum

$0.00
1 payments (1 for $0.00)

(IS (- Add another recipient

Cancel

o

N

15.

Expand All
Collapse All

Copy
Remove

Expand Row

Use the “SEC Code,” “From Subsidiary,” and “Account” drop-downs to choose
the appropriate selections.

(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 :

. Select a recipient.

Enter an amount.

. (Optional) Click the

recipient.

. (Optional) Enter an addendum.

icon to expand or collapse selected recipients.

icon to copy, remove or expand row on a specific

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

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

recipient” link.

16. Click the Save button.

Treasury: Creating a Template
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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 receipts to multiple recipients.
Creating a template helps reduce mistakes and keeps payments consistent.

Payments
1
Templates
ACH Collection G E

Template Properties

'emplate Name ‘emplate Access Rights’
4 of 9 user roles selected

Origination Details i
EC Code @ 0 Subsidiary Account
G’ ——Select a SEC Code— v | || OniineTest NAME \ Search by name or number ‘9
****** 7400

In the Commercial Functions 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.
Use the drop-down and select an SEC code.

Select the to subsidiary account.

® N o u &

Select an account.

Treasury: Creating a Template
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Recipients (1) Fiters: ([l Pre-N@{\ Find recipients in collection
"+ Add multiple recipient

Recipient/Account Amount

@ This payment is valid.

achtst $0.00
Checking 123456789
(Show De(ai@—@ @

Cdendum )

+Add another recipient )—{§liyd

$0.00
1 collections (1 for $0.00)

Cancel

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

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

11. (Optional) Click the : icon to expand or collapse selected recipients.

12. Select a recipent.

13. Enter an amount.

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

15. (Optional) Click the “Show Details” link to view recipient information.

16. (Optional) Enter an addendum.

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

18. Click the Save button.

Treasury: Creating a Template
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Depending on your user rights, you can create a template for an ACH payment.
An ACH payment allows you to send multiple payments to multiple recipients.
Creating a template helps reduce mistakes and keeps payments consistent.

Payments
1
Templates

ACH Paymen

Template Properties

Template Name Template Access Rights
10f 1 users selected
Origination Details
SEC Code From Subsidiary Account
e— E—— | et enccoun A ——

In the Transactions 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.

Enter the template name
Select the users that have access to the template by clicking the link.
Use the drop-down and select an SEC code.

Select the from subsidiary account.

N o u ks,uw

Select an account.

Treasury: Creating a Template
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11.
12.
13.

Recipient/Account Amount
@ This payment is valid. 1 0 a
John Doe ) $0.00
Checking 123456789
d @

Cddendum ]

Cancel

Collapse Row
Show Details

Select a recipent.

Enter an amount.

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

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

Click the Save button.

Treasury: Creating a Template
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Depending on your user rights, you can create a template for an ACH Receipt. To
request a payment, you can create a template to help reduce mistakes and keep

payments consistent.

Payments

Templates

A Search

‘] - Create Template

ACH Receipt e

Template Properties

'emplate Name Template Access Rights
9’ Template Name 2 of 2 user roles selected 4

Origination Details
o Subsidiary
o | uce
N

/SEC Code
e’ ---Select a SEC Code----

fAccount
\ Search by name or number

In the Commercial Functions tab, click Payments.

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

Receipt.”

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

link.

Enter the template name.

Select the Deposit To account.

N o un s~ Ww

Select an account.

49

Use the drop-down and select an SEC code.

"

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

Treasury: Creating a Template
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11.
12.
13.

Recipient/Account Amount

© This payment is valid

test $50.00
Checking 123456789

(show oecais) (Y

ddendum
| |
Cancel @—@

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

Enter an amount.

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

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

Click the Save button when you are finished.

Treasury: Creating a Template
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Create a one-time template for your employee payroll. Send payments to multiple
employees and accounts. When you create a template, you can help reduce
mistakes and keep payments consistent.

Payments
1
Templates

Payroll E=7=>-@) D)o

Template Properties
'emplate Name Template Access Rights
4 of 9 user roles selected 5
Origination Details

rom Subsidiary (ccount
e \ Search by name \ Search by name or number

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

N =

(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 the from subsidiary account.

N o un s

Select an account the funds will be taken from.

Treasury: Creating a Template
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e— + Add multiple reciplents,

%

Recipients (1) Fiters: () Pre-N@—C Find reclpients in payment

Recipient/Account Amount

© This payment is valid. @-@_( Copy
achtst
Checking 12345579 ( 50‘00}0

o) @

ddendum )

+ Add another recipient 1 6

$0.00

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 : 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.

Treasury: Creating a Template
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Treasury
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
- Create Template
Templates
ACH Batch Gmo)-€@) 3 plCETEIDICySEY /)

In the Commercial Functions 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 97.

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.

Treasury: Sending a Single Payment
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Origination Details

®

EC Code rom Subsidiary
Online Test NAME
~—Select a SEC Code— VN Sisie

ccount
% Search by name or number

ffective Date Recurrence

Set schedule

01/23/2020

)

Recipients (1)

Fiters: [l Pre-N@—C Find recipients in payment

5]

+Add multiple recipients

Amount

) $0.00
123456789

Recipient/Account

@ This payment is valid.

achtst
Checking

Collapse All

Expand Row

5. Use the drop-down and select an SEC code.
6. Select the from subsidiary account.

7. Select an account.

8. Select the effective date.

9. (Optional) Set up a reccurence.

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

once.

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

12. (Optional) Click the :
13. Select a recipent.
14. Enter an amount.

15. (Optional) Click the
recipient.

54

icon to expand or collapse selected recipients.

icon to copy, remove, and expand row on a specific

Treasury: Sending a Single Payment



ACH

Recipient/Account

@ This payment is valid.

achtst
Checking

Amount

$0.00

G4y

123456789

$0.00
1 payments (1 for $0.00)

1 9 + Add another recipient

iy -

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

17. (Optional) Click the “Show Details” link to view your recipient’s information.

18. (Optional) Add an addendum.

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

recipient” link.

20. Click the Draft or Approve button depending on your user roles.

Treasury: Sending a Single Payment
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You can draft or create a new ACH payment in just a few steps. ACH payments are
great for maintaining frequent recurring transactions.

Payments

New Payment

Templates

A Search

-} Create Template

ffective Date
01/23/2020

ACH Payment
Origination Details e

5

EC Code © From Subsidiary
-—-Select a SEC Code-— v Online Test NAME
wwwwww 7400

\ccount
% Search by name or number

Recurrence

D) e /

In the Commercial Functions tab, click Payments.

1.

N o wnksuw

Select a template type using the New Payment button and choose ACH

Payment.

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

link.

Use the drop-down and select an SEC code.

Select the From account.

"

Select an account the funds will be taken from.

Select the effective date.

(Optional) Set up a reccurence.

56
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Recipient/Account Amount

) ( 30‘09_9
123456789

(snow vewts -4

@ This payment is valid. Expand All
xpan

Collapse All

€ 14 ‘ Draft Approve ’

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

9. Enter an amount.

10. (Optional) Click the } icon to expand or collapse selected recipients.

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

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

14. Click the Draft or Approve button depending on your user roles.

Treasury: Sending a Single Payment
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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
1 R
-} Create Template
Templates
ACH Collection 2 O = ey

4

In the Commercial Functions 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 97.

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.

Treasury: Sending a Single Payment
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Origination Details

EC Code 0 Subsidiary ccount
e —Select a SEC Code-— sz ||| OnlineiTestNAME \ Search by name or number
FRRAR7400

ffective Date Recurrence
013112020 Set schedulc)—@e)

Recipients (1) Fiters:  [Ill] Pre-Notes ('\ Find recipients in collection )

+ Add multiple recipients, '] O ‘ Collapse All ’

Use the drop-down and select an SEC code.

Select the from subsidiary account.
Select an account.
Select the effective date.

(Optional) Set up a reccurence.

S Y ® N o w

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

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

12. (Optional) Click the : icon to expand or collapse selected recipients.

Treasury: Sending a Single Payment
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Recipient/Account Amount

123456789 ( sono)—@ Expand Row

Gowoea)

@ This payment is valid.

+ Add another recipient —f[e]

$0.00 Cancel
1 collections (1 for $0.00)

13. Select a recipent.

14. Enter an amount.

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

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

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

20. Click the Draft or Approve button depending on your user roles.

Treasury: Sending a Single Payment
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You

can draft or create a new ACH receipt in just a few steps. ACH receipts are

great for requesting frequent recurring transactions.

Payments

New Payment A Search

Templates

-} Create Template

SEC Code © o Subsidiary ‘Account
e ~—Select a SEC Code- v || ues \ Search by name or number
..... 4444

Effective Date Recurrence
e' 08/31/2020 fi] | (Set schedule 7

ACH Receipt 2

Origination Details Q e

Int
1.

N o un ks~ w

Tre

he Commercial Functions tab, click Payments.

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

"

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

Use the drop-down and select an SEC code.
Select a Deposit To account.

Select an account.

Select the effective date.

(Optional) Set up a reccurence.

asury: Sending a Single Payment
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Recipient/Account Amount

$0.00
12345678) - 9

Coor HB

@ This payment is valid.

€14 ‘ Draft I Approve ’

8. Select a recipent.

9. Enter an amount.

10. (Optional) Click the } icon to expand or collapse selected recipients.

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

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

14. Click the Draft or Approve button depending on your user roles.

Treasury: Sending a Single Payment
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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.

Payments

New Payment A Search

- Create Template

o

From Subsidiary Account
X Search by name X Search by name or number
ective Date Recurrence
01/31/2020 et schedule 3

Templates
Payroll G=To—g) 3 Dy 4

Origination Details

© N o wu

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 97.

(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.

Select the From account.
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 8 and then
E?—J g0 to page 96.

Treasury: Sending a Single Payment
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Recipients (1)

= Add muttple recprents)—(fe]

Recipient/Account

@ This payment is valid.

Fiters: [l Pre-Nr@—(\ Find recipients in payment

Amount

D@D
Checking 123456789

Show Details

$0.00
1 payments (1 for $0.00)

EFe) (- Add another recipient

e -

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.

(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

recipient.

icon to expand, view details or notify a specific

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.

Treasury: Sending a Single Payment
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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!

E iAddendum )

Recipients (1)

+ Add multiple recipients 1

Recipient/Account Amount

c
This payment is incomplete @_ G
ACH ONLY (2acnts) $0.00
123456789

heckis
Checking $195.00 Expand Row
A Search for account ) ( suoo) X

Total:

\ Find recipients in payment

$5.00 X

$200.00

Show Details

) (rmoner e )
10

$0.00
2 payments (2 for $0.00)

Cancel ‘ Draft Approve

Follow the directions up to step 8 on page 94.

1.

N o U ,uWw

8.
o.

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

(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.

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

(Optional) Enter an addendum.

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

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

Treasury: Sending a Single Payment
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Treasury

Payment From File

If you use a separate accounting software, you can generate a 5-column Comma
Separated Values (CSV) file and import it to Business Online Banking. When
making a new payment, this allows you to quickly add recipients and amounts to
payroll, ACH Batches or ACH Collections.

If your separate accounting software has the capability, the Payment From File
may also be used to upload a NACHA-formatted file.

Payments

’I New Payment \ Search

Templates

+ Create Template

Payment From File
Payment Type *
--Please Select A Payment Type- v
Import File *
~Please Select A File To Import--

* - Indicates required field

Cancel

In the Commercial Functions tab, click Payments.

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

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.

4. Click the Upload File button when you are finished.

Note: The CSV file should contain 5 columns: recipient name,
E%l routing number, account number, account type and amount.

Treasury: Payment From File
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Payment From File - Additional Information

(SEC Code Pay From/Pay To *
e_\----Select aSEC Code--- N ---Select From Account:-- N
Company / Subsidiary *
[----Select A Subsidiary:-- A j_o

Mecﬁve Date
(s 5)

Recipients

Name RTN Account Account Type Amount Addenda
ACH Recipient 062203984 123456789 Checking $10.00

Another Recipient 062203984 987654321 Savings $25.00

Total Amount: $35.00 To 2 recipients

* - Indicats d field
Indicates required fiel Back

5. Use the drop-down and select the SEC Code.

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

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

9. C(lick 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.

Treasury: Payment From File
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Treasury

Viewing, Approving or Canceling a Transaction

All payments appear in the Activity Center, where authorized users can view,
approve or cancel certain payments. If a payment has processed and cleared, you

cannot make changes to that transaction.

You can easily approve or cancel one specific transaction through the Activity

Center.
Activity Center
Single Transactions ~ Recurring Transactions
X Search transactions wa LY
4 Created date ~ Status Approvals Transaction Type Account Amount Toggle Details
ACH P t - Tracking ID:  Savings Ac R
ayment - Tracking ID: ~ Savings Account
3/19/2019 Drafted 0of1 699479 XXXXXX9997 $1.00 @—
Cancel
Credits: [0] $0.00 | Debits: [0) $0.00| Inquire
Copy
Print Details
X B X
Approve Transaction Cancel Transaction

Are you sure you want to approve this transaction?

Are you sure you want to cancel this transaction?

In the Transfer Funds tab, click Activity Center.

1.

approvals are needed to process or cancel the transaction.

2. Clickthe : icon and select “Approve” or “Cancel.”

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

3. Click the Confirm button. The status then changes to “Processed” or

“Canceled” in the Activity Center.

Treasury: Viewing, Approving or Canceling a Transaction
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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, saving you time and effort.

Approve Selected

Created date ~ Status Approvals

3/19/2019 Drafted of 1

2/27/2019 Cancelled N/A

Transaction Type

ACH Payment - Tracking ID:
699479

Funds Transfer - Tracking
1D: 699466

Account

Savings Account
XHXKXX9997

Basic Checking JXXXXXX9998

Cancel Selected
Print Selected
: Details

Approve Transacti
Areyousure you vant o approve

#639479 (51.00)

Credit

1 ofyour selected transaction(s) can not be approved.
50,00 | Debit: (1.00)

Cancel Transactions

Are you sure you

#699479 (51.00)

1 of your selected wansaction(s) an not be cancelled.
Credit:$0.00 | Debit (81.00)

In the Transfer Funds tab, click Activity Center.

1.
transaction.

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

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

Note: If you cancel a recurring transaction in the Single Transaction

=

Center.

tab, you only cancel that single occurrence. To cancel an entire
series, you must visit the Recurring Transactions tab in the Activity

Treasury: Viewing, Approving or Canceling a Transaction
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Treasury

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. Using or editing a template is a
quick way to send a recurring payment or make a quick change without having to
create a new template.

Payments

e

Templates

- Create Template

1Result  Filters: CAll) ACH Payment

Name Type Recipients Last Paid Date Last Paid Amount Action:

Ty Test ACH Payment (PPD) 1
Copy
Delete
T{emplate Properties \
Template Name Template Access Rights
Test 2 of 2 user roles selected

Origination Details

e_ SEC Code From Account
PPD - Prearranged Payment and Deposit Savings Account
..... 6789 20000069997 $8.73
Recipient/Account Amount
ACH ONLY (2acnts) $50.00
Checking 123456789 % .

-~ @0

In the Commercial Functions 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.

Treasury: Editing or Using a Template
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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 A Search

Templates

- Create Template

1Result  Filters: CAll) ACH Payment
Pay
Name Type Recipients Last Paid Date Last Paid Amount Action:
Edit
Ty Test ACH Payment (PPD) 1
Copy

Delete

Delete Template

Are you sure you want to delete this Template?

T T ©

In the Commercial Functions tab, click Payments.
1. Click the : icon and select edit to make changes to a template.

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

Treasury: Deleting a Template
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Treasury

ACH Pass-Thru

NACHA-formated Pass-Thru files are created outside of Business Online Banking
using Excel or another similar accounting software. Depending on your user
rights, you have the option to upload and submit these complex files to United
Community Bank for processing.

ACH Pass-Thru

IMPORT FILE

( PROCESS DATE )
Select a file to upload
4 July > 4 2016 » —e
MEMO Sun Mon Tue Wed Thu Fri Sat
14 15

18119 (20 21 | 22

2526 |27 |28 |29

o

AN

In the Commercial Functions tab, click ACH Pass-Thru.

1.

2
3.
4

Choose a NACHA-formatted file to import.
Select a process date using the calendar feature.
Enter a memo.

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

Treasury: ACH Pass-Thru

72



ACH Notice of Correction & Returns

Let's get started.
Step 1: Log into Online Banking.
Step 2: Click Commercial Functions on the left side menu.

Commercial Functions v

Step 3: Click on Positive Pay.
Step 4: Click the ACH Reporting Files option under ACH Notices.

[f) AcH Notices
ACH Reporting Files

Step 5: After the new page loads, you'll be able to choose a single date or range of
dates based on the day processed. Note that the system defaults to the current date.

Processed Date: [00/18/2020 | -{09/18/72020 |

ACH Reporting Files (2)
[ revoovcivion i e I B T T T
No

B Returns/NOCs PDF - Full Transaction Details Download 09/18/2020 06:09:12 AM 92.59 kb

Step 6: Download a consolidated report of any Returns or Notifications of Change
by clicking on Download. After the report has been downloaded by any user, the
Downloaded by User setting will update to Yes.
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CREDIT AUTHORIZATION

I (we) hereby authorize (Company), hereinafter called “COMPANY”, to initiate
electronic credit entries to my (our) account indicated below and the financial institution
named below, hereinafter called “FINANCIAL INSTITUTION”. | (we) acknowledge
that ACH transactions | (we) authorize must comply with all applicable law. In the event
of an erroneous or duplicate entry, | hereby authorize COMPANY to debit my account
indicated below to correct any error made.

Financia Institution

Financia Institution’s Address

Routing Number Account Number

Type of Account: Checking Savings

Amount of credit(s) or method of determining amount of credit(s)

Date(s) and/or frequency of credit(s)

This authorization isto remain in full force and effect until 1 (we) notify COMPANY in
writing that | (we) wish to terminate this authorization in such time and manner asto
afford COMPANY and FINANCIAL INSTITUTION areasonable opportunity to act on
it.

Print or Type Individual Name

Signature

Date 74



ACH

DEBIT AUTHORIZATION

I (we) hereby authorize (Company), hereinafter called Company, to initiate debit entries to my
(our) account indicated below and the financial ingtitution named below, hereinafter called
Financial Institution, to debit the same to such account for (Application). | (we) acknowledge
that the origination of ACH transactions to my (our) account must comply with the provisions of
U.S. law.

Financial Institution Branch
Address

City/State/Zip

Routing Number Account Number

Type of Account: Checking Savings

Amount (or how amount is determined):

Freguency (Weekly, Monthly etc.): Start Date (if recurring):

Date of Debit (s):
If the debit is recurring and the date of the debit falls on a non-banking day, the debit will hit your
account on the next banking day and will not hit your account prior to the authorized date.

(Note: For varying amounts the company must send, based on the NACHA Operating Rules, written
notification of the amount and the date on or after which the transfer will be debited at least ten calendar
days in advance of the debit. If the date varies, the Rules state that the Originator must send the Receiver
notification of new date at least seven calendar days in advance of the debit.)

Thisauthority isto remain in full force and effect until Company has [received written
notification from me (or either of us) or describe your processfor revocation of the
authorization] of itstermination in such time and manner as to afford Company and Financial
Institution a reasonable opportunity to act on it.

Print or Type Individual Name

Signature
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Wire

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@ s e
Name Email Address ~ Number of Accounts Actions
test test2@email.com 1

Add Recipient

isplay Name * Email Address
e’ example@example.com ( 3
+Add t
Accounts (1) 4

Account Payment Type Finandial Institution (F) Routing Number

Account - New ACH and Wire N/A @—‘ Edit
ayment Type Beneficiary Type Ramove
Wire Only ~ J\| Domestic v
count * fandial Institution (F) ___ Refined Seard
Ex. 129398123 \ Search by name or routing #.

In the Commercial Functions tab, click Recipients.

1. Click the New Recipient button.
2. Enter the recipient’'s name and email address.

3. 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.
Using the “Payment Type” drop-down, select a payment type
Using the “Beneficiary Type” drop-down, select Domestic.

Enter the recipient’'s account number.

(Optional) Enter the financial institution (FI).

© © N o u »

Click the : icon to edit or remove a recipient's account information.

Treasury: Recipient Overview
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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
Name * j Country * CABANumber’ ]
Address 1% Address 2 City * ]
State * Postal Code *
e- Select State v

1. Enter the beneficiary FI's name.

2. Enter the FI ABA number.

3. Enter its street address and city.

4. Using the “State” drop-down and enter its postal code.

Note: Incorrect beneficiary details are the main reason wire
g 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 FlI
‘Came \ Country FNire Routing Number
Ci

‘Cidress 1 Address 2 ity
tate Postal Code
Select State M

X
@_QL/L/

Enter the intermediary FI's name and wire routing number.

2. Enterits street address and city.

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

4. Click the [l button.

Treasury: Recipient Overview
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Wire

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

0“(“ Name )Ccn Name

ACHID

Country Address 1
9— United States v

Address 2

City State
Select State

o o

)

Templates (0)

Cancel

1. Enter the wire name.

Enter the ACH name and ID.

Using the drop-down, select the recipient’s country, and 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.
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Wire

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.

0@ e

isplay Name * Email Address
e’ example@example.com ( 3

Payment Type eneficiary Type \ Aternational Account Type
q Wire Only v International \/J MBAN v
v

Recipients

Name Email Address ~ Number of Accounts Actions

test test2@email.com 1

Add Recipient

+Add t
Accounts (1) 4

Account Payment Type Finandial Institution (F1) Routing Number

Account - New ACH and Wire @ NA

Payment Type Beneficiary Type fAternational Account Type
Wire Only v | | International v Q SWIFT/BIC

Account *

Ex. 129398123

In the Commercial Functions tab, click Recipients.

1.

Click the New Recipient button.
Enter the recipient’'s name and email address.

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.
Using the “Payment Type” drop-down, select a payment type
Using the “Beneficiary Type” drop-down, select International.

Using the “International Account Type” drop-down, select the recipient’s
account type type.

(SWIFT/BIC Only) Enter the recipient’s account number.

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

Treasury: Recipient Overview
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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 Q
lame * ‘Country * IBAN *
) Select Country \D (
Cdress 1% Address 2 * Address 3

Beneficiary FI

Name * Country * IFT/BIC *
Select Country v

Address 1* Address 2 * Address 3

Beneficiary Fl

Name * Country * BAN *

Select Country

& & ee

Address 2 *

LWIFTIBIC & J

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
transfers are rejected. Be sure all information is correct before
proceeding.

Treasury: Recipient Overview
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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 FlI

‘Came Country Wire Routing Number
Cdress 1 Address 2 City

tate Postal Code

Select State M

1. Enter the intermediary FI's name, country and wire routing number.

2. Enter its street address and city.

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

4. click the [l button.

Treasury: Recipient Overview
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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

‘Clre Name )C{H Name ACHID
Country dress 1 Address 2
9— United States v

City State 1P
Select State NG

Templates (0)

)

®

Cancel

Enter the wire name.

Enter the ACH name and ID.

Using the drop-down, select the recipient’s country.

Enter the recipient’s street address.

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

Enter the zip code.

No v s»WwDbhN-=

Click the Save Recipient button.

Treasury: Recipient Overview
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Treasury
Editing a Recipient

If a recipient’s account or personal information changes, an authorized user can
make those necessary edits from the Recipient Management page.

Recipients
New Recipient A Search
Name Email Address ~ Number of Accounts Actions.
e
test. test2@email.com 1 Delete
Payment History
test test@email.com i
Edit test
Display Name * Email Address
Send email notifications for template
test test@email.com payments.

+Add account
Accounts (1) =

Account Payment Type Financial Institution (FI) Routing Number
I Checking - *6789 Wire Only test 122105155 @— Edit
Remave
ﬁeciplent Details \
Wire Name ACH Name ACHID 2
e_ Country Address 1 Address 2
United States v
city state zp
\_ Select State v W,

e_Cemplates(O) )
Cancel ‘ Save Recipient ’ -9

In the Commercial Functions tab, click Recipients.

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

2. Clickthe : icon to edit or remove a recipient’s account information.
3. Edit the recipient’s details.
4

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

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

Treasury: Editing a Recipient
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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 Outgoing $0.01 Checking - *3456

© — (D)
®

In the Commercial tab, click Recipients.

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.

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

[%J Note: For additional information about editing a recipient's assigned
templates, go to page 61.

Treasury: Editing a Recipient
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Treasury

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 an existing payment using that entity.

Recipients
m ssany
Name Email Address ~ Number of Accounts Actions
test test2@email.com 1
test test@email.com 1 fae
Delete
Payment History

Delete Recipient

Are you sure you want to delete this recipient?

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

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

Treasury: Deleting 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
Sl )
-} Create Template
Templates
1Result (Filters: CAIl) ACH Payment @
(Name Type Recipients Last Paid Date Last Paid Amount ) Actions

Q—@ Test ACH Payment (PPD) 1 $5,021.76 9/12/2016

In the Commercial Functions tab, click Payments.

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

B. You can sort your templates by name, transaction type, recipient, last
paid date and last paid amount by clicking the M icon next to the specific
column.

C. Templates can be saved to your favorites by clicking the f} icon.

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

Treasury: Payment Template Overview
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Creating a Template

If you are assigned Draft or Approval rights, you can use the Payments tab to
send a one-time payment or create a template for recurring transactions. If you
are sending payments to vendors, suppliers, collections or making payroll, it is
best to create a template to simplify your routine 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

Treasury: Creating a Template
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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
1
Templates

:'emplate Name ) Template Access Rights
—_‘4 of 9 user roles selected 4

©

+ Add multiple recipients,

Domestic Wire

Template Properties

Origination Details

From Subsidia

Account
[/} Use same Subsidiary for all wires . Use same Account for all wires
k47400

Wires (1) @—(\ Find recipients in payment )

Collapse All

Inth
1.

bl

© N o

10.
11.

e Commercial Functions tab, click Payments.

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

(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.

(Optional) Check the box if you would like to use the same “From Subsidiary.”
for all wires.

Select the from subsidiary.

(Optional) Check the box if you would like to use the same “Account” for all wires.
Select an account.

(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.

Treasury: Creating a Template
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'\ This payment is incomplete
Copy
Recipient/Account mount
Republic Test (ACH TEST) $0.00
Checking 58686762, )
Show Details 15

rom Subsidiary (ccount

TestDemojCompany” X Search by name or number

k%7400
erpose Of Wire )

OPTIONAL WIRE INFORMATION

-Cessage to Beneficiary ¢ )
Cescription > )
22

+Add ancther wire

$0.00 Cancel

1 wires

>

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

13. Enter an amount.

14. (Optional) Click the } icon to copy or remove on a specific recipient.
15. (Optional) Click the “Show Details” link to view recipient information.

"

16. (Optional) If your wires are not coming from the same “From Subsidiary,
select the from subsidiary .

17. (Optional) If your wires are not coming from the same account, select an
account.

18. Enter the purpose of wire.

19. Click the “Optional Wire Information” link to add more information.
20. (Optional) Enter a message to the beneficiary.

21. (Optional) Enter a wire description.

22. (Optional) Click the “+Add another wire” link to add an additional wire.

23. Click the Save button when you are finished.

Treasury: Creating a Template
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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

Templates

A Search

’| - Create Template

International Wire 2

Template Access Rights
4 of 9 user roles selected 4

Account.

Template Properties

9— _Cnplate Name

Origination Details
from

idiar

Currency

5 T

/| Use same Subsidiary for all Wirea |V/] Use same Account for all wires

(2 use same curengyforai w‘\re9—e

$22.19

Test Demo Company INTERNAL ACCOUNT
*44447400 HHRHHET70

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

International Wire.

link.

3. Enter the template name.

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

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

(Optional) Check the box if you would like to use the same “From Subsidiary.”

for all wires.

Select the from subsidiary.

7. (Optional) Check the box if you would like to use the same “Account” for all

wires.

Select an account.

(Optional) Check the box if you would like to use the same “Currency” for all

wires.

10. Select a currency type.

91
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m "+ Add multiple recipients

11.

12.
13.
14.
15.
16.
17.
18.
19.

20.

21.

Wires (1) @_( Find recipients in payment ) [] (epanani )

Collapse All

This payment is incomplete @
@cipient/Account rency ount
International Test2 (iD= Uis. Balar $0.00
IBAN 1234567891234567 " )
Show Details 1 8 @
™ Subsidiary Ecount
Test Demo Company X Search by name or number

(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 or create a recipient from the drop-down.

(Optional) If your wires are not using the same currency, select a currency.
Enter an amount.

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

(Optional) If your wires are not coming from the same subsidiary, select a
from subsidiary.

(Optional) If your wires are not coming from the same account, select an
account.

Enter a purpose of wire.

Treasury: Creating a Template
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22.
23.
24.
25.
26.

Purpose Of Wire

OPTIONAL WIRE INFORMATION

Message to Beneficiary )
fescription )

PB) (aomervire)

$0.00

1 wires

Cancel

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

(Optional) Enter a description.

(Optional) Click the “+Add another wire” link to add an additional wire.

Click the Save button when you are finished.

Treasury: Creating a Template
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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

'I New Payment A Search

Templates

- Create Template

Domestic Wire(change vve )—#) 3

Origination Details

From Subsidiary Account
L (4 use same Subsidiary for all wires ) () se same Account for al wires
e_( Ifff,3§$° Company ) K\ Search by name or number AD—e

Recurrence

))

(/] Use same Date for all wires,

01/31/2020 =)

In the Commercial Functions 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.

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 97.

4. (Optional) Check the box if you would like to use the same “From Subsidiary.”

for all wires.

Select the from subsidiary.

Select an account.

Select a process date using the calendar feature.

o ¥ »® N o w

0. (Optional) Set up a reccurence.

Treasury: Sending a Single Payment
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Wire

12.
13.
14.
15.
16.
17.
18.
19.

20.

21.

Wires (1)

’\ This payment is incomplete 16 a Copy

Recipient/Account Amount
Recipient Atst (ACHID) $0.00 Expand Row
Checking 123412344 -
Show Details 'I 8

rom Subsldlary ccount Process Date
A Search by name \ Search by name or number =)

(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 or create a recipient from the drop-down.

Enter an amount.

(Optional) Click the } icon to copy or remove on a specific recipient.
Check the box to notify a recipient.

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

(Optional) If your wires are not coming from the same “From Subsidiary”,
select the from subsidiary.

(Optional) If your wires are not coming from the same account, select an
account.

(Optional) If your wires are not processing on the same date enter a process
date.

Treasury: Sending a Single Payment
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®©060

Purpose Of Wire ]

OPTIONAL WIRE INFORMATION ’ ~

1
_(
-[ Message to Beneficiary - )
1

Description )

CEEET D 26

$0.00 cancel
1 wires

. Enter the purpose of wire.

. Click the "Optional Wire Information” link to add more information.

. (Optional) Enter a message to the beneficiary.

. (Optional) Enter a wire description.

. (Optional) Click the “+Add another wire” link to add an additional wire.

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

Treasury: Sending a Single Payment
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Wire

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.

o

o.

From Subsidial Account Curren:
L (/) use same Subsidiary for all wire; (/] Use same Account for all wire: /] Use same Currency for all wires

Payments
- Create Template
Templates
International Wire (change e —g) 3

Origination Details

1eat emesCompany ) [( Search by name or number A)} ( \ Search.. %
sriev7400

Recurrence

| Use same Date for all wire:

01/31/2020

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

(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 97.

(Optional) Check the box if you would like to use the same “From Subsidiary.”
for all wires.

Select the from subsidiary.

(Optional) Check the box if you would like to use the same “Account” for all
wires.

Select an account.

(Optional) Check the box if you would like to use the same “Currency” for all
wires.

Select a currency type.

10. (Optional) Check the box if you would like to use the same “Date” for all wires.

11. Select a process date using the calendar feature.

12. (Optional) Set up a reccurence.

Treasury: Sending a Single Payment
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Wires (1) @—C\ Find recipients in payment
This payment is incomplete Q

ecipient/Account urrency mount
International Test2 \ ‘Search..
N 1234567891234567

Show Details

'Account Process Date
Tt Bermb Camparny A Search by name or number
*****

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

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

15. (Optional) Click the : icon to expand or collapse selected recipients.

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

17. (Optional) If your wires are not using the same currency, select a currency.
18. Enter an amount.

19. (Optional) Click the : icon to copy or remove on a specific recipient.

20. Check the box to notify a recipient.

21. (Optional) Click the “Show Details” link to view recipient information.

22. (Optional) If your wires are not coming from the same subsidiary, select a
from subsidiary.

23. (Optional) If your wires are not coming from the same account, select an
account.

24. (Optional) If your wires are not using the same process date, select a process
date.

25. Enter a purpose of wire.

Treasury: Sending a Single Payment
98



Wire

)

Craamamervie -

Cancel

1 wires

26. (Optional) Click the “Optional Wire Information” link to add more information.
27. (Optional) Enter a message to the beneficiary.

28. (Optional) Enter a description.

29. (Optional) Click the “+Add another wire” link to add an additional wire.

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

Treasury: Sending a Single Payment
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Viewing, Approving or Canceling a Transaction

All payments appear in the Activity Center, where authorized users can view,
approve or cancel certain payments. If a payment has processed and cleared, you

cannot make changes to that transaction.

You can easily approve or cancel one specific transaction through the Activity

Center.
Activity Center
Single Transactions ~ Recurring Transactions
X Search transactions wa LY
4 Created date ~ Status Approvals Transaction Type Account Amount Toggle Details
ACH P t - Tracking ID:  Savings Ac R
ayment - Tracking ID: ~ Savings Account
3/19/2019 Drafted 0of1 699479 XXXXXX9997 $1.00 @—
Cancel
Credits: [0] $0.00 | Debits: [0) $0.00| Inquire
Copy
Print Details
X B X
Approve Transaction Cancel Transaction

Are you sure you want to approve this transaction?

Are you sure you want to cancel this transaction?

In the Transfer Funds tab, click Activity Center.

1.
approvals are needed to process or cance

| the transaction.

2. Clickthe : icon and select “Approve” or “Cancel.”

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

3. Click the Confirm button. The status then changes to “Processed” or

“Canceled” in the Activity Center.

Treasury: Viewing, Approving or Canceling a Transaction
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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, saving you time and effort.

Approve Selected

Created date ~ Status Approvals

3/19/2019 Drafted of 1

2/27/2019 Cancelled N/A

Transaction Type

ACH Payment - Tracking ID:
699479

Funds Transfer - Tracking
1D: 699466

Account

Savings Account
XHXKXX9997

Basic Checking JXXXXXX9998

Cancel Selected
Print Selected
: Details

Approve Transacti
Areyousure you vant o approve

#639479 (51.00)

Credit

1 ofyour selected transaction(s) can not be approved.
50,00 | Debit: (1.00)

Cancel Transactions

Are you sure you

#699479 (51.00)

1 of your selected wansaction(s) an not be cancelled.
Credit:$0.00 | Debit (81.00)

In the Transfer Funds tab, click Activity Center.

1.
transaction.

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

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

Note: If you cancel a recurring transaction in the Single Transaction

=

Center.

tab, you only cancel that single occurrence. To cancel an entire
series, you must visit the Recurring Transactions tab in the Activity

Treasury: Viewing, Approving or Canceling a Transaction
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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. Using or editing a template is a
quick way to send a recurring payment or make a quick change without having to
create a new template.

Payments

e

Templates

- Create Template
1Result  Filters: CAll) ACH Payment
Name Type Recipients Last Paid Date Last Paid Amount Action:

Ty Test ACH Payment (PPD) 1
Copy

Delete

T{emplate Properties \
Template Name Template Access Rights
Test 2 of 2 user roles selected
Origination Details
e_ SEC Code From Account
PPD - Prearranged Payment and Deposit Savings Account
..... 6789 X000009997 $8.73
Recipient/Account Amount
ACH ONLY (2acnts) $50.00
Checking 123456789 %
i @_9

In the Commercial Functions 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.

Treasury: Editing or Using a Template
102



Wire

Treasury

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 A Search

Templates

- Create Template

1Result  Filters: CAll) ACH Payment

Pay
Name Type Recipients Last Paid Date Last Paid Amount Action:

Edit

Ty Test ACH Payment (PPD) 1

Copy

Delete

Delete Template

Are you sure you want to delete this Template?

T T ©

In the Commercial Functions tab, click Payments.
1. Click the : icon and select edit to make changes to a template.

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

Treasury: Deleting a Template
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Treasury
Wire Activity

All incoming and outgoing wires initiated through Business 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 processing dates,
accounts and amounts.

Wire Activity Q

-
N = L B
[ Time Period Tracking ID Min Amt Max Amt \

Select Period v $0.00 $0.00

Type Account(s)
0 items v 0 items v
=

Outgoing Wires

Tracking ID = Process Date ~ Amount ~ Recipient ~ Receiving Institution - From Account ~ IMAD -
stwire RST HAWAIIAN BANK V Acct
({0 01/01/00 $90.00 SEE e wanan Awaiting IMAD.\
origination Information Beneficlary Information
Created 05/06/16 12:31 PM To :
Account Account C-x
Amount FI _G
Routing #
Message to Beneficlary
testing wires

In the Commercial Functions tab, click Wire Activity.
A. You can find transactions within an account using the search bar.

B. Wire activity can be sorted by time, type, amount or check number.
Click the = icon for more options.

C. Click the (3 icon to print your transactions or export them into a different
format by clicking the o, icon.

D. You can sortyour transactions by Tracking ID, Process Date, Amount,
Recipient, Receiving Institution, From Account and IMAD by clicking the w7
icon next to the specific column name.

E. Clicking on a transaction gives you more details.
Treasury: Wire Activity
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Subsidiary Overview

If your business is a parent company and controls alternate daughter companies
or subsidiaries, you can create a separate profile for those entities. This

allows you to swiftly make payments between the two companies from the
parent account. After setting up subsidiaries, they are listed in the Subsidiary
Management page, where you can edit and administer their information.

0O < ? D

Subsidiary Wire & ALH 123436789

In the Commercial Functions tab, click Subsidiaries.

A. The following information presents for each subsidiary:
* Name
* Payment type: Wire, ACH & Wire or ACH
e TaxID

B. In List view, you can sort your subsidiaries by name, Wire/ACH or Tax ID by
clicking the M icon next to the specific column.

Treasury: Subsidiary Overview
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Users with Manage Subsidiary rights can create new subsidiaries. Depending on
the type of payments being made, you may be required to enter the subsidiary’s
Tax ID, header or address.

subsiclary WAre B ADH 1738567

Add Subsidiary

Addmnn i

In the Commercial Functions tab, click Subsidiaries.

1. Click the Add Subsidiary button.

2. Enter the subsidiary’'s name.

3. Choose the payment type by selecting either ACH, ACH & Wire or Wire.

4. Enter the required information depending on the selected payment type.
* ACH: Enter an ACH header and ACH Tax ID.

e ACH & Wire: Enter an ACH Header, ACH Tax ID, wire header,
subsidiary’s street address, city, state and postal code.

* Wire: Enter a Wire Header, subsidiary’s street address, city, state and
postal code.

5. Click the Create Subsidiary button when you are finished.

Treasury: Subsidiary Overview
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Editing a Subsidiary

If necessary, an authorized user can make changes to subsidiaries on the
Subsidiary Management page.

Edit Test Subsidiary

e_ st Sy Uned Bk 5
[— -
e P——
e —
. Addram 2
P
oty
o ke
[ri—" o
wa "
Pl Lok
_ ra J

In the Commercial Functions tab, click Subsidiaries.
1. Find the subsidiary you want to edit and click the ! icon and select Edit.
2. Make the necessary changes.

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

Treasury: Editing a Subsidiary
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Deleting a Subsidiary

If you are assigned the Manage Subsidiary right, you have the ability to
permanently delete a subsidiary that is no longer needed. This deletes their
contact information from the Subsidiary Management page, but it does not erase
the data from an existing payment using that entity.

Subsidiary Whire & ACH 133456780

Delete Subsidiary

#rn s sre you wast ko delnte [hh ssbadhany?

I O

In the Commercial Functions tab, click Subsidiaries.

1. Find the subsidiary you want to edit and click the : icon and select Delete.

2. C(lick the Delete Subsidiary button to permanently remove a subsidiary.

Treasury: Deleting a Subsidiary
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Remote Deposit Procedures

Remote deposit cut off for Next day posting: 6:00pm
Customer should hold checks for 90 days before shredding

Status has to be Submitted or Delivered

Installation
Make sure the scanner is unplugged from the computer before installing any drivers

e (o to https://www.uchi.com/merchant-capture and log into the website with your login
credentials.
0 Unsupported scanner Panini drivers are located on the landing page only not
inside the webpage.

e To the right of the home page click the following: Help then Download Page

e The customer will need the following items installed depending on the customer’s
preferred browser:
0 Internet Explorer

SC0O1255- DigitalCheck DigitalCheck SmartSource scanner driver software. Install Now
SmartSource scanner driver

0 Microsoft Edge, Google Chrome, or Mozilla Firefox
SCO1255- DigitalCheck DigitalCheck SmarntSource scanner driver software. Install Now
SmartSource scanner driver

RangerRemote for Chrome, RangerRemote for Chrome, Firefox and Microsoft Edge browsers. Install Now
Firefox and Edge

Install for compatibility following successiul driver software install.

O Safari for Mac
Ranger Remote for MAC Ranger Component for newer macOS and Safari versions Install Mow

In the driver installation (SCO1255- Digitalcheck) click Install Now, a window will pop up, Select
Save and then select the Open folder button once complete.
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A Folder will open with the name “RangerForDigitalCheck”, Double click that folder and select
Extract all.

-~
[FET Tope Compressed size Paspeiord .. ST Ratia

RangerFoDigitalCheck-TS5eries d...  File falder

A new window will pop up for you to select Extract.

Once the extraction is complete it will ask, “Do you want to allow this app to make changes to
your device?” select Yes to begin the installation gggl then click Install.



Once the download is complete select Finish.

If the browser is Internet Explorer, restart the computer and then plugin the machine. If utilizing
Google Chrome, Microsoft Edge or Firefox please download the RangerRemote.

RangerRemote for Chrome, RangerRemote for Chrome, Firefox and Microsoft Edge browsers.

Firefox and Edge Install for compatibility following successiul driver software install.

Click Install Now then select to Run the download.

L3

Do you want to run or s3ve Fisery SHIP_RangerRemoteSC v1.4.2.1.exe (17.2 ME) from merchantrde.uchlcom? Run Save  |v Cancel X

After the download is complete, click Install to Begin the Fiserv Installation. After the installation
is complete, select Exit.
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Ranger Flex Test

Before logging into the website, test the communication and imaging of the scanner in the
RangerFlex.exe application

e Open within the new Silver Bullet Technology folder location in the Start Menu.
0 Click Silver Bullet Technology, Ranger, then RangerFlex

e After opening the application you should receive the following:
0 ASilver Bullet logo which denotes that the scanner is properly communicating;
after which you may have the customer load a check and use the ‘Start
Feeding’ button to verify imaging

If the Ranger Flex test works properly, the customer can login. Make sure to test within the
website as well, completing a check scan and viewing the image.

0 Refer to Browser Settings For Internet Explorer
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Browser Settings
Internet Explorer Settings

If using Internet Explorer, go to the login screen https://uchi.com/merchant-capture, click
Account Login and follow steps to correct the settings.

e Select the Tools menu and Internet Options
0 Make sure to uncheck the box for ‘Delete browsing history on exit’

e Click Security tab, click the Trusted Sites green check mark, then Sites
0 Click Add, https://merchantrdc.ucbi.com to the trusted sites, click close
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e Click Custom Level to open the Security Settings- Trusted Sites Zone

Automatic prompting for ActiveX controls- Enable
Download signed ActiveX controls- Prompt
Download unsigned ActiveX controls- Prompt
Click OK and then yes and then OK

O O o o

O Refresh the browser after the changes and before logging in
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Chrome- Proxy Settings

If using Chrome you must have Ranger Remote Installed, go to the login screen
https://uchi.com/merchant-capture, click Account Login and follow steps to correct the
settings IF issue exists with regular Chrome settings.

e Open Chrome click the Option icon and Settings

0 Scroll to the bottom and click Advanced

0 Click Open Proxy Settings

115 ,
0 Then follow same steps as Internet Explorer settings (see above)



Image Error

e If the image is not showing After scanning a check within Ranger or the Website:
0 Ensure Adobe Reader and Java Script are up to date, if not, they can be found on
the RDC main page https://ucbi.com/merchant-capture. If updating or installing
you must restart the computer.

0 Adobe Settings: Open Adobe and click Edit, then Prefrences... click Internet and
uncheck the box that reads Display in Read Mode by default then click OK
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MAC Installation
1)

}’o install RangerRemoteForMac, from the client’s Mac, sign in to Merchant Capture, then
under the Help Menu select Download Page.

Welcome, WMerchant User

About

' Set Logging Level

2)
For Ranger Remote for MAC, click Install Now, which will download the
Fiserv_SHIP_S1FiservRangerForMac_v2.0.dmg.zip file to the Mac.

Download Page
Rows per page: | 0 |v |
Calegary (Show bl [ |
Cemponent Deacription
SeurceCaphune 05t er - Mon Fackage ceaining cependencies for 'Wel Capluie cpeabon, Version [ Install Nivas I
Admin far Kon-Admen users -
SmanSouice Driver This is tae diiver package for Burroughs devices @!
Pare Drver Fanini Drver [ Tnstall Now ]
- Ranuer Remuote For WAC Ranger Comperenl oy nowar macOS and Satai veisiang Wl

3)
Once the .dmg.zip file is downloaded, the file automatically unzips in the Downloads
Folder.

£

4) Click on the file located in the Downloads folder

5) Double click the FiservRangerForMac icon from your desktop. This will open the volume
window in Finder.
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6)
Right click the Rangerinstaller icon and select the Open option from the selection.

Note: Right click is the same as control clicking with a single button mouse. It is very

important to not double click the Rangerinstaller as you will bypass the Mac’s Security
Gatekeeper settings by control clicking. Bypass any Gatekeeper security by clicking Open.

7)

Proceed through the installation steps by selecting Continue.

i b bt Pratgai i ka0 A

Welcome (o the rangerremoteSSL_ 2. 2,006 installar

You wil be guided through theo 2ieps necessary to install this

& Intreduction sofiwore,

Dentirntion Salee
Irstailation Typn
Instaihivtiam

Suintrtaly

SR LETE Cﬂ-ﬂﬁﬂqt_'._' |
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8) Select Install

Ty _wlnstallrangerremoteSSL_2.205

Standard Install on "BootDrive”

- Introduction This will take 63.4 MB of space on your computer.

= Destination Select i Click Install to perform a standard installation of this software

on the disk “BootDrive".

@ Installation Type
Installation !

Summary

| Change Install Location... |

| GoBack || Install |

9)
Enter the Administrator Apple User Name and Password.

Installer is trying to install new software.

Enter your password to allow this.

User Name: fiserv T

Password: :."""l

| Cancel |
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10) Select Close to complete and close the installer.

®c . windtalirangeremotessL 2205

The installation was completed successfully.

@ Introduction
= Destination Select
= Installation Type

« Installation

¢ Summary . The installation was successful.

The software was installed.

Note: If a “Fiserv Enterprise SCO” icon is on the desktop, please delete.

11)

To test connectivity to scanner hardware on the Mac, use the Silver Bullet Demo
Application.

¢ On the client's Mac, use the Finder to display Applications
e |ocate the Silver Bullet folder

e Find the Demo folder under Silver Bullet and you will see
"RangelmageFromBase64.html"

¢ Double-click on that *.html link and the Ranger WebSocket Sample Page displays

12) Click “Ranger Startup”. If successful, it will display “Ranger Started” at the top of the page
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Appendix C - Mac Workstation Troubleshooting

Unidentified Developer Message Stopping Install

The message shown in the image below indicates that the workstation is set to only run applications
fram Apple Developers fram the Apple Stare. This s normal for any applicafions downloaded from
the Internet outside of the Apple Store. In order to install downloaded applications, you nead to
change the sscunty settings to allow it,

LA

f .. —

Rangerinstollor

“Rangerinstaller” can’t be opened bacause
it is from an unidentifled devaloper.

‘four security preforences allow installation of only
apps from the App Store.

“Rarqarinstailer is on taz cisk Image
“Hangerf orkdac vi2.Lame" Batar downlossed
this ek Teaeo lodiy ot 112 BM om
fip.ipsfiserv.com.

Complete steps 1 through 4 to modify the workstation security settings.

1. From the dock, click System Preferences. The System Preferences window appears.

System Preferences

2. Click Security & Privacy. The Security & Privacy window appears.

= = T B
[ =] e )] Showal |

Livneral Desktop &
Screen Saver

)

Chs & OvDe Disploys

Loading Securibny A Privacy...

. fa]
[ y e 5
o = e | ©@ B
Dioeck Fls=iam Langluages Sacurl spatlight rotfication
Cantrosd & Regian £ Priv
: L) @ e &
I-Ilul L [ 1
Enesgy (ST Trackpad Frintess & Soaned
Saver SCanners
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3.  Onthe Generaltab, click Open Anyway. The "Rangerinstaller" is from an unidentified
developer window appears.

B e h < .- -_!E!_!__ Security & Privacy

FilaVault Firewiall Privacy

A login password has been set for this user | Change Password... |

I_| Require password  inmeciaiely & after sleep or screen savar bagins
| Show a message when the screen is locked Gt bock Messaoe.,,
Disable automatic leain

Allowr apps downloaded from:

& AR Sore

Ty apn Store ard lhentificd devalogars
*Rangerinstaller” was blacked from opening because it s not from I | Open Anyway | ’
an [dentifiad davelopar.

fubvancod,. (7

|r‘f| Click the lock to make changes.

4, Click Open. The Ranger Install window appears and you can resume the Install RangerFlex
Device Driver procedure beginning at step 18 on page 60.

o < Sncwihy & Prvaoy "0 Sewelz

EEHIE] Fiiswaur Firn il P b 2

A kg peesesorad has Deiasin g

I 1 Aeacpsine password | - paetallar® e brom sn endden iidlad
e = N L PR : devmplopar. Are pou sure o weenl to open BT
Diealte aulanmelks P.-‘ Chteivined “Resgerrataller Wl shesys gV & B0 e
= on this kiac.

“Hymoeilazisd er© i an Lheg o gk o

il T o P an | 3. gy Sadori chesnd con oo
I E o w baan s LOrioey o5 5718 PLI ey

P pipafaere. com

Ao sppes dosernlioechked

e
s -

|| -

oy = o o e = -

srizi D o . e - - e

“Rargrrnsialo" was bhioclad from cpening heomiies B s fesl Team
an Eeniflied deselcper,

|;'] Clbzk fhe ook bo mako changes.
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United

Community Bank.

The Bank That SERVICE Built.”

UCBI Web Capture Remote Deposit
User Instructions

&

Support Assistance
Phone: 866-572-4583
Email: ecorp@uchi.com
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Logging In

e Open Internet Explorer
e Direct your browser to https://ucbi.com/merchant-capture
e User ID and Password
o Existing customers: The ID and Password will remain the same
o New customers: Support will provide the ID and Password.
= Forissues with ID and Password, please contact 866-270-6100
e C(lick LogIn
e Issues that may occur
o Depending on your PC settings, a “Pop-Up Blocker” information bar
notification may appear. Click the yellow bar that the top of the
window and allow all pop-ups from this site.
o A prompt may appear asking if the system should allow the program
to install. Click the install button
e Once you are logged in, you will be in the Contemporary View

Starting a deposit in Contemporary View
e C(lick Create Deposit

/= Web Capture - Windows Internet Explorer

#] United
Community Banks Support: 866.270.6100  M-F 8:30a-5:00p Welcome, TRAINING EMPLOYEE |
I Home User Audit Help - Logout
[« View Deposits View Items Reports

Create Deposit ® Pending Deposits O All Deposits Rows per page 10 v

Start a new deposit by clicking the

Create Deposit button below, Search v

enter specifics an your depasit,

then click Continue. Fl  Depostd Account#  Account Name ProcessingDate  Status Deposit Total (5)  Actions

Create Deposit

Training v

Messages A

Newsfiash: Pigs Flving

View All

News/Promotions v

No deposits to display Page| 1|of1
[Subrt |

e The following screen will appear. You will enter the Deposit Amount and
Select Account
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o If you receive an error message stating your Deposit Limit has been
exceeded, please contact customer support at 866-572-4583

Create Deposit
* Required Fields
Deposit Amount® :
Select Account® : GEMERAL - ******2354

Store Mumber:

Continue | Cancel

O

Scanning a Deposit in Contemporary View

Place the checks in the Remote Deposit Scanner
Click Scan to being scanning your deposit
o If you click scan before placing your checks in the machine, the
system will generate an error stating there are no items present.
Click OK, place your checks in the machine, and click Scan again

/= Web Capture - Windows Internet Explorer == _)5
U .t d Switch To: Classic View
Community Banks Support: 866.270.6100 M-F 8:30a-5:00p Welcome, TRAINING EMPLOYEE |
| Home User Audit Help ~ Logout

[« item # Check # Error Amount  Actions
Deposit ID: 23
AccountNo.. — ** 2864
Account Name: GENERAL
More Details
[BorAs ] Gete Depost]
Training v
Messages A

Newsflash: Pigs Flving

View All

News/Promotions v

No of tems:0 Error:0 Deposit Totat$1.00 Difference:S0 Checks Total:$0

Please FixErors  [FSpy=mem ave Deposi
Scan Detect Double-Feed then Submit [STERSEE] P

The following screen will appear. This screen will end once the software
has completed scanning all the checks in the Remote Deposit Machine
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Scanning In Progress

[Taia Stop Scan

ltems Scanned:

Reviewing and Submitting a Deposit in Contemporary View
e Once the deposit has finished imaging in the system, the following screen
will display. You can view any item image in the deposit by clicking the +
next to each item
e Are there Exceptions to be addressed? There are two ways to correct
exceptions:
o Recognize the items that have an Exclamation Sign in the error
column. Click the + next to that item to display the image
= Enter correct item information and update item information by
pressing Enter on your keyboard. Click the + again to minimize
the item (not illustrated)
o Click the Fix Errors button
= This will isolate the exceptions and tell you what exception the
item has. Once you have made a correction to an item, press
Enter on your keyboard to update the information for that
item (not illustrated)

126



United

unien] Community Banks Support: 866.270.6100 M-F 8:30a-5:00p
ltem # « Check # Error Amount Actions

Depaosit ID: 27 0000123402 1819 7.00 4
Account Mo e 2864 =] 0000123404 1817 i X
Account Mame: GENERAL 0000123405 0503 781 x
More Details 0000123406 0983 266 4
W 2] 0000123407 1975 694 »
Training ¥ || & 0000123408 1102 659.00 »x
Messages A | & 0000122409 0637 Foy x

= 0000123410 0638 Foy b4
Mewsflash: Pigs Flying

0000123411 1993 6.50 b4
View All 2] 0000123412 1995 5.00 »®

0000123413 0218 5.00 x
NewsfPrnmn.t.i.n;lns v 0000123414 1788 4.00 X (v

No of tems:37 Error:14 Deposit Total:57.00 Difference: -§2,048.47 Checks Total: $2,056.47

Detect Double-Feed then Submit P

o
Once all exception items have been addressed, make sure the deposit is in

balance
o If you have corrected all your exceptions and your deposit is still out
of balance, verify the amount on each item to be sure the software
read the correct amount on each item
o If you have verified all the item amounts are correct and you need to
change your expected deposit total, you can do this once you click
Submit. Once your deposit is balanced, you will click Submit Deposit
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§] United
Community Banks Support: 866.270.6100 M-F 8:30a-5:00p
ltem # « Check # Error Amount Actions
DepositID: 27 @: 0000123404 1817 0.86 x (o
Account No.:  *, 2864 =8 0000123416 5017 625.00 x
dhoroamt blme: S GENERA ) 0000123422 4841 12500
More Details 1
) 0000123424 1948 6.94 x
X S Jelete Depos 1
e E———— | 0000123430 4279 744 x
Training ¥ | @ 0000123431 0622 T44 % |
Messages A 3 0000123432 1759 423 %
=20 0000123433 4840 500.00 x
Newsflash: Pigs Flying .
B; 0000123434 2036 744 o
e El 0000123435 4198 78 %
=1 0000123436 0605 454 o
News/Promotions v IH 0000123437 1899 454 o ™
No of tems: 14 Error :0 Deposit Total:$7.00 Difference: -82,575.99 Checks Total: $2,582.99
Please Fix Errors i F .
Scan Submit Deposit
‘ ‘ Detect Double-Feed then Submit i P
[ J

e The following screen will appear

Verify Balance

/4, Transaction should be balanced before submit
Déposft Data
Check Total: $2,582.99 Difference: -$2,575.99

Deposit Total: % Update

e Once you click Update, the software will give you the option to add a
deposit memo. This field is options and is not required to submit your
deposit

e Once you have completed your deposit, the software will return you to the
Home Screen.
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Printing a Deposit Receipt in Contemporary View

(= Web Capture - Windows Internet Explorer

United

uimen| Community Banks Support: 866.270.6100 M-F 8:30a-5:00p

Home

View Deposits View ltems Reports
Cisaiebeposit (® Pending Deposits O All Deposits Rows per page: [10 q
Start a new deposit by clicking the
Create Deposit button below, Search
enter specifics on your deposit,
then click Continue. Deposit ID ~ Account # Account Name Processing Date Status Deposit Total ($) Actions

b4

Create Deposit
Training v

Messages A

® C(Click View Deposit. This will reopen the deposit you have selected

United

witec] Community Banks Support: 866.270.6100 M-F 8:30a-5:00p

Home

View Deposits View ltems Reporis

SIsate.Danast (O Pending Deposits & All Deposits Rows per page: %10 q

Start a new deposit by clicking the —=

Create Deposit button below, Search v

enter specifics on your deposit,

then click Continue. Deposit ID = Account # Account Name Processing Date Status Deposit Total (3) Actions
Create Deposit XF 27864 GENERAL 2011-11-21 SUBMITTED 258290 B

Training v

Messages A

Mewsflash: Pigs Flying

View All

e Click Export As and choose PDF or PDF with Images
United
uniTeD]

Community Banks Support: 866.270.6100 M-F 230a-5:00p

Home
Item # & Check # Error Amount Actions
DepositiD: 27 =) 0000123401 092 2,582.99 i
AecouniNo. 2864 | 0000123404 1817 0.86
T T GENERAL [ 0000123416 5017 625.00
N—— ] 0000123422 4841 125.00
] 0000123424 1948 6.94
] 0000123430 4279 7.44
| £ v = 0000123431 0822 7.44 |
| CSv =
= - 0000123432 1759 423
= 0000123433 4840 500.00
Ehs ] 0000123434 2036 744
] 0000123435 4198 7.81
e [ 0000123436 0605 454
[+ onnn123437 4800 AR4
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Item Search in Contemporary View

e Onthe Home Page, select the View Items tab. This will allow you to view
all the items that were deposited that business day.

#] United
Community Banks Support: 866.270.6100 M-F 8:30a-5:00p
View Deposits View ltems. Reports
Create Deposit Rows perpage. |10 v
Start a new deposit by clicking the —
Create Deposit button below, Search A
enter specifics on your deposit,
then click Continue From Date* |To Amount:
i Search | Clear |
Advanced Search st i
Training v
Deposit ID ttem # Transit Account Check Amount Actions
Mlessages AlliE 27 123430 61112843 2001123463 4680 62500 [
Mewsflash: Pigs Flyin [} 27 123438 61112843 2003104711 1090 556.75 )
£} 27 123437 61112843 2001128836 1899 454 8
View All
] 27 123436 61112843 2001163514 605 454 )
] 27 123435 53111674 9906681 4198 7.81 8
News/Promotions v =] 2T 123434 61112843 2001128836 2036 7.44 ;)
] 27 123433 61112843 2001123463 4840 500.00 3
£} 27 123432 61112843 2045118087 1759 423 )
] 27 123431 61112843 2001163514 G622 7.44 8
£} 27 123430 53111674 9906681 4279 T.44 )
Displaying 1 - 10 0f 15 4 4 | Pags| etz b M

130



	Treasury Management Instructions.pdf
	Treasury Management Instructions.pdf
	Quick Guide.pdf
	Treasury Management Instructions.pdf
	Treasury Management Instructions.pdf
	Admin Rights.pdf
	Customer RDC install instructions.pdf
	Treasury Management Instructions.pdf
	ACH.pdf
	ACH NOCs and Returns.pdf
	credit_authorization_single_account.pdf
	debit_authorization (5).pdf
	Wires.pdf
	Customer RDC Operator Guide .pdf


	Customer RDC install instructions.docx.pdf




