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Welcome to the Lockbox Online Viewer

The Lockbox Online Viewer is an intuitive system that presents clear check and document images and provides concise information to help you make key
business decisions.

Lockbox Online enables

- Maximum back office efficiency by removing paper from your workflow
- Reduced printing, copying and storage costs

- Faster online access

- Convenient access to paperless reporting
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Login to Lockbox Online

Each user is presented the Login screen. Enter your assigned Customer ID and individual User ID followed by your PIN plus the 6 digits from your SecurelD token device. This will
provide access to your assigned lockbox(es).
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How to View Lockbox Images and Information

You should now be presented with an Image Lockbox Management screen.
- (lick the lockbox number at the right side of the screen.

- If you have multiple lockboxes, then each will be listed on this screen (assuming
your lockbox online administrator has given you access to those boxes).

Successful login

Image Lockbox Management

Login Successful

Helcone....

Y. logged 52733 of 000005 .
o are fogged on 43 of Click your Lockbox Number

MEE-000005 No Lockbox Name Lockbox Online

Lockbox Online Vi Getting Started Guid
chge :);f 1r11 ine Viewer Getting Started Guide Be" @Bank



Main Menu
You will be presented with the “Main Menu” for your lockbox work.
Click on items as indicated below to obtain information.
Click on the link to the right of any date to see the Batch Index for that day.

If Special Alerts are set u i i
p P Click to search Setup and Help instructions

Bell £ Bank T e I T
o

Image Lockbox Output List

Lockbox MKE-100000

Total Num Num Num .
e~ SN e O B e Click any column header to sort

10/15/2012 Activity n Summary Detail $171,513.14 10 0 2

10/15/2012 Activity n Summary Detail $ 171.313.14 10 0 2

10/12/2012 Activity n Summary Detail S 44,601.30 4 0 3

10/12/2012 Activity n Summary Detail S 44,601.30 4 0 3

10/11/2012 Activity n Summary Detail S 111,648.91 8 0 13

10/11/2012 Activity n Summary Detail $ 111,648.91 8 0 13

10/10/2012 Activity n Summary Detail $ 191,920.76 13 0 12

10/10/2012 Activity n Summary Detail $ 191,920.76 13 0 12 Number of checks,
I— - — correspondence and
10/09/2012 Activity H Summary Detail §353,643.40 :} 0 10 billing document pages
—— = processed that day
Click to see that Click to search Click to get a $$ deposited

day’s activity on the Summary or Detail that day

Batch Index screen Spreadsheet of that

day’s activity
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Batch Index
When you select the Activity link for the date you want to view, the Batch Index screen appears with a list of all batches processed that day.

Click to view a Summary or Detail
Spreadsheet for that day’s activity

Output List View Summary Spreadsheet View Detail Spreadsheet

Lockbox 000000 on 10/12/2012
Batch Index

Trans Batch ) .

Source Num'bers Transactions I,“

Check 3 3|534.49280
Check D 0|$ 10,108.50

Click to view Batch Detail

IO | =

Totals by Group

Gp 7" Transactions Pages Amount Lists totals by
1singles 3| 3[s3440280 payment group
2| Singles 0 0] so00
3| Multiples 0 0] s000
[ Multiples 0 0] s0w
. f:,i?s 1| o|s10,10850
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Batch Detail
(licking on the Batch Number on the Batch Index screen will provide you the Batch Detail information.

Back to Batch Index

Baich Index

Create a PDF of all items in this batch Additional information captured from remittance
documents will be shown in these fields

Information displayed will vary, depending on
the information you instructed us to capture

Lockbox MKE-006000 on 10/9/2012 from your documents
Batch 1 Puintable Batch PDF — A ~
Trans Source Num Pages ABART  Account Num | Check Num  Trans Amount | Trans.PDF  Received Date = Amount Paid | Account Numher | Amount Due | Balance Due
1| 1|Check 1|G-5184001 | 0000000 | 000000000  |(1711 $ 1200 EDE  |10/06/2012 $ 12.00| 000000000 \$18.UU $1200
2|  2|Check 1|3-5184002 | 0000000 | 000000000  |6297 $ 0090 EDF  |10/06/2012 $90.90| 000000000 $25.00 $0090
3| 3|Check 1|3-5184003 | 0000000 | 000000000 | 5014 $22000 EDF  |10/06/2012 £ 220,00 | 000000000 ]$ 207 00 $10,373.00
4| 4|Check 1|G-5124004| 0000000 | 000000000  |O1763 $147.10 EDE  |10/06/2012 £ 147.10| 000000000 $25.00 $147.10
5| 3|Check 1|G-5184005 | 0000000 | 000000000 |p1008 $ 1164 FDF  |10/06/2012 £ 116.41| 000000000 |$ 25.00 $116.4
6| 6|Check 1 |G-512400¢ | 0000000 | 000000000  |2843 4 500.00 EDF 10/06/2012 $ 500.00 | 000000000 % 16200 $ 542301
7| 7|Check 1 |3-5124007 | 0000000 | 000000000  |(9E09 506 43 EDF 10/06/2012 $ 596.43| 000000000 \:1:25.00 § 506 43
8|  8|Check 1 |3-5124008 | 0000000 | 000000000 Q1046 $ 15616 EDF 10/06/2012 $156.16| 000000000 $25.00 § 15616
9| 9|Check 1 |G-5124009 | 0000000 | 000000000  |(2602 $6.00 EDF 10/06/2012 $6.00/ 000000000 ‘$6.DD $6.00
10| 10|Check 1 |G-5124010 | 0000000 | 000000000 4040 §37.44 EDF 10/06/2012 3744 000000000 $25.00 §37.44
Transaction Identifier Create a PDF of this transaction Click to see Item Image
(TID) number uniquely and Information

identifies each transaction

Click to see Item Image
and Information
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Item image and information
(licking on the TID or Amount Paid field will provide you transaction information and the ability to view images of checks and remittance documents.

View Previous or Next Create a PDF of
transaction processed this transaction

Lockbox 100000
Check Transaction ID G-4650492

Check (B
Lockbox | MKE- 00007 Ledger Date 06,/14,2005 Amount ¢ 50,00 — A
ABA/RT |000067394 Account 12345678 | Batch |1 | Basic transaction and check information
Trem | | AT
. R Page 1 (B) humbnail i f
Transaction-level Keyed Fields i Thumbnail images o
| each scanned item in
I Remitter Name ‘Mckee| Customer Number|2463g i 1 the transaction—click
Information captured from remittance | = the thumbnail image
Invoice-level Keyed Fields d°‘”"‘e'ft(s) . ‘ = = to view the item
Information here will vary, depending on EE.
Invoice | Page | Invoice Number | Invoice Amountl which information you have instructed Page 2 (B)
1 1|7589635 $ 50.00 ; us to capture from your documents ; =
| J

Click to see the backside image of the document

Click the image itself to
zoom in or out
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Search menu
The Search Menu can be accessed by selecting any item on the search column from the Main Menu (as shown on page 5). In the example below, the search is for transactions
processed on 8/17 only, that are approximately equal to 5250

Click Search.

- As shown below, items matching your search will be shown in the bottom of the screen. Click the TID of an item to view that item.

Can search by all fields of
information captured from checks or
remittance documents

Options here will vary, depending on
which information you have instructed us
to capture from your payment documents

One item matched the search parameters
above; click the TID to view the item

Create a Spreadsheet of all information from
each item that matched your search
parameters
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Output spreadsheet
When you select “Spreadsheet” on any of the preceding pages, the information displays as shown below:

- The data is formatted as a .CSV file.
- Information for all transactions processed that day will be included in this spreadsheet.

- You can save this as a .CSV file, and then open it in any standard spreadsheet software.

Fle Ecit “iew lInseil Fomal Tools Dala GoTa  Favoites  Help | ar
e o s . 3 3\
Qrck - ) - [%] Bl | JDseann o Favaies €40 - = = )&
Address [{&] hitp:. faosDbrids.micorp. com/usr /e 2/data, by 000001/ 2009081 7 /outputs Al /summany.csv -] G |MI D
51 - ~
AT B [ c [ o T E [T F T & [H] L K [ T M [ N ] ] [P [ aF
i
| 2 |MKE-1000 Generic Test Bax  Generic Test Box  wl 20090817 15 17
| 3 |Mum Env Murn Envelope Transaction Lockbox  Date Time  Batch Batch ltem Check Check Amount ABART | Account Wun Check Mum Remitter Name  Custormer Check |
4] 1 132060450 G-2050490  MKE-1000 094172000 1430 1 1 1 600075 67994) 12345678 Harris Builders 999999
|5 | 2 2 -4550825 G-4BEDE0E  MKE-1000 08172008 1430 1 2 2 §130.16 75000051 123456789 5001 Big White Tees 359957
|6 | 3 3 G-4650492 G-4B50492 MKE-1000 08/17/2008 1430 1 3 3 $50.00 67894) 12345678 Mckee Building 246312
17 1 4 G-IFA0E23 G-ABEOF23  MKE-1000 08172008 1430 1 1 1 §41102 75000061 173456783 SN2 Vet Paint 234115
=l 5 5 G-4FA0490 G-4BE0490  MKE-1OO0 08172008 14300 1 5 5 §256 17 | 123456760 1234567890 500 Buzzwarth Tshir 79654
o | 5 & (-4550439 4 12345678 1278 Aks 236145 1
o 7 51408 (2570 E03 My Ve Own i
1] 8 8 G-2850155 saveln: () my Documents EH @-2@ X Ci 5 ook~ 123456789 4001 Mold Central En 355900 1
2] 9 9 G-45A0A20 1234567890 508 Nationwids Prod 235459 1
- y apers H
[13] 10 10/ G-4650159 . i I 123456769 2001 Papers R L 213667 1
|14 1 10 G-4B50524 ol DwebE: 12345678 2308 Papers R Us 213567 1
15| 12 11/ G-4850491 My Recerk | (23 Copy of My Pictures 123456783 2032 Daniel Harris 581237 z
|6 | 13 11 G-ABE0158 CNow Folder 1234567890 594581 Haris Builders 581237 3
- rint Happy z
17 14 12 G-46E0157 Elmy Fretures 123456769 02 Print H 997012 E
|18 | 15 12 3-4650622 My Data Sources 123456789 4002 Print Happy 957002 F
|13 | 15 13 5-4650156 Deskiop () Jack Files 1234567590 54584 Imaging Press 120568 F
|20] 17 13 G-4B50821 : ) My Music 1234567890 94479 Imaging Press | 120568 E
|21 18 14| G-4650487 123456709 503 Kingdam Buildin 236599
|22 19 14 G-46E0154 12345675 Kingdam Buildin 236539
|23 | 20 14 G-4B50519 DL EERE S 12345678 Kingdom Buildin 236559 E
24 -
22| by -
127
|28 ﬁ‘:g | | L
B L e 7200s 5| save Information available may vary,
By default, will save as a “CSV” file type = Ssveastyer [csy (Comma delmiced) (*.cs) B Cancel depending on which information
Microsoft Excel 5.0095 Warkbook (*,xls) - i
R Excel 5,005 Worook e orkooak (¥ el you have instructed us to capture

Depending on your software
configuration, you may have options to
save the information in other file types.

[

of orksheet (*,xls)
Microsoft Excel 3.0 Workshest (*,xls)
Microsoft Excel 2.1 Worksheet (* xlsy =

from your remittance documents
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PDF file output
Whenever you see the term “PDFE" as displayed in many of the previous Lockbox Online screens, you can create a PDF output. An illustration of a Batch-Level PDF and Transaction-
Level PDF are shown below.

You must have PDF reader software installed on your computer in order to download and view the file. Adobe Acrobat, industry standard software, is free PDF viewer software
and can be downloaded from the link shown here (get.adobe.com/reader/). Adobe Acrobat PDF Viewer software allows you to view the information in a number of ways,
including search, zoom in or out, rotate, etc.

B e oosab omus 2/ data/ I/ 100000/rl/2003081 7/ outputs{or at/bt_100) - .
T T PDF manipulation tools e |
O O N AN e S A
ress [21 hp 7acsth i 7/outputs o /o 1OD000_0317_1_don_ 1o ECERLE
vencomr (= (B i sowron [ ] [ oot G DT EC) | |
|+ options * X i
[0 0B/17 1:1 $6,000.75 MKE-10000C— --Table of Contents-- B
(D5 0817 1:2 $130.16 MKE-100000
(0% 0877 1:3 $50.00 MKE-100000
(05 0817 1:4 $411.02 MKE-100000 .
[0 0817 1:5 $256.17 MKE-100000 Transactions for Batch 1 LB MKE-100000 DT 20090817 OP w1
(05 0817 1:6 $95.10 MKE-100000
[ 087 1:7 $638.48 MKE-100000 Batch Total: $£7,719.30
(05 08A17 1:8 $101 67 MKE-100000 The bie cells in the last column in the table below act as ‘hyperiiis': when dlicked it will soroll the dogument to the right page
[35 0817 1:9 §34.95 MKE-100000 Lockbox Transaction |Batch |[Batch Item |Check Amcunt |Page
MKE-100000 [G-2050490 1 1 $6,000.75 2 Batch-level PDF will have a table
MKE-100000 [G-4650826 |1 2 $130.16 6 of contents (shown here) that
ettt R FERT MKE-100000 |G-4650492 |1 3 $50.00 11 allows you to jump to transactions
B+ € « |x] [2) S e & 2 .
T ks e MKE-100000 |[G-4650823 |1 4 $411.02 17 of interest. Scroll down to see
[ Pserio = @ o[ Tnoom i [ @ ] oo & [ = O[OV 5 A o [T ] MKE-100000 [G-4650490 |1 5 $256.17 22 transaction images and information.
f H MKE-100000 |G-4650489 1 6 $595.10 27
W Page 1 Transactions for LB MKE-100000 DT 20090817 TID G-4650487 MKE-100000 |G-4650488 1 7 $639.48 32
Transaction Information G-4650487 MKE-100000 2009/08/17 MKE-100000 |G-4650155 1 8 $101.67 37
Transaciion Level Detsils MKE-100000 |G-4650820 1 9 $34.95 42
Env Num 18 Enve.o, [-4650487 -
Transaction G-4650487 Lockbox MKE-1Co
Dateh 2009/08/17 Tl“‘eh 14:30 Transaction-level PDF shows the images
Bat 2 Batch It 9 5 N A
e arer rem and information for only one transaction
Check 1 Check Amount $222.00
ABA/RT 075000051 Account Num 0123456789
Check Num 00503
ss0x1L00n il I o
Check Image Tia 4] == b bl © O] N
[0 [ GrknownZone
i
.
e = .
850x11.00n 4 = _ o
[ Al vz [p p[G O] O= B
[ [T [ [OrknownZons
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