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Getting Started

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

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

You can navigate this guide by clicking a topic or feature in the Table of Contents.
Each section provides an overview and steps to help you during the Online
Banking process. If you have additional questions, contact us at 866-221-1136.
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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 and beneficiaries. After
setting up these key entities, you can jump right in and experience our state-of-
the-art system!

Users

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 Bell Bank representative, you can organize which employees get access to

different features within Business Online Banking by establishing user roles.

Beneficiaries

Beneficiaries are people or businesses to whom you send money using a
payment feature offered through Business Online Banking. After creating a
profile for each beneficiary, you can choose the method to send them money and
the respective transaction details. Each created beneficiary is saved so you can
quickly and easily make future payments.

Getting Started: Business Online Banking Overview



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

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

Please call us at 866-221-1136 for a full list of wire and ACH fees or if you have
any questions.

Business Online Banking Transaction Types

Type Description

ACH NACHA Upload Upload a NACHA-formatted file.

ACH Disbursements Send a payment to several beneficiaries.

Receive a payment from several

ACH Collection L
beneficiaries.

Domestic Wire Send a wire to a beneficiary within the US.

Send a wire to a beneficiary in a different
country.

International Wire

Getting Started: Business Online Banking Overview



Getting Started
Logging In

After your first-time enrollment, logging in is easy and only requires your
username and password. If you are logging in using a device that you have not
previously registered, you need to request a Secure Access Code (SAC).

SEARGH

@ FIND A LOCATION:
>

Personal v Business v Financial
Education

Forgotyour password?

[ 5 2 @)

Select Personal.

Enter your username.
Click the Continue button.
Enter your password.

Click the Submit button.

Note: If you enter an incorrect password too many times, your
account will be temporarily locked. Call us at 866-221-1136 for
assistance.

o I
I

Logging Off

For your security, you should always log off when you finish your online banking
session. We may also log you off due to inactivity.

(= Logoff
1. Click the Log Off tab in the navigation menu.

2. Close your internet browser.

Getting Started: Logging In
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Getting Started

Resetting A Forgotten Password

If you happen to forget your password, you can easily reestablish a new one from
the password page after entering in your username—no need to call us!

Bell @» Bank

[ Password ]

’l Forgot your password?

Bell @ Bank

Please submit your username to reset your password.

Username

I |

1. Click the “Forgot your password?” link.

2. Enter your username and click the Submit button.

[,?—_l Note: You may not be able to change your password if your
account is locked.

Getting Started: Resetting A Forgotten Password
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Bell @ Bank

Please choose the phone number or email address you would like your secure access code sent
to. Once you receive the 6 digit secure access code, you will enter it on the following page. If you
already have a 6 digit secure access code, please choose Enter your Secure Access Code below.

Enter your Secure Access Code
e
E-mail to : X00Xrett@XXXXpany.com
e
E-mail to : XXeve@XX0XXpany.com

Bell @ Bank

Enter your Secure Access Code

Secure Access Code

3. Choose the contact method that allows Bell Bank to reach you immediately
with a 6-digit Secure Access Code (SAC). Each Secure Access Code is good for
one time use and valid for 15 minutes.

4. Enter the SAC and click the Submit button.

Getting Started: Resetting A Forgotten Password
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Bell @) Bank

Please set your new password:

@ Password Requirements:
* Must be between 8 and 40 characters
* Must contain at least 1 number
* Password must contain a minimum of 1
lower case characters.
Password must contain a minimum of 1
upper case characters.
Password may not be the same as last
5 passwords.
May not be the same as current password

New Password

Confirm New Password

5. Create a new password based on our password requirements and click the
Submit button when you are finished.

E% Note: Go to page 13 to view best username and password security
practices.

Getting Started: Resetting A Forgotten Password
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Security

Protecting Your Information

Here at Bell Bank, we do all that we can to protect your personal information and
provide you with a dependable online experience. However, we rely on you to
take further precautions to assure the safety of your accounts. By following

our tips, Online Banking can be a secure and efficient method for all your banking

needs.

General Guidelines

Make sure your operating system and antivirus software are up-to-date.

Always use secure wireless (WiFi) networks that require a username and
password.

Never leave your computer unattended while using Online Banking.
Monitor your recent account history for unauthorized transactions.

Always log off of Online Banking when you're finished and close
the browser.

Username and Password

Create strong passwords by using a mixture of upper and lowercase
letters, numbers and special characters.

Do not create passwords containing your initials or birthday.
Change your passwords periodically.
Memorize your passwords instead of writing them down.

Only register personal devices and avoid using features that save your
usernames and passwords.

Fraud Prevention

Do not open email attachments or click on links from unsolicited sources.
Avoid giving out personal information on the phone or through email.

Shred unwanted sensitive documents including receipts, checks, deposit
slips, pre-approved credit card offers and expired cards.

Act quickly. If you suspect your financial information is compromised, call
us immediately at 866-221-1136.

Security: Protecting Your Information
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Administration (Basic)

Users Overview

Depending on your number of employees, owners and company policies,
Business Online Banking lets you set up multiple users with different
responsibilities. 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 beneficiaries, 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.

Administration (Basic): Users Overview
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User Management Overview

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

X Search Users

(UserlO Primary E-mail Address Last login )—6

| A Murphy 9 minutes ago

In the Administration tab, click User Management.
A. The following information presents for each user:
* Name
* Email address
* Lastlogin time
B. Clickthe £ icon to edit a user.

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

Administration (Basic): Users Overview
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Adding a New User

An authorized user with Manage Users rights can set up a new user by first
creating a profile and a unique login ID and password. Once you establish a user
and their login credentials, you can begin assigning user rights by accessing their
User Policy.

User Management

+ Searchsers o@

User Primary E-mail Address Last login

| A. Murphy 9 minutes ago Va

New User Details

PERSONAL DETAILS

Csr Name Tast Name Emall Address )
Cme Country Phone )
9 v

LOGIN DETAILS

e_‘ Csername Isword Confirm Password )
Discard New User Details ( Save New User Details '

© o

In the Administration tab, click User Management.
1. Click the Add User button in the top right corner.
2. Enter the user's first and last name and email address.

3. From the “Phone Country” drop-down select the user’s country and enter
their phone number.

4. Create a unique login ID for your new user.
Enter a password following our guidelines and confirm it.

Click the Save New User Details button at the bottom when you are
finished. You will then be taken to the User Policy page to establish the new
user’s rights.

Administration (Basic): Users Overview
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Part 1 of 5: Establishing Transaction Type Rights

You start assigning or editing a user’s rights in the Transactions 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.

John Doe

User Policy @
Transactions ~ Features  Accounts

Transaction Filter:

Filter: Q] Enabled Disabled

0_ i ACH COLLECTION Enabled @@

ACH Collection
Rights Q

Approval Limits

Maximum Amount Maximum Count
Per Transaction $ 5.00
Domestic Wire
Can vi tions $7
Can Dra
Daily Per Account $ 5.00 999999999
Funds Transfer Daily $ 500 | 999999999

\(L : \‘ :w j“ sac \’ ns $1,000B/
1. Choose a type of transaction to assign rights for.

2. Choose whether a user can draft, approve, cancel or view a specific
transaction by checking the appropriate boxes.

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

* Approve: Send or accept drafted transactions.
* Cancel: Reject a drafted or unprocessed transaction.
3. Use the drop-down to change which transaction activity a user can view.
* Own: Can view only their activity.
* All: Can view activity of all users.

* No: Cannot view activity of any user.

Note: Users must have the All view right enabled to approve
I?——l transactions.

Administration (Basic): Users Overview
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Part 2 of 5: Disabling a Transaction Type

If a user should not have access to a certain transaction type, such as payroll, an
authorized user can disable those rights for individual users.

1.
2.
3.

John Doe

User Policy @

Transactions  Features

Filter: Enabled  Disabled

ACH Collection

Funds Transfer
ransactions  $1,0008

Can Draft/Approve/Cancel

International Wire

Can view own t
Can Dr

Accounts

Transaction Filter:

ACH COLLECTION

Rights

) Draft | Approve

Approval Limits

Per Transaction

Daily Per Account

Daily

Monthly

| Cancel

Maximum Amount

5.00

5.00

15.00

R4

@

©

-9

v View

Maximum Count

999999999

999999999

999999999

own \/

Administration (Basic): Users Overview

Select the transaction type to disable.

Toggle the switch to “Disabled” for that specific transaction.

Click the Save button when you are finished making changes.
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Part 3 of 5: Editing Approval Limits for a Transaction Type

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.

John Doe O_e

User Policy @

Transactions ~ Features  Accounts

Transaction Filter:

Filter: QNI Enabled Disabled b5

ACH Collection ACH COLLECTION Enabled @@
Rights
V| Draft V| Approve V| Cancel 7 View | Own N/
(Appmval Limits A
Maximum Amount Maximum Count
Per Transaction $ 5.00
Daily Per Account $ 5.00 999999999 _9
Daily $ 5.00 999999999
Monthly $ 15.00 999999999
International Wire - N
" $6

1. Select a transaction type to edit a user’s approval limits.

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

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

Administration (Basic): Users Overview
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Part 4 of 5: Establishing Rights to Access Features

When assigning user rights, the Features tab lets you control who can edit
templates or manage users, subsidiaries or beneficiaries. Depending on their

User Policy or job roles, some users may have different responsibilities than
others.

John Doe ( )’9
User Policy @ ¢
Transactions Accounts

FEATURES @

Q search

RIGHTS

e_{ @@ Access Incoming/Outgoing Wire Alerts € Access to all payment templates )

1. Click the Features tab.

2. Use the toggles to enable or disable features.

3. Click Save when you are finished making changes.

El Note: If Manage Users is assigned to a user, they can change their
own rights. Be sure to limit which users have this feature.

Administration (Basic): Users Overview
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Part 5 of 5: Establishing Rights to Access Accounts

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.

A. Murphy

User Policy @

Transactions  Features

Accounts

(o

~——
ACCOUNTS ®
Number Name View Deposit Withdraw Labels
Business Checking (%) v v
Business Checking Vv @ i 'e
Commercial Checking v v V4

1. Click the Accounts tab.

2. Edit a user's ability to view, deposit or withdraw in a specific account.

» / Userrightis active.
« @ User right is disabled.

o 7; User right is locked and cannot be edited.

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

Administration (Basic): Users Overview
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Administration (Basic)

Editing an Existing User’s Rights

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 or their

approval limits need to be adjusted.

User Management

X Search Users

User Primary E-mail Address

A Murphy

Last login

User Details

status
Active
Edit status

PERSONAL DETAILS
First Name Last Name

A Murphy

Phone

(3133228757

USER LOGINS

Login Name Channel

amurphy! Internet

Status

Normal

Primary E-mail Address
Phone Country

United States

Last Logon Actions

Y

8412021

John Doe

User Policy @
Transactions ~ Features  Accounts

Transaction Filter:

Filter: Enabled  Disabled

In the Administration tab, click User Management.

QO
Find the user you want to edit and click the £ icon.

Click the Assign Rights button.

Make the necessary changes to the existing user.

Click the Save button when you are finished making changes.

1.
2.
3.
4,
[ g Note: For more details on editing user rights visit page 17.

Administration (Basic): Editing an Existing User’s Rights
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Administration (Basic)

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.

User Management
\ Search Users

User Email Address Role Status Last login

A Murphy Company Admin Active an hour ago

Treasury Services Company Admin Active 2years ago Va

User Details

Status.
Actve
Edit Status

PERSONAL DETAILS
First Name Last Name Primary E-mail Address

A Mrphy Phone Country
u

Phone

@1a22:8757

USER LOGINS

Login Name Channel Statws Last Logon Actions.

amurphy! Internet Normal 802
cancel ;

X

Delete User

Are you sure you want to delete this user?

e )

In the Administration tab, click User Management.

1. Find the user you want to remove and click the & icon.
2. Click the Delete button.

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

Administration (Basic): Deleting a User
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Administration (Advanced)
Editing Company Limits

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

Part 1 of 7: Choosing a Transaction to Edit in Company Limits

View a list of all transaction types including their approval limits and allowed
actions. Here, users with Manage Company Limits rights can choose a type of
transaction to edit at the Company Limit level.

Murphy&Co Bell Advanced Inc

Company Policy

Transactions ~ Features  Accounts  User Roles

r -
Transaction Filter:
Filter: Enabled  Disabled v
N~
/
ACH Disbursement ACH Disbursement
Can view all transactions $5
Can Draft/Approve/Cancel Rights  Allowed Actions
ACH Collection [Approval Limits
an view all transactions $5
/Approve/Cancef Maximum Amount Maximum Count

ACH NACHA Upload Per Transaction
Can view all transactions $5
Can Draft/Approve/Cancel

Daily Per Account

Domestic Wire

Can view all transactions s7 | |paily
Can Draft/Approve/Cancel
Monthly
Funds Transfer
Canview all transactions ~ $1,000B
Can Draft/Approve/Cancel j

In the Administration tab, click Company Limits.
1. Use the filters links and drop-down to filter transactions.

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

Administration (Advanced): Editing Company Limits
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Part 2 of 7: Approval Limits

You can review the Approval Limits within the Company Limits. These limits are
read-only at the Company Limits level, but can be adjusted within User Roles to fit
a user’s specific responsibilities.

Murphy&Co Bell Advanced Inc

Company Policy @
Transactions ~ Features  Accounts  User Roles

Transaction Filter:

Filter: E\lj Enabled Disabled

ACH Disbursement ACH Disbursement
Con Drafuhppr

Rights  Allowed Actions

4 )

ACH Collection Approval Limits
Can view sctions

Maximum Amount Maximum Count

ACH NACHA Upload Per Transaction
c I transaction:

$5
ove/Cancel
Daily Per Account _a

$7 Daily

Monthly
Funds Transfer
nsact $1,0008 \ /

Canviewall tr
Can Draft/Approve/Cancel

1. 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
Eg,_l month. The Maximum Count is the number of transactions they can

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

Administration (Advanced): Editing Company Limits
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Part 3 of 7: Allowed Actions

Rights [ Allowed Actions ‘.

POLICY TESTER v

Add Allowed Action ’

Filter by

Al v |Q searchall

Allows ACH Collection transaction for any amount

1. Click the Allowed Actions tab.

2. Click the Add Allowed Action button to add a new allowed action or the :
icon to edit an existing allowed action.

Part 4 of 7: Amount

Decide on the maximum amount of drafted funds.

Amount
0 @® Any allowable amount
Specific Amount

1. Enter the maximum draft amount or select “Any allowable amount” for an
unlimited amount.

Administration (Advanced): Editing Company Limits
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Part 5 of 7: Approvals

Next, you can decide on the number of authorized approvals needed for that
specific transaction type.

Amount

@® Any allowable amount

Specific Amount

Approvals

@ -

\.

1. Use the drop-down to select how many approvals the specific transaction
type requires.

Part 6 of 7: Choosing the Subsidiaries

Different transaction types have the ability to exclude certain subsidiaries.

Amount

(® Any allowable amount

Specific Amount

Approvals

1 Y

(Subsidiaries
c_\ ® Any allowed subsidiaries (1) select specific subsidiaries

4 Select Subsidiary(s) A
showing: [ selected
Subsidiaries:
selectall | Cleara
TestMurphy .o 2
0 subsidiaries selected -

1. Click the “Select specific subsidiaries” link to select specific subsidiaries or
select “Any allowed subsidiaries” to allow all subsidiaries.

Administration (Advanced): Editing Company Limits



28

Part 7 of 7: Choosing the Accounts

If you have Manage Company Limits rights, you can decide which accounts are
used for a specific transaction.

Amount

®) Any allowable amount

Specific Amount

Approvals

1 v

Subsidiaries

® Any allowed subsidiaries (1) Select specific subsidiaries

/ Accounts

“— ®) Any allowed account (10)  Select specific account(s)

-

. G

Select Account(s)

Showing: Selected

Accounts:

Select all | Clear all

NON-PROFIT CKG
XHHHHKG366

Oaccountsselected Cancel

1. Click the “Select specific account(s)” link to select specific accounts or select
“Any allowed account” to allow all accounts.

2. Click the Submit button.

Administration (Advanced): Editing Company Limits
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Company Policy Tester

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

POLICY TESTER @-@

Filter by

Al v |Q searchall Add Allowed Action

Allows ACH Collection transaction for any amount

In the Administration tab, click Company Limits.
1. Click the Allowed Actions tab.

2. C(Clickthe ~~ icon toexpand the policy tester.

Administration (Advanced): Editing Company Limits
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POLICY TESTER

—
Operation Account

Draft A A

AN
—~
N—
Auth code provided Template used @

&

@ This transaction will be allowed.

p
|

@

Bank Company

Allowed Allowed

| @ Allows ACH Collection transaction for any amount

N

T\

| A This transaction will be denied by the Bank policy.

@ @

Bank Company

Denied Allowed

| @ Allows ACH Collection transaction for any amount

- J

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

4. C(lick the Test button. You can then see whether the user can perform the
transaction.

Administration (Advanced): Editing Company Limits
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Viewing Rights to Access Features

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

Murphy&Co Bell Advanced Inc

Company Policy

Transactions Accounts  User Roles

FEATURES ®
':} Search ?
GGHTS \
A J

In the Administration tab, click Company Limits.

1. Click the Features tab.

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

Administration (Advanced): Editing Company Limits
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Establishing Rights to Access Accounts

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

Test Murphy & Co 2
Company Policy @ 1
Transactions  Features @ User Roles
ACCOUNTS ®
¢ Edit Labels
Number Name View Deposit
XXXXXX5366 NON-PROFIT CKG v N

Save

1 of 1 selected accounts shown

Withdraw Labels

v v

In the Administration tab, click Company Limits.

1. Click the Accounts tab.

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

Administration (Advanced): Editing Company Limits
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Creating and Editing Account Labels

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.

Test Murphy & Co 2 %a

Company Policy @

Transactions  Features  Accounts ) User Roles
S—

ACCOUNTS ®

) 1 of 1 selected accounts shown
¢ EditLabels )—g]

Number Name View Deposit Withdraw Labels

XXXXXX5366 NON-PROFIT CKG VA v v @—e

Add/Remove Labels

1 account selected

)0

| ©) Labels updated.

Select all

V| test2 (New)

(——)

In the Administration tab, click Company Limits.

1. 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.

LA

(Optional) Check the box next to an existing label to add it to the account and
click the Update button.

6. Click the Save button.

Administration (Advanced): Editing Company Limits



34

Administration (Advanced)

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 beneficiaries, users, subsidiaries and templates.

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

Administration (Advanced): Users Overview
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User Management Overview

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

. Spiid‘ Users

(User® Email Address Role Status. Last login

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

o

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

C. Click the M icon next to the Users column to sort users in alphabetical or
reverse alphabetical order, by email address, role, status or last login.

Administration (Advanced): Users Overview
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Adding a New User

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 Ve

Treasury Services Company Admin Active 2years ago Ve

New User Details

PERSONAL DETAILS

Cst Name Last Name Email Address )
one Country Phone
v

LOGIN DETAILS

Username )Cswnrd Confirm Password
/ﬁer Role
\Unasslgned v

Discard New User Details  ([SSVENEEE IS .

\_/
o

e 9 ¢

In the Administration tab, click User Management.

1.
2.
3.

4.

6.
7.

Click the Add User button in the top right corner.
Enter the user’s first name, last name and email address.

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

Create a unique login ID for the new user.

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

Select the appropriate user role using the drop-down.

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

Administration (Advanced): Users Overview
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Editing a User
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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
A, Search Users
User ~ Email Address
A.Murphy

Treasury Services

Role Status

Company Admin Active

Company Admin Active

Lastlogin

2years ago Va

User Details

Status

e— Edit Status

PERSONAL DETAILS

First Name Last Name
Marketing Treasury Tester

Phone Country Phone

United States. 0-

USER ROLE

Manage User Roles

ﬁunem Role

e_ Company Admin

\

Email Address

marketing@example.com

In the Administration tab, click User Management.

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

2. Activate or deactivate a user by clicking “Edit Status” link.

3. Select a different user role using the “Current Role” drop-down. Click the
Update Role button when you are finished making changes.

Administration (Advanced): Editing a User
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Administration (Advanced)

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. It does not erase the data from any existing payments.

User Management
\ Search Users
User ~ Email Address Role Status Last login
A. Murphy Company Admin Active an hour ago
Treasury Services Company Admin Active 2years ago Va
User Details
sas
A
et sats
PERSONAL DETAILS
FiseName LastName el Address
WarketiogTreasiry Tester R ——
Phone country Phone
Unieasates -
USER ROLE Manage User Roles
Current vole
Company Admin
USER LOGINS
Login Name Channel Status Last Logon s
Tsteter Normat wnsau
a
X
Delete User

Are you sure you want to delete this user?

©

In the Administration tab, click User Management.

1. Find the user you want to remove and click the & icon.
2. Click the Delete button.

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

Administration (Advanced): Deleting a User
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Administration (Advanced)

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 ®

[‘Q Search )—0

USER ROLES

(Name N Description Users ~ )_G
Admin None G—@ y @ Tﬁ‘

In the Administration tab, click User Roles.

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

B. Click the M icon next to the appropriate column to sort user roles by name,
description 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.

Administration (Advanced): User Roles Overview
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Administration (Advanced)

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 @

Q search

USER ROLES

Name v Description Users ~
Admin None 1 10 5 €%, ]

User Roles > Admin

User Role Policy @

New User Role

" ) )

In the Administration 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.

Enter a role name if you are making a new role or copying a role.
Click the Ok button.

Administration(Advanced):Creating,EditingorCopyingaUserRole
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Part 1 of 9: Choosing a Transaction to Edit in User Roles

View a list of all transaction types including their approval limits and allowed
actions. Here, users with Manage User Roles rights can choose a type of

transaction to edit at the User Role level.

O

User Roles > Test

User Role Policy ®

Transactions  Features

User Role ¢

Accounts

e

Filter: PN} Enabled Disabled

Transaction Filter:

>

ACH Disbursement
Can view all transactions $5
Can Draft/Approve/Cancel

STOP PAYMENT

Rights  Allowed Actions

ACH Collection
Can view all transactions $5
Can Draft/Approve/Cancel

ACH NACHA Upload
Can view all transactions $5
Can Draft/Approve/Cancel

[Approval Limits

Domestic Wire
Can view all transactions $7
Can Draft/Approve/Cancel

Daily Per Account

Daily

Funds Transfer
Can view all transactions ~ $1,000B
Can Draft/Approve/Cancel

Monthly

N
Enabled @I
v view Al NV

Maximum Count

999999999

999999999

999999999

1. Use the filters links and drop-down to filter transactions.

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

Administration(Advanced):Creating, EditingorCopyingaUserRole
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Part 2 of 9: Establishing Transaction Type Rights

You can start assigning or editing a user’s rights, to help you decide which
responsibilities and limitations a user should have regarding certain transactions.
Here, you can change a user's approval limits and decide which transaction types
they can view, draft, approve or cancel.

User Roles > Test User Role ¢

User Role Policy @
Transactions ~ Features  Accounts
Transaction Filter:

Filter: Enabled  Disabled

ACH Disbursement STOP PAYMENT Enabled  @NE)
Canv s
CanD

Rights  Allowed Actions

ACH Collection
c $5 v View | Al

c

ACH NACHA Upload Approval Limits
c ltransactions $5
Maximum Count

Daily Per Account 999999999
$7
Daily 999999999
fu nds Transfer Monthly 999999999

$1,0008

1. Use the drop-down to change which transaction activity a user can view.
* All- Can view all transactions
* Own- Can view own transactions
* Acct- Can view transactions to or from entitled accounts
* Role- Can view transaction by others in this role

* No- Cannot view any transactions

Administration(Advanced):Creating,EditingorCopyingaUserRole
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Part 3 of 9: Approval Limits

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 > Test User Role & @'9

User Role Policy @

Transactions ~ Features  Accounts

Transaction Filter:

Filter: PN} Enabled Disabled

ACH Disbursement STOP PAYMENT Enabled  @IE)
i $5
" Rights  Allowed Actions
$5 7 View Al "/
ACH NACHA Upload Approval Limits
Can view all transaction $5
C Maximum Count

Daily Per Account 999999999
Domestic Wire
Canview altransactior 7 _a

/ApprovelCance X

Daily 999999999
Funds Transfer
Cnviewallvansactns. ‘10008 | MOnthIY 999999999
Can Draft/Approve/Cancel )

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

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

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

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

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

Administration(Advanced):Creating, EditingorCopyingaUserRole



44

Part 4 of 9: Disabling a Transaction Type

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 > Test User Role ¢

User Role Policy @
Transactions ~ Features  Accounts

Transaction Filter:

Filter: EMl Enabled Disabled

ACH Disbursement STOP PAYMENT
Can view ons. $5

Rights  Allowed Actions

ACH Collection
ons $5

Approval Limits

$5

Daily Per Account
$7
Daily

$1,0008 Monthly

@

4

1

2
<

v view Al

Maximum Count

999999999

999999999

999999999

1. Toggle the switch to “Disabled” for that specific transaction.

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

Administration(Advanced):Creating,EditingorCopyingaUserRole
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Part 5 of 9: Allowed Actions

Next, you can decide on the number of authorized approvals needed for that
specific transaction type.

STOP PAYMENT Enabled n
N—
POLICY TESTER N\
Filter by
All N/ Q Search all ‘ Add Allowed Action '
Allows Stop Payment transaction @_

1. Click the Allowed Actions tab.

2. C(lick the Add Allowed Action button to add a new allowed action or the :
icon to edit an existing allowed action.

Administration(Advanced):Creating, EditingorCopyingaUserRole
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Part 6 of 9: Enabling Operation Rights

You can select the allowed operations a user can perform when handling a
transaction, such as drafting, approving or canceling rights.

Operations
V| Draft | Approve V| Cancel

Amount

@ Any allowable amount

Specific Amount

Subsidiaries

® Any allowed subsidiaries (1) Select specific subsidiaries

Accounts

@ Anyallowed account (8)  Select specific account(s)

cance m

1. Check or uncheck boxes 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.

Administration(Advanced):Creating,EditingorCopyingaUserRole
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Part 7 of 9: Choosing the Maximum Draft Amount

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.

‘Amount

® Any allowable amount

Specific Amount

1. Enter the maximum draft amount or select “Any allowable amount” for an
unlimited amount.

Part 8 of 9: Selecting Subsidiaries

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

Operations
| Draft /| Approve V| Cancel
Amount
®) Any allowable amount
Specific Amount
Subsidiaries
®) Any allowed subsidiaries (1) Select specific subsidiaries
Select Subsidiary(s)
showing; selected
Subsidiaries:
Select all | Clear al
Test Murphy &Co 2

1. Click the “Select specific subsidiaries” link to select specific subsidiaries or
select “Any allowed subsidiaries” to allow all subsidiaries.

Administration(Advanced):Creating, EditingorCopyingaUserRole
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Part 9 of 9: Enabling Allowed Accounts

The Accounts tab lets you decide which users have access to perform specific
tasks within an account, including viewing the account and transaction history
and making deposits or withdrawals.

Operations
V| Draft V| Approve V| Cancel
Amount
) Any allowable amount
Specific Amount
Subsidiaries
®) Any allowed subsidiaries (1) Select specific subsidiaries

Accounts

@ Anyallowed account (8)  Select specific account(s)

@

Select Account(s)

Showing: Selected
Accounts:
Select all | Clear al

NON-PROFIT CKG
XHKHKHKE366

0accounts selected Cancel Submit

1. Click the “Select specific account(s)” link to select specific accounts or select
“Any allowed account” to allow all accounts.

2. Click the Submit button.

Administration(Advanced):Creating,EditingorCopyingaUserRole
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User Role Policy Tester

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 ®

Q search

USER ROLES

Name v Description Users ~

Admin None 1 h

Rights( Allowed Actions )_e’

POLICY TESTER

In the Payments & Transfers tab, click User Roles.

O
1. Clickthe £ icon next to an existing user role, or click the Create Role
button and follow the steps on page 41 to create a new user role.

2. Click the Allowed Actions tab.
3. Clickthe ~~ icon toexpand the policy tester.

Administration(Advanced):Creating, EditingorCopyingaUserRole
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POLICY TESTER /N
L —
e_ Operation Amount Account
Draft N $ 0 Y
Subsidiary
N
= |
Auth code provided Template used @9

Ve
| @ This transaction will be allowed.

© © ©

Bank Company User Role
Allowed Allowed Allowed

@ Allows ACH Collection transaction for any amount

TA This transaction will be denied by the Bank policy.

%] © ©

Bank Company User Role
Denied Allowed Allowed

@ Allows ACH Collection transaction for any amount

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

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

Administration(Advanced):Creating,EditingorCopyingaUserRole
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Deleting Allowed Actions

You may need to delete a list of allowed actions within a specific transaction type.

User Roles ®

‘:3\ Search
USER ROLES
Name v Description Users ~

Admin None 1 |_1__|'| i

User Roles > Murphy & Company ¢ PR

User Role Policy @
Transactions ~ Features  Accounts

Transaction Filter:

Filter: Enabled  Disabled v
~
(ACH Collection ACH COLLECTION Enabled @I
Can view all transactions $5

Can Draft/Approve/Cancel
P Rights ( Allowed Actions 3

ACH Disbursement
Can view all transactions
Can Draft/Approve/Cancel

e_ Filter by
ACH NACHA Upload Al Vv |Q searchall Add Allowed Action
Can vies ns $5
Allows ACH Collection transaction for any amount @__e

$5 POLICY TESTER v

Domestic Wire
Can vie
Can Draft/Approve/Cancel

In the Administration 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 : icon to delete the transaction’s specific allowed actions.

Administration(Advanced):Creating, EditingorCopyingaUserRole
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Establishing Rights to Access Features

When assigning user rights, the Features tab lets you control who can edit
templates or manage users, subsidiaries or beneficiaries. Depending on their
User Policy or job duties, some users may have different responsibilities than
others.

User Roles ®

Q search

USER ROLES

Name v Description Users ~

Admin None 1 h
User Roles alest User Role & 4

User Role Policy @

Features

FEATURES ®

Transactions Accounts

Q search

RIGHTS

Access to all payment templates

€ Access Incoming/Outgoing Wire Alerts.

€ Allow one-time recipients € Canview all recipients

[x

In the Administration tab, click User Roles.

O
1. Clickthe £ icon next to an existing user role, or click the Create Role
button and follow the steps on page 41 to create a new user role.

Click the Features tab.

N

Use the toggles to enable and disable features.

Click Save when you are finished making changes.

Note: If the Manage Users right is assigned to a user, they can
change their own rights. Be sure to limit which users have this
feature.

M AW
Il

Administration(Advanced):Creating,EditingorCopyingaUserRole
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Establishing Rights to Access Accounts

The Accounts tab lets you decide which users have access to perform specific
tasks within an account, including viewing the account and transaction history
and making deposits or withdrawals.

User Roles ®

Q_ search

USER ROLES
Name v Description Users ~
Admin None 1 i

User Roles > Admin &
User Role Policy @
Transactions Features 2

ACCOUNTS @

Number Name View Deposit Withdraw Labels

XXXXXX5366 NON-PROFIT CKG G (%) D—e

In the Administration tab, click User Roles.

O
1. Clickthe £ icon next to an existing user role, or click the Create Role
button and follow the steps on page 41 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.
* ./ Userrightis active.

* @ User rightis disabled.

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

Administration(Advanced):Creating, EditingorCopyingaUserRole
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Administration (Advanced)

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 ®

‘11 Search

USER ROLES

Create Role

Name v Description Users ~

15
Admin None 1 g

O,

Delete User Role

Are you sure you want to delete this user role?

[~

In the Administration tab, click User Roles.

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

2. Click the Delete button to confirm.

Administration (Advanced): Deleting a User Role
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Beneficiaries

Beneficiaries Overview

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

o

New beneficiary X Search

{—(Name Email Address() Number of Accounts D) Actions

Jane Doe 1

John Doe 1

Edit

Delete

Payment History

In the Payments & Transfers tab, click Manage Beneficiaries.

A.

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

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

Click the : icon to make edits to or delete a specific beneficiary or view
payment history.

Beneficiaries: Beneficiaries Overview



56

ACH Only- Part 1 of 2: Adding a Beneficiary

If you are assigned the Manage Beneficiary right, you need to set up your
beneficiaries before you can send payments. In order to add a beneficiary, you
need their contact and account information.

VS
1 ‘ New beneficiary \ search

isplay Name * Email Address

 Add account_)—{4 N

Accounts (1)

Account Payment Type Finanial Institution (Fl) Routing Number

Account - New ACH and Wire N/A Edit

ayment Type N Remove

ACH Only

VJ
ccount Type * (ccount *
v

Select Account Type Ex. 129398123

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

In the Payments & Transfers tab, click Manage Beneficiaries.
1. Click the New beneficiary button.
2. Enter a display name and the beneficiary’'s email address.

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

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

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

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

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

9. Enter the beneficiary's ACH routing number.

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

11. Click the button when you are finished.
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ACH Only- Part 2 of 2: Beneficiary Account Detail

You

need to provide a new beneficiary'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 beneficiary.

Beneficiary Details

Wire beneficiary Name * & CH beneficiary Name * & ACHID @

ountry ddress 1 * Address 2
United States 4

¢

tate * zip*
Select State v

Templates (0)

Cancel Save beneficiary ' 6

o v A~ W N =

Enter the ACH name and ID.

Use the drop-down to select the beneficiary’s country.

Enter the beneficiary's street address.

Enter the beneficiary's city.

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

Click the Save Beneficiary button.
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ACH & Wire- Part 1 of 4: Adding a Beneficiary

If you are assigned the Manage Beneficiary right, you need to set up your

beneficiaries before you can send payments. In order to add a beneficiary, you

need their contact and account information.

) S
1 ‘ New beneficiary

% Search

E Cisplay Name *

Email Address

example@example.com

Accounts (1)

Account

Account - New

Payment Type Financial Institution ()

ACH and Wire

Payment Type

ACH and Wire

Beneficiary Type
v

Routing Number

N/A

ccount Type *

Select Account Type

ccount *

v Ex. 129398123

inancial Institution (Fl)

Refined Sear (CH Routing Number *
X Search by name or routing #

)0
)0

In the Payments & Transfers tab, click Manage Beneficiaries.

1. Click the New Beneficiary button.

2. Enter adisplay name and the beneficiary’s email address.

Edit

Remave

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.

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

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

(Optional) Enter the financial institution (FI).

4

5

6

7. Enter the beneficiary’s account number.

8

9. Enter the beneficiary’s ACH routing number.
1

0. Click the : icon to edit or remove a beneficiary’s account information.
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ACH & Wire- Part 2 of 4: Beneficiary Fl Detail

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.

9o

Beneficiary FI
Name * ) Country * CABA Number * ]
Address 1 * Address 2 City * )
State * Postal Code *

Select State WV

W N o=

Enter the beneficiary FI's name.

Enter the FI ABA number.

Enter its street address and city.

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

Note: Incorrect beneficiary details are the main reason wire
transfers are rejected. Be sure all information is correct before

proceeding.
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ACH & Wire- Part 3 of 4: Intermediary Fl Detail

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.

XX,

‘Came \ Country (ﬁre Routing Number

Cdress 1 Address 2 City
tate Postal Code
Select State Nt

Intermediary Fl

J \

@e L

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

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

Click the button.
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ACH & Wire- Part 4 of 4: Beneficiary Account Detail

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

X

Cire beneficiary Name * & ) CH beneficiary Name * & ACHID ®

Beneficiary Details

ountry Address 1 * Address 2
United States 4

ity * State * JP*
Select State v

Templates (0)

.

Cancel Save beneficiary ’ -@

Enter the wire name.
Enter the ACH name and ACH ID.

Select the beneficiary’s country using the drop-down, then enter their street
address.

4. Enter the city and select the beneficiary's state using the drop-down.
Enter the zip code.

6. Click the Save Beneficiary button.
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Wires Only (Domestic) - Part 1 of 4: Adding a Beneficiary

If you are assigned the Manage Beneficiary right, you need to set up your
beneficiaries before you can send payments. In order to add a beneficiary, you
need their contact and account information.

VS
1 ‘ New beneficiary \ search

isplay Name * Email Address

Accounts (1)

Account Payment Type Finandial Institution (Fl) Routing Number
Account - New ACH and Wire N/A Edit
ayment Type Beneficiary Type Ramove
Wire Only ~ J\| Domestic v
count mandial Institution (F)) __ Refined Seard
Ex. 129398123 \ Search by name or routing .

In the Payments & Transfers tab, click Manage Beneficiaries.

1. Click the New Beneficiary button.
2. Enter the beneficiary’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.
Select a payment type using the “Payment Type” drop-down.
Select Domestic from the “Beneficiary Type” drop-down.
Enter the beneficiary’s account number.

(Optional) Enter the financial institution (FI).

W ® N o U &

Click the : icon to edit or remove a beneficiary's account information.
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Wires Only (Domestic)- Part 2 of 4: Beneficiary Fl Detail

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.

@99

Beneficiary FI
Name * ) Country * CABA Number * ]
Address 1+ Address 2 City * )
State * Postal Code *

Select State V4

> w N =

Enter the beneficiary FI's name.

Enter the FI ABA number.

Enter its street address and city.

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

Note: Incorrect beneficiary details are the main reason wire
transfers are rejected. Be sure all information is correct before

proceeding.
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Wires Only (Domestic)- Part 3 of 4: Intermediary Fl Detail

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 ﬂvire Routing Number
Ci

‘C‘ldress 1 Address 2
tate Postal Code
Select State v

ity

X
@_euu

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 [ button.
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Wires Only (Domestic)- Part 4 of 4: Beneficiary Account Detail

You need to provide a new beneficiary’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 beneficiary.

Beneficiary Details

‘Cre beneficiary Name * &

)CH beneficiary Name * &

ACHID &

Address 1 *

Address 2

ountry
9— United States v

ity * State *
Select State

JC

Templates (0)

W)

Cancel Save beneficiary ' _6

1. Enter the wire name.

Enter the ACH name and ACH ID.

3. Select the beneficiary’s country using the drop-down, then enter their street

address.

4. Enter the city and select the beneficiary's state using the drop-down.

Enter the zip code.

6. Click the Save Beneficiary button.
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Wires Only (International)- Part 1 of 4: Adding a Beneficiary

If you are assigned the Manage Beneficiary right, you need to set up your
beneficiaries before you can send payments. In order to add a beneficiary, you
need their contact and account information.

Recipients
@ =
Name Email Address ~ Number of Accounts Actions
test test2@email.com 1
isplay Name * Email Address
9— example@example.com (
Accounts (1)
Account Payment Type Finandial Institution (Fl) Routing Number

Account - New ACH and Wire @ NA
Payment Type eneficiary Type \ (fAternational Account Type
Wire Only v International \/J MBAN

Payment Type Beneficiary Type Mternational Account Type ™\

Wire Only N International N Q SWIFT/BIC v

Account *

Ex. 129398123

In the Payments & Transfers tab, click Manage Beneficiaries.
1. Click the New Beneficiary button.
2. Enter the beneficiary'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.

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

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

6. Select International from the “Beneficiary Type” drop-down.

7. Select the beneficiary's account type using the “International Account Type”
drop-down.

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

Click the : icon to edit or remove a beneficiary's account information.
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Wires Only (International)- Part 2 of 4: Beneficiary Fl Detail

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.

IBAN

Beneficiary FlI a

ame * ‘Country * IBAN *
o sl I
Cdress U Address 2* Address 3

SWIFT/BIC
Beneficiary FI
Name * Country * IFT/BIC *
Select Country v C
Address 1* Address2* Address 3

IBAN and SWIFT/BIC

Beneficiary Fl

Name * Country * BAN *

(WIFTIBIC' )

Address 3

Select Country

® & 60

Address 2 *

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

Depending on your international account type selection, enter either the
beneficiary'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.
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Wires Only (International)- Part 3 of 4: Intermediary Fl Detail

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 NV

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.
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Wires Only (International)- Part 4 of 4: Beneficiary Account Detail

You need to provide a new beneficiary’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 beneficiary.

Beneficiary Details

‘Cre beneficiary Name * & )CH beneficiary Name * & ACHID ®
ountry Address 1 * Address 2
United States % k

ity * State * ZIP *
e- Select State v

e

Templates (0)
Cancel Save beneficiary ' 7

1. Enter the wire name.
2. Enter the ACH name and ACH ID.
3. Select the beneficiary's country using the drop-down.
4. Enter the beneficiary's street address.
5. Enter the city and select the beneficiary's state using the drop-down.
6. Enter the zip code.
7. Click the Save Beneficiary button.
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Beneficiaries

Editing a Beneficiary

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

New beneficiary

Name Email Address Number of Accounts Actions

Jane Doe

Payment History

John Doe

Edit Jane Doe
Display Name * Email Address
Send email notifications for template
Jane Doe payments
+Add account ~
Accounts (1) feeen
Account Payment Type Finandial Institution (Fl) Routing Number
I Checking - *6789 ACH Only 091310521 ®_ o
Remave
Geneﬁciary Details \
Wire beneficiary Name & ACH beneficiary Name * & ACHID © 2
Jane Doe
e_ Country Address 1 Address 2
United States v
city State 2P
\_ Select State v ),
O (- D)
Cancel

In the Payments & Transfers tab, click Manage Beneficiaries.

1.
2.
3.
4

Find the beneficiary you want to edit and click the : icon.
Click the : icon to edit or remove a beneficiary's account information.

Edit the beneficiary’s details.

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

Beneficiaries: Editing a Beneficiary



Editing a Beneficiary’s Templates

When you make changes to an existing beneficiary, you can view and edit which
templates the beneficiary is assigned to. While viewing their templates, you can
change their accounts or edit specific templates.

Templates (2)

Template Payment Type Amount Account

Test Template ACH Collection $0.00 Checking - *6789 _9

@ — =
©

1. Review the list of templates the beneficiary is added to and the amount the
beneficiary receives from each payment.

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

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

['?—_l Note: For additional information about editing a beneficiary’s
assigned templates, go to page 73.
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72

Beneficiaries

Deleting a Beneficiary

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

New beneficiary A Search

Name Email Address Number of Accounts Actions

Jane Doe 1

John Doe 1

0

Delete beneficiary

Are you sure you want to delete this beneficiary?

Sy

In the Payments & Transfers tab, click Manage Beneficiaries.
1. Clickthe : icon and select “Delete” to remove a beneficiary.

2. C(lick the Delete Beneficiary button to permanently delete a beneficiary.
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ACH & Wire Payments

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

New Payment A Search )

-} Create Template

Templates
1Result (Filters: CAIl) ACH Payment Q

(Name Type Recipients Last Paid Date Last Paid Amount ) Actions

q—@ Test ACH Disbursements 1 $5,021.76 9/12/2016

In the Payments & Transfers tab, click ACH & Wire Payments.

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

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

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

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

ACH & Wire Payments: Payment Template Overview
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ACH & Wire Payments

Creating a Template

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

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

* Vendors or suppliers
e (Collections from customers

* Payroll

ACH & Wire Payments: Creating a Template
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ACH Disbursements

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

emplate Name emplate Access Rights
1 of 1 user roles selected

Payments

New Payment \ Search
‘| - Create Template
Templates

ACH Disbursements(©ranze vee )—) 3

Template Properties

In the Payments & Transfers tab, click ACH & Wire Payments.

1.

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

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

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

Enter the template name.

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

ACH & Wire Payments: Creating a Template



Origination Details ?
C Code & Company Entry Description 0 Company
—Select a SEC Code— v Max 10 characters E’I‘:‘:f;’gm Bell Advanced Inc
ccount
\ Search by name or number
Beneficiaries (1) Filters: Pre-rm{ X Find beneficiaries in payment ) @_b

@— - Add multiple beneficianys

Beneficiary/Account Amount

@ This payment is valid. @_@
Jane Doe $0.00
Checking 123456789 :
Notify beneficiary 16

Addendum )

MEP—( Add another beneficiary

$0.00 Cancel
1 payments (1 for $0.00)

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

Select an account.

o 9 ® N o

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

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

12. (Optional) Click the } icon to expand or collapse selected beneficiaries.
13. Select a beneficiary.

14. Enter an amount.

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

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

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

19. Click the Save button.
ACH & Wire Payments: Creating a Template
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ACH Collection

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

Payments

New Payment A Search

Templates

1 -} Create Template

o

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

ACH Collection @)@ 3

Template Properties

(64
O

EC Code © ‘ompany Entry Description To Company
-—Select a SEC Code-— v Max 10 characters n?:f’;y{ii‘co Bell prvanceding
ccount
A Search by name or number

Origination Details

In the Payments & Transfers tab, click ACH & Wire Payments.

1.

© ©® N o U A

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

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

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

Enter the template name.

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

Enter a Company Entry Description.

Select the To Company account.

Select an account.
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Beneficiaries (1) riters: (@) Pre-@{ L Find beneficiaries in collection ) @—b
@— + Add multiple beneficiaries

Beneficiary/Account Amount

© This payment is valid.
Jane Doe $0.00
Checking 123456789 :

ddendum

(- Add another beneficiary)—i e}

$0.00 Cancel é
1 c i (1 for $0.00)

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

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

12. (Optional) Click the : icon to expand or collapse selected beneficiaries.
13. Select a beneficiary.

14. Enter an amount.

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

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

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

19. Click the Save button.
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Domestic Wire

You
dom

can create a template for a wire depending on your user rights. Send a
estic wire to any beneficiary in your country. Create a template to help

reduce mistakes and keep payments consistent.

implate Name

Payments
1
Templates

Domestic Wire
Template Properties
) Template Access Rights
G |

Origination Details

From Compan)

/| Use same company for all wires

Account
(/] Use same Account for all wires

Murphy&Co Bell Advanced Inc

)( Search by name o number AD—@

Wires (1)

9— + Add multiple beneficiar)ks

@{\ Find benefcirie in payment

In the Payments & Transfers tab, click ACH & Wire Payments.

1.

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

2. (Optional) If you need to change your payment type, click the “Change Type”
link.
Enter the template name.
Select the users that have access to the template by clicking the link.

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

6. Select the From Company.

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

8. Select an account.

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

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

11. (Optional) Click the : icon to expand or collapse selected beneficiaries.
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12.
13.
14.
15.
16.

17.

18.
19.
20.
21.
22.

/\ This payment is incomplete
eneficiary/Account mount
Jane Doe $0.00
Checking 12345678 )
Notify Show Details 15
beneficiary

From Company (ccount
Murphy&Co Bell Advanced Inc . Searéh by e oF rilirber
..... 6789

OPTIONAL WIRE INFORMATION ~

-Cessage to Beneficiary @ )
{escription ® )

+ Add another wire

$0.00

1 wires

Cancel

Select or create a beneficiary from the drop-down.

Enter an amount.

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

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

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

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

You can create a template for a wire depending on your user rights. Send an
international wire to a beneficiary across the world. Create a template to help
reduce mistakes and keep payments consistent.

Payments
1
Templates

International Wire

Template Properties

[emplate Name Template Access Rights
e— 1 of 1 user roles selected )R
Origination Details

From Company Account Currency

-(~/ Use same company for all wires) (¢ Use same Account for all wires G/ Use same Currency for all wires,
G__( Murphy&Co Bell Advanced Inc ) ( e —— A q: \ Search &D—P
w780

In the Payments & Transfers tab, click ACH & Wire Payments.

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

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

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

U

5. (Optional) Check the box if you would like to use the same “From Company.’
for all wires.

6. Select the From Company.

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

8. Select an account.

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

10. Select a currency type.
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Wires (1) @_( Find beneficiaries in payment ) @_@
0 - Add multiple beneficiaricy

This payment is incomplete @ @_m

V nt Trency ount
John Doe \ Search $0.00
SWIFT/BIC 123456789 123456789
Notify Show Details }—fFe
beneficiary

™ Company Tount
\ Search by name or number

Murphy&Co Bell Advanced Inc
11. (Optional) Click the “+Add multiple beneficiaries” link to add several
beneficiaries at once.

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

13. (Optional) Click the } icon to expand or collapse selected beneficiaries.
14. Select or create a beneficiary from the drop-down.

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

17. (Optional) Click the } icon to copy or remove on a specific beneficiary.

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

19. (Optional) If your wires are not coming from the same company, select a
From Company.

20. (Optional) If your wires are not coming from the same account, select an
account.
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22.
23.
24.
25.

83

)

24 3 CGCEED

Cancel

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

ACH & Wire Payments: Creating a Template
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ACH & Wire Payments
Sending a Single Payment

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

ACH Disbursements

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

Payments

1 New Payment A Search

Templates

ACH Disbursements 2

- Create Template

In the Payments & Transfers tab, click ACH & Wire Payments.

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

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

3. (Optional) If you would like to upload beneficiaries and amounts from a file,
click the “Upload From File” link. For more information about this option, go
to page 96.

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

ACH & Wire Payments: Sending a Single Payment
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9.
10.
11.

12.
13.
14.
15.

85

Origination Details

o

EC Code @
---Select a SEC Code-—-

‘ompany Entry Description fom Company
v Max 10 characters Lvlijr?;y:g(ca Bell Advanced Inc

ccount
\ Search by name or number

Recurrence

#) e

09/30/2021

ective Date

Beneficiaries (1)

& Add multiple beneficiaries

Beneficiary/Account

@ This payment is valid.

Filters: Pre—'@-( . Find beneficiaries in payment ) a 13

Amount

Jane Doe
Checking

AR 6
) =)®
123456789

Select an SEC code using the drop-down.

Enter a company entry description.

Select the From Company account.

Select an account.

Select the effective date.

(Optional) Set up a recurrence.

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

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

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

Select a beneficiary.

Enter an amount.

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

beneficiary.

ACH & Wire Payments: Sending a Single Payment
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Beneficiary/Account Amount

@ This payment is valid.

Jane Doe

$0.00
Checking 123456789

Dy 18

20 Add another beneficiary

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

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

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

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

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

ACH & Wire Payments: Sending a Single Payment
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ACH Collection

You can draft or create a new ACH Collection payment. You have the option to
manually enter your beneficiaries or upload multiple beneficiaries at once using a
Comma Separated Values (CSV) document.

Payments
i
-} Create Template
Templates
ACH Collection )

In the Payments & Transfers tab, click Payments.

1.

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

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

(Optional) If you would like to upload beneficiaries and amounts from a file,
click the “Upload From File” link. For more information about this option, go
to page 96.

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

ACH & Wire Payments: Sending a Single Payment
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Origination Details

EC Code ® ompany Entry Description
e’ ----Select a SEC Code---- 4 Max 10 characters

Murphy&Co Bell Advanced Inc

)

ccount ffective Date
Q  Search by name or number 09/30/2021

Beneficiaries (1) Filters: Pre-Notes ( X Find beneficiaries in collection

)

+ Add multiple beneficiaries )—(&[N|

5. Select an SEC code using the drop-down.

6. Enter a company entry description.

7. Select the From Company account.

8. Selectan account.

9. Select the effective date.

10. (Optional) Set up a recurrence.

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

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

13. (Optional) Click the } icon to expand or collapse selected beneficiaries.

ACH & Wire Payments: Sending a Single Payment
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Bene

@ This payment is valid.
pay 16 e

ficiary/Account Amount

Jane Doe $0.00
Checking 123456789 :

Notify beneficiary

(Show Detaits kS

Addendum

=/

$0.00

1 collections (1 for $0.00)

+(Add another beneficiary)—ggg]

Cancel

‘ Draft I Approve '

14.
15.
16.

17.
18.
19.
20.

21.

Select a beneficiary.
Enter an amount.

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

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

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

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

ACH & Wire Payments: Sending a Single Payment
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Domestic Wire

You can draft or create a new domestic wire. Domestic wires allow you to send
funds to any beneficiary in your country. Make sure you all have the necessary
account and contact information before you continue.

From Company Account
—Q/ Use same company for all wires ) (\/ Use same Account for all wires,
Murphy&Co Bell Advanced Inc T —— A
***** 6789 - o
Dat

Payments

New Payment A Search

Templates

- Create Template

Domestic Wire(zg: e )—) 3

Origination Details

Recurrence

ED0

|v/| Use same Date for all wires,

09/30/2021 =)

In the Payments & Transfers tab, click Payments.

1.

o ¥ ® N o w

0.

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

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

(Optional) If you would like to upload beneficiaries and amounts from a file,
click the “Upload From File” link. For more information about this option, go
to page 96.

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

Select the From Company.

(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 “Date” for all wires.
Select a process date using the calendar feature.

(Optional) Set up a recurrence.

ACH & Wire Payments: Sending a Single Payment
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Wires (1) @—C Find beneficlaries in payment ) @—b

+ Add multiple beneficiarie

/\ This payment is incomplete
Beneficiary/Account Amount

Jane Doe $0.00

Checking 123456789 B

Notify Show Details

rom Company \ccount rocess Date
Murphy&Co Bell Advanced Inc . o errusrhiar ey
‘‘‘‘ Ay \ Search by name or number =)

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

(Optional) Use the search bar to locate a specific beneficiary.
(Optional) Click the } icon to expand or collapse selected beneficiaries.
Select or create a beneficiary from the drop-down.

Enter an amount.

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

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

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

(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.

ACH & Wire Payments: Sending a Single Payment
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OPTIONAL WIRE INFORMATION

Message to Beneficiary @

Description @ )

D 25

@06

$0.00 Cancel

; Approve ’
1 wires

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

24. (Optional) Enter a wire description.

25. (Optional) Click the “+Add another wire” link to add an additional wire.
26. Click the Draft or Approve button when you are finished.

ACH & Wire Payments: Sending a Single Payment
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International Wire

You can draft or create a new international wire. International wires allow you
to send funds to a beneficiary across the world. Make sure you all have the
necessary account and contact information before you continue.

Payments

New Payment \ Search

Templates

- Create Template

4]

Origination Details

From Compan; Account Currenc
/| Use same company for all wires (V| Use same Account for all wire: v/| Use same Currency for all wires

International Wire Gzmzo—@) 3

Murphy&Co Bell Advanced Inc ) ’C Search by name o

Recurrence

Ne=t-

p)ees >0

/) Use same Date for all wires)

09/30/2021

o.

10.
11.
12.

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 beneficiaries and amounts from a file,
click the “Upload From File” link. For more information about this option, go
to page 96.

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

Select the From Company.

(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.
(Optional) Check the box if you would like to use the same “Date” for all wires.
Select a process date using the calendar feature.

(Optional) Set up a recurrence.
ACH & Wire Payments: Sending a Single Payment
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Wires (1)

@{\ Find beneficiaries in payment ) !

This payment is incomplete a 1 9

Beneficiary/Account urrency mount
John'Dog \ Search $0.00
SWIFT/BIC 123456789 123456789 )

Show Details
From Company

Account Process Date
Murphy&Co Bell Advanced Inc X Search by name or number !a
***** 6789

13.

14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

24.

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

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

(Optional) Click the } icon to expand or collapse selected beneficiaries.
Select or create a beneficiary 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 beneficiary.
Check the box to notify a beneficiary.

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

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

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

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

ACH & Wire Payments: Sending a Single Payment
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OPTIONAL WIRE INFORMATION

lessage to Beneficiary ©

Description @ )

QUITTITDY 28

$0.00

1 wires

Cancel Approve

25
26

27.

28
29

. (Optional) 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 Draft or Approve button when you are finished.

ACH & Wire Payments: Sending a Single Payment
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ACH & Wire Payments

Import File

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

Importing a CSV file

Payments

1 R

Payment From File
Payment Type *

--Please Select A Payment Type-- v
Import File *

& --Please Select A File To Import--

* - Indicates required field
Y o |G

In the Payments & Transfers tab, click ACH & Wire Payments.

1. Click the New Payment button and select “Import File” from the drop-down.
2. Select the type of payment to send using the “Payment Type” drop-down.

3. Using the “Import File” option and select the CSV file you would like to upload.
4

(Optional) Click the Save Beneficiaries button to save the beneficiaries to your
beneficiaries.

w

Click the Upload File to upload the file.

Note: The CSV file should contain five columns: Beneficiary Name,
['?_-l Routing Number, Account Number, Account Type and Amount.

ACH & Wire Payments: Import File
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Payment From File - Additional Information

GEC Code ‘Company Entry Description
—-Select a SEC Code-—- v Max 10 characters
6ay From/Pay To Company / Subsidiary
% Search by name or number Murphy&Co Basic Inc v
ﬁec(ive Date
o .
N -
Recipients
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

- @D e

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

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

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

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

Note: If your file contains any errors, the system cannot process the
file and prompts you to correct it. This ensures that all transactions
will process successfully.

ACH & Wire Payments: Import File
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Importing a NACHA file

You can import a balanced NACHA format file to create an ACH Disbursements, or
ACH Collection, or Payroll payment

NACHA files are not processed as uploaded into the system. The system
is extracting the information (Routing Number, Account Number,
Amount(s), Effective Date, SEC Code, and Company/Originator) needed to
create an ACH Payments, ACH Collections, or ACH Payroll Online Banking
transaction. To upload a NACHA file and have it processed as uploaded,
please use ACH NACHA Upload.

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

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

You can include a beneficiary multiple times to create multiple payments

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

Payments

1

In the Payments & Transfers tab, click ACH & Wire Payments.

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

ACH & Wire Payments: Import File
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Payment From File
Payment Type *

--Please Select A Payment Type-- v
Import File *

& --Please Select A File To Import--

* - Indicates required field
o EZBW e

Payment From File - Additional Information
SEC Code Company Entry Description
PPD - Prearranged Payment and Deposit TEST
Pay From/Pay To Company / Subsidiary
XXXXK2222
v
e_ Effective Date
Recipients
Name RTN Account Account Type Amount ‘Addenda
TEST Q4 101105354 Checking $0.01
Total Amount: $0.01 To 1 recipients
- @29

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

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

4. (Optional) Click the Save Beneficiaries button to save the beneficiaries to
your beneficiaries.

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

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

ACH & Wire Payments: Import File
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ACH & Wire Payments

Viewing, Approving or Canceling a Transaction

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

changes to that transaction.

Single Transaction

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

Online Activity

Single Transactions ~ Recurring Transactions  Deposited Checks

A Search transactions

(" created date « Status Approvals Transaction Type Account

3/19/2019 Drafted 0of1

ACH Payment - Tracking ID:  Savings Account
699479 XXXXXX9997

Amount Toggle Details

Apprave
$1.00 @—
Cancel

Credits: [0] $0.00 | Debits: [0] $0.00| Inquire

Copy

Print Details

Approve Transaction

Are you sure you want to approve this transaction?

Cancel Transaction

Are you sure you want to cancel this transaction?

Click the Activity & Approvals tab.

1. Locate the transaction you would like to approve and note how many
approvals are needed to process or cancel the transaction.

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

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

“Canceled” in the Activity Center.

ACH&WirePayments:Viewing, ApprovingorCancelingaTransaction
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The Online Activity feature offers a time-saving tool that gives you the ability to
approve or cancel multiple transaction at once.

Approve Selected

Created date ~ Status Approvals

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
XHXXXX9997

Basic Checking XXXXXX9998

Approve Transacti

Are you sure you want o approve
#639479 (51.00)

1 ofyour selected r
Credic

ansaction(s)can not be
50,00 | Debit: (1.00)

approved.

Cancel Transactions

#699479 (51.00)

i selected wansaction(s) can not be cancelled.
Credit:$0.00 | Debit (81.00)

Click the Activity & Approvals tab.

1.
transaction.

2.

Cancel Selected
print Selected
D

etails

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

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.

3. Clickthe :

icon and select either “Approve Selected” or “Cancel Selected.”

4. C(lick the Confirm button when you are finished. The status then changes to
“Processed” or “Canceled” in the Online Activity.

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

=

Activity.

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

ACH&WirePayments:Viewing,ApprovingorCancelingaTransaction
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ACH & Wire Payments

Editing or Using a Template

If you have Manage Template and Beneficiary rights, you can edit or use any of
the available templates on the Payments page. Templates are a quick way to
send a recurring payment or make a quick change without having to create a new
template.

Payments

New Payment A Search

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
6_ 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 5
e @_e

In the Payments & Transfers tab, click ACH & Wire 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.

ACH & Wire Payments: Editing or Using a Template
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ACH & Wire Payments

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

e

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?

B T ©

In the Payments & Transfers tab, click ACH & Wire Payments.
1. Click the : icon and select “Delete” to make delete a template.

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

ACH & Wire Payments: Deleting a Template



104

ACH & Wire Payments

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

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

ccount
COMM REV FIXED XXXXXX0121 $0.00 v

tart Date * End Date *

In the Statements & Reports tab, click Wire Activity.
1. Use the drop-down to select an account.
2. Enter astart and end date.

3. Click the View Report button.

ACH & Wire Payments: Wire Activity
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ACH & Wire Payments
ACH NACHA Upload

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

ACH NACHA Upload

Import File * Memo

0_ ¢ Sample NACHA ACH File.txt

o[ Ex

In the Payments & Transfers tab, click ACH NACHA Upload.

1. Choose a NACHA-formatted file to import.
2. Enter a memo.

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

ACH NACHA Upload Errors

If you upload a file with a past effective date or any other information in the file
that does not match the information we have in the system, you will receive an
error message and the upload will fail.

ACH NACHA Upload
Import File Memo (optional)
Select a file to upload
PASS-THRU UPLOAD LOG Create Alert @
Status Amount Filename Memo
A Failed $4,150.58 Sample NACHA ACH File.txt —0

1. If your upload fails, click the “Error Details” link to view the reason the upload
failed.

ACH & Wire Payments: ACH NACHA Upload
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ACH NACHA Upload Details

Once uploaded additioinal details about your ACH NACHA upload can be view
withing Activity & Approvals. From here you can view the tracking ID, total
amount, created date, total payments, process date, and more.

Online Activity

Single Transactions ~ Recurring Transactions ~ Deposited Checks

A Search transactions e LY
Created date Status. Approvals Transaction Type Account Amount
/ACH NACHA Upload - Tracking ID: .
211612022 Cancelled NA  ecores 52021 H
AACH NACHA Upload - Tracking ID: a
a—(zn 6/2022 Drafted 02 e $4,150.58 H
Tracking ID: 3558785 Total Amount: $4,150.58
Created: 02/16/2022 3:29 PM Total Payments: 1
Created By: File Name: Sample NACHA ACH File.txt

Will process On:  02/16/2022

NACHA UPLOAD ITEMS: 9—1 View Full Pass-Thru Details ) \

Description: TESTACH
Number of Credits: 7
Credit Amount: $4,150.58
Number of Debits: 1
Debit Amount: $4,150.58
Effective: 2/28/2022 12:00:00 AM
SEC Code: PPD
< ottt >
Transaction Process
Company Finandial Institution
> A\ (=) o
1 \2/ \3/ 4
Drafted Approval(s) Authorized Processed
02/16/2022 3:29 PM 1. Pending
2.Pending
[ ACH Pass-Thru - Tracking ID: 3558785 )
Search by Name, Account, ABA AGH 1D or Amount
Descrption Effective Date Company Name Company D AcH class Code
2n82022 COMPANY NAME saarnan2 e
Routing Number Account Number Name A Credupesit Amount
omt0s21 Mandy 1234 Creat 02
091300023 Aona 66 Creait o | S
onsiosz Sancy o5t Credie s
291370918 Shane o666 Creait so74
2z7aenn oy sass creat 22138
ostnosan Aoy sa76 credit s4656
a70nns carre osa Crea suon3
ostnosn Name OfYour Company 1000063999 Debic sats058

Click the Activity & Approvals tab.
1. Click the ACH NACH Upload you would like to view additional details for.

2. To view full pass-thru details, click the “View Full Pass-Thru Details” link.
ACH & Wire Payments: ACH NACHA Upload
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Stop Payment

Stop Payment Request

If you're ever worried about a pending written check, you can initiate a stop
payment request to prevent that check from being processed. Once approved,
the stop payment remains in effect for a specific amount of time. If you need
the current fee information, please call us during our business hours at
866-221-1136.

ccount
Select an account ™

Cter the check number. Click or Tap the Save button to move to the next field.

Enter the check amount. Click or Tap the Save eck date
button to move to the next field. =
$0.00
Cyee name )
Cote (optional) )

Q0 0 @@

o )

In the Stop Payments tab, click Place Stop Payments.

Select the appropriate account using the drop-down.
Enter the check number.

Enter the amount.

Enter the date of the check using the calendar.

Enter the payee.

(Optional) Enter a note.

No v ks~ wnhNn=

Click the Request stop payment button when you are finished.

ACH & Wire Payments: Stop Payment Request
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Stop Payment

Stop Payment Activity

Inquire on the status of and cancel stop payment requests.

STOP PAYMENT ACTIVITY

To inquire on the status of a Stop Payment, please complete the form below:

4 Check here to report on ALL accounts N
XO0XX7718 - Business Checking - B

XXI0X7734 - Premier Business Checking - B

XO0XX7742 - Money Market Savings Plus-Bus

X00000(7767 - IOLTA Interest Checking

0— XH00XB583 - Premier Money Market SV Plus B

Start Date End Date

Beginning Check Number Ending Check Number

0y 2)

STOP PAYMENT ACTIVITY REPORT

To cancel a stop payment, check the box in the Cancel column and submit.
1 Records Returned
Check  Check

Cancel Account Number . A Check Date Payee Expiration Date

@—O FSO0TTIE Sl Cectig 5 125 06012021  ABCCOMPANY 12:20.2021

To Print Activity:
Before you select Cancel for any checks, you may select to create a PDF or export the list in a CSV file by selecting the button, below.

Once you have selected Cancel for a check, you may select Submit.

Note, the option to create a PDF or Export to CSV will not be ¥ ancel for

Datain the printed activity will not reflect any sorting performed in the screen, above.
P e—
3 ‘ Create PDF ) Export to CSV ’ 4 @@

In the Stop Payments tab, click Stop Payment Activity.

1.
2.
3.

Enter the required search information.
Click the Submit button

Click the Create PDF button to create a PDF list of the stop payment activity
report.

Click the Export to CSV button to export a CSV list of the stop payment
activity report.

To cancel a stop payment:
a. Check the box next to the stop payment you would like to cancel.

b. Click the Submit button.

ACH & Wire Payments: Stop Payment Activity
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Reports

Reports Overview

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

Reports e_( Search )

Results Filters: Al Private  Shared )~ @ + New Report

Name Last Run Download TV[Q Q Actions
BAI2 Detailed Report 11/9/2018 CSv | PDF BAI2 Detailed Report ) G‘@

View History

Run Now

Edit

In the Statements & Reports tab, click Reports.

Copy

A. Use the search bar to locate existing reports. Delte

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

C. The filters feature allows you sort your reports by all, private or shared.

Click the .\ icon to search transactions by name, last run, download and
type.
E. Click the Sf} icon to favorite a report.

F. Clickthe : icon to view history, run, edit, copy or delete a report.

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

Reports: Reports Overview
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Company User Activity Report

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

New Company User Activity Report

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

Do you want this report to be private or shared?

Private

@) Shared

g [ What do you want to name the report? ]

Which user(s) do you want to include?

All Users (14)

Select specific user(s)

What dates do you want to include?
N

(" How often do you want this report to run?

@ OnDemand
e_ () Every Business Day

Every Calendar Day
Weekly

\_) Monthly

(" What transaction types do you want to include?

Select All | Clear All

Stop Payment Funds Transfer
e_ EFTPS Wires - Domestic
Wires - International ACH Collection

ACH Payments

-

e | (I 7

In the Statements & Reports tab, click Reports, then the “+New Report” link and
select Company User Activity Report.

. Decide whether the report should be private or shared.

Enter a report name.

.

Select a user.

Select a date range.

Schedule how often to run the report.

.

Select transaction types.

N oou A WwWN =

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

Reports: Reports Overview
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Transaction Report

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

New Transaction Report

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

Do you want this report to be private or shared?
Private
@ shared
a [ hat do you want to name the report? ]

wi
What account(s) do you want to include?
All Accounts (2)
Select specific account(s)
‘What dates do you want to include?
v

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

Every Business Day

Every Calendar Day

Weekly

Monthly

cancel Create and Run

In the Statements & Reports tab, click Reports, then the “+New Report” link and
select Transaction Report.

. Decide whether the report should be private or shared.

Enter a report name.

.

Select the accounts you want to include.

Select a date range.

Schedule how often to run the report.

o U A W N =

.

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

Reports: Reports Overview
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Company Entitlements Report

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

New Company Entitlements Report

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

Do you want this report to be private or shared?

Private

@ Shared

E [ ‘What do you want to name the report? ]

How often do you want this report to run?

® OnDemand
Every Business Day
Every Calendar Day
) Weekly

Monthly

4

In the Statements & Reports tab, click Reports, then the “+New Report” link and
select Company Entitlements Report.

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

3. Schedule how often to run the report.

4

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

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

basis.

New ACH Activity Report - Previous Day(s)

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

Change report type

Do you want this report to be private or shared?

Private

@ Shared

What do you want to name the report?

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

Select specific account(s)

What dates do you want to include?

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

Every Business Day

Every Calendar Day

Weekly

2 2899

Monthly

Cancel Create and Run

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

Report- Previous Day(s).

Enter a report name.

Select the accounts you want to include.

Select a date range.

Schedule how often to run the report.

o U A W N =

. Decide whether the report should be private or shared.

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

Reports: Reports Overview
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Balance and Activity Statement-Previous Day(s)

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

New Balance and Activity Statement - Previous Day(s)

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

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

@ Shared

[ What do you want to name the report? J

What account(s) do you want to include?

All Accounts (2)

Select specific account(s)

: What dates do you want to include? ]

How often do you want this report to run?

@ On Demand
Every Business Day
Every Calendar Day
Weekly

Monthly

Cancel Create and Run 6

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

. Decide whether the report should be private or shared.

Enter a report name.

Select the accounts you want to include.

Select a date range.

Schedule how often to run the report.

.

o U A W N =

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

Reports: Reports Overview
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Cash Position Report Previous Day(s)

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

New Cash Position - Previous Day(s)

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

Do you want this report to be private or shared?
Private
@ Shared
a [ hat do you want to name the report? ]

wi
What account(s) do you want to include?
All Accounts (4)
Select specific account(s)
[ What dates do you want to include? J

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

Every Business Day

Every Calendar Day

Weekly

Monthly

Cancel p—— 6

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

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

Select the accounts you want to include.

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

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

Reports: Reports Overview
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Wire Online Origination Report

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

New Wire Online Origination

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

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

@ Shared

E [ What do you want to name the report? ]

What account(s) do you want to include?

All Accounts (4)

Select specific account(s)

What dates do you want to include?
v

/" How often do you want this report to run?

@ OnDemand
Every Business Day
*) Every Calendar Day

Weekly

\ Monthly

(" What transaction types do you want to include?

e_ Select All | Clear All

\ Wires - Domestic Wires - International

In the Statements & Reports tab, click Reports, then the “+New Report” link and
select Wire Online Origination

. Decide whether the report should be private or shared.

Enter a report name.

Select the accounts you want to include.

Select a date range.

Schedule how often to run the report.

Select transaction types.

N ous W N =

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

Reports: Reports Overview



117

Reports
Editing a Report

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

Reports A Search
Results Filters: 'All Private Shared - New Report
Name LastRun Download Type Actions
% BAI2 Detailed Report 11/9/2018 Csv | PDF BAI2 Detailed Report ViewHistory
Run Now
Edit
(Do you want this report to be private or shared? \

This report was created by another user and the privacy cannot be changed.
What do you want to name the report?

Balance and Activity Statement - Previous Day(s)
What account(s) do you want to include?
V| All Accounts (4)
Select specific account(s) _e
What dates do you want to include?

Last Business Day v

How often do you want this report to run?

On Demand

Every Business Day
*) Every Calendar Day
) Weekly

\ ) Monthly /

e “

In the Statements & Reports tab, click Reports.

1. Clickthe } icon and select “Edit” to make changes to an existing report.

2. Make the necessary changes.

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

Reports: Editing a Report
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Reports

Deleting a Report

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

RepOI’tS A Search
Results Filters: All  Private  Shared + New Report
Name Last Run Download Type Actions
Pid BAI2 Detailed Report 11/9/2018 Csv | PDF BAI2 Detailed Report ViewiHistory
Run Now

Are you sure you want to delete this plan?

In the Statements & Reports tab, click Reports.

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

2. Click the Delete Plan button to permanently remove the report.

Reports: Deleting a Report
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Funds Transfer
Funds Transfer

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

Individual Transfers

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

Funds Transfer

Individual Transfers Multi-Account Transfers
( From Account h
0 S
To Account
v
- J
e_( Amount h
0.00
- 2/
4 Frequency )
1st of the month %
- J

In the Payments & Transfers tab, click Transfers.

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

Enter the amount to transfer.

Select the frequency using the drop-down.

Funds Transfer: Funds Transfer
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Start Date
04/09/2019 (5]

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

Repeat Duration

@ Forever (Until I cancel)

Until date (Set an end date)

Memo (optional)
Enter letters and numbers only

o

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

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

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

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

Funds Transfer: Funds Transfer
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Multi-Account Transfers Overview

Use the Multi-Account Transfer tool to send more than one transfer to several

of your accounts at Bell Bank. You can create a template if you are sending the
transfers more than once. If you do not need to create a template, you can send a
one time multi-transfer instead.

Funds Transfer

Individual Transfers Multi-Account Transfers

\ Search Create Template Transfer Funds

Available Templates

G_(Name s Transfers Actions )
520G Dy )

In the Payments & Transfers tab, click Transfers, then Multi-Account
Transfers.

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

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

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

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

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

Funds Transfer: Funds Transfer
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Multi-Account Transfers- Creating a Template

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

Funds Transfer

Individual Transfers Multi-Account Transfers

A Search Transfer Funds

Available Templates

Name ~ Transfers Actions

Test 1

Funds Transfer

Template Properties

emplate Name femplate Access Rights’

Origination Details

Memo
e' Push Memo to All

In the Payments & Transfers tab, click Transfers, then Multi-Account
Transfers.

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

2. Enter athe template name.

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

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

Funds Transfer: Funds Transfer
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Transfers (3]
3) 5 A Find accounts in transfer

From Account To Account Amount

This payment is incomplete

L search by name or num A Search by name or num $0.00
Expand Row
_Cemo )

\ Search by name or num X Search by name or num $0.00

X Search by name or num X Search by name or num $0.00

QI | 1)

$0.00

3 transfers

Cancel

(Optional) Search for existing accounts in transfer using the search bar.
Click the : icon to expand all transfers.

Click the : icon to expand, copy or remove a single transfer

Select a From and To account using the search bar.

Enter an amount.

. (Optional) Enter a memo.

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

transfer.

. Click the Save button when you are finished.

Funds Transfer: Funds Transfer
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Multi-Account Transfers- Single Transfer

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

Funds Transfer

Individual Transfers Multi-Account Transfers

A Search Create Template Transfer Funds —G

Available Templates

Name =~ Transfers Actions

Test 1

Funds Transfer

Origination Details

ransfer Date Recurrence
9_ ] None

emo.
Push Memo to All

In the Payments & Transfers tab, click Transfers, then Multi-Account
Transfers.

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

2. Enter a the transfer date using the calendar feature.

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

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

.

Funds Transfer: Funds Transfer
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Transfers (3]
(3) 5 A Find accounts in transfer

From Account To Account Amount

This payment is incomplete @_ o

A Search by name or num A Search by name or nur ‘ $0.00 ’—c'
Expand Row
Cemo : t

\ Search by name or num A Search by name or num $0.00

\ Search by name or num \ Search by name or num $0.00

(Add another vranster)— |

s000 Conce
transfers
4

5. (Optional) Search for existing accounts in transfer using the search bar.
6. Clickthe  iconto expand all transfers.

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

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

9. Enter an amount.

10. (Optional) Enter a memo.

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

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

Funds Transfer: Funds Transfer



126

Funds Transfer
Editing a Multi-Account Transfer Template

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

Funds Transfer

Individual Transfers Multi-Account Transfers

\ search Create Template Transfer Funds

Available Templates
p /_

Transfer Funds
Name ~ Transfers Actions

Edit

Test L a_@_ Copy

Delete

Funds Transfer

N

Template Properties

Template Name Template Access Rights

Test

Origination Details

Memo

9_ Push Memo to All

Transfers (1
m \ Find accounts i transfer

From Account To Account Amount

Advantage Plus ~Advantage Plus-- $1.00
X000OX6746 $689.80 03959 $5.00

1 transfers.

In the Payments & Transfers tab, click Transfers, then Multi-Account
Transfers.

1. Clickthe : icon and select “Edit” from the drop-down.
2. Make the necessary edits.

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

Funds Transfer: Editing a Multi-Account Transfer Template
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Funds Transfer

Deleting a Multi-Account Transfer Template

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

Funds Transfer

Individual Transfers

A Search

Name =~

Test

Available Templates

Multi-Account Transfers

Create Template Transfer Funds

Actions [ Transfer Funds

Transfers

Edit

1

Delete Template

Are you sure you want to delete this Template?

Don't Delete Template ( Delete Template )‘P

In the Payments & Transfers tab, click Transfers, then Multi-Account

Transfers.

1. Clickthe : icon to delete a template.

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

Funds Transfer: Deleting a Multi-Account Transfer Template
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Positive Pay

Introduction

Positive Pay is a business feature that helps minimize or eliminate check fraud,
prevent related losses and simplify your account reconciliation.

The Positive Pay system electronically compares daily business-issued checks with
existing check records. When a check is filed and does not match the provided
record, it is flagged as an exception and referred back to you for a payment
decision.

Click the Positive Pay tab.

positive Pay

Exceptions ~ Add Check  Submit Issued Check File

All Accounts A% \:1 Search

Decision Needed AV No Exceptions

No Exceptions

Total Exceptions (0) $0.00  Total Decisioned (0) $0.00

4 N
E%l Note: The default action for exceptions is dynamic and will conform
to your selected default whether it be Pay or Return.
- J

Positive Pay: Introduction



Positive Pay

Add a Check Confirmation

Positive Pay

Exceptions ( Add Check ¥} Issued Check File

129

Launch Advanced Options

E : Amount

$

Payee (optional)

) Ccount

of

sue Date

08/17/2021

Check Number

=

] Auto Increment

0

Exceptions Add Check
Amount * Payee
5000

Issue Date * Check Number *

Select Date (i

Checks Added

Paid Date Payee Account Name Amount

1011172018 Joe Banker 2002 $1.00

-

I oslitive I ay Launcn Advanced Options

() NOTE: To view a full list of recently added checks choose Launch Advanced Options

Check Number

200001

Add Check

Account *

Select Account v

Auto Increment

Click the Positive Pay tab.

o U A W N =

Click t

he Add Check tab.

Enter the amount and payee.

Select an account using the drop-down.

Enter an issue date and check number.
Click the Add Check button.

A confirmation screen will appear.

Positive Pay: Add a Check Confirmation

®
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Positive Pay

Managing Exceptions

posicive Pay

Exceptions  Add Check  Submit Issued Check File

'Q-\II Accounts \/) (1 Search

'(Decision Needed \/) No Exceptions

No Exceptions

Total Exceptions (0) $0.00  Total Decisioned (0) $0.00

Click the Positive Pay tab.
1. Select an account using the drop-down.

2. Select a check status using the drop-down.

Note: All exceptions must be given decisions by 3 PM CT. Your
El default decision (Pay or Return) will be applied if no decision has
been made by 3 PM CT.

Positive Pay: Managing Exceptions
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[»

$31,399.17  Paid Not Issued

v

Check #: 10067 Paid Date: 7/18/2018

631,399.17

Check #10067

\

7152008

= $31.399.17
St st T Bty e 15 ()

Pul Porsons

$100,000.00
Check #10330
@ Pay
$1,792.34
Check #2.

9 Pay

$1,033.68

$628.96
Check

9 Pay

Paid Not Issued

Paid Not Issued

Paid Not Issued

Paid Not Issued

Amount Mismatch

Pay Rewrn 4

Total Exceptions (70) $193,804.86 | Total Decisioned (70) $193,804.86 [

3. Select a check that needs to have a decision made.

'

. Select either “Pay” or “Return.”

5. Click the Submit Decisions button when you are finished.

Positive Pay: Managing Exceptions
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Advanced Positive Pay

Introduction

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

Click the Positive Pay tab then click the Launch Advanced Options button.

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

= % T W
Collapse All -
Welcome to

Submit Issued Check File @
Add New Issued Check
- BellED)Bank HealthcareBank

Your HSA Advantage
Check Search
Reverse Positive Pay Extract Positive Pay System

ACH Transaction Search

ACH Reporting Files
Bell Bank TEST SITE
s Transaction Reports
www.bell.bank
Daily Checks Issued Summary

Stops and Voids It is past the cutoff time; default pay/return decisions are final.

Advanced Positive Pay: Introduction
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Advanced Positive Pay
To Upload an Issued Check File

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

Submit Issued Check File

Step 1. Select a file to process.

1 ‘ Choose File ) No file chosen

Step 2. Input details about the file.

(Account ID: r v}g
e,(File Processing Type: | )

Step 3. Click the "Process File" button.

D0

In the Transaction Processing tab, click Submit Issued Check File.

1. Click the Choose File button and locate the file you wish to upload.

2. Using the “Account ID"” drop-down, select the account the issue was drawn
from.

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

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

El Note: The deadline for submitting a check issue file is 7 AM CST on
the business day following the date the check was issued.

Advanced Positive Pay: To Upload an Issued Check File
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Advanced Positive Pay

Manually Enter a Check

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

Add New Issued Check
0—(Acoount ID: [<Not Selected> v) rﬁeck Number: |
Amount: | ] Issued Date: [08/17/2021 J
Issued Payee: [

[0 Auto-Increment Check Number

In the Transaction Processing tab, click Add New Issued Check.

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

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

3. C(lick the Add Check button. A confirmation appears at the top of the page. A
table of newly issued checks appears at the bottom of the page.

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

Advanced Positive Pay: Manually Enter a Check
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Advanced Positive Pay

Void a Check

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

Void a Check

Step 1. Enter check information

Check Number: [023
Check Amount: [27.64

Issued Dates [11/1672016

Step 2. Click the "Find Matching Check” button to find the check.

Find Matching Check 3

Step 3. Verify the check that wil be voided.

Step 4. Click the "Void Check” button to complete the void process

o=

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

In the Transaction Processing tab, click Void a Check

1.

2.

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

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

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

Review and click the Void Check button to confirm.

Advanced Positive Pay: Void a Check
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Advanced Positive Pay

Managing Exceptions

While processing your items, the Positive Pay system sends you an email
notification if there are any exceptions to review. Exceptions represent two types
of items: items that do not match checks issued by the client to the bank or
items attempting to clear an account where the Positive Pay service is set to run
in reverse, requiring client review of all items. Exception items are available for
review at 8 AM CST.

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

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

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

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

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

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

Advanced Positive Pay: Managing Exceptions
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2 Quick Exception Processing
Q

e- & e )

Front

el (8 spons
51505.92

e 90

Click the Exception Processing tab, then Quick Exception Processing.

1. Use the exception drop-down and search option to filter through exception
items by account.

Click and expand the Decisions Needed bar.
Review the exception and decision the item Pay or Return.

Once each exception is decisioned, click the Save button to submit decisions.

Note: Decisions on exceptions must be made by 3 PM CT. Any items

[§_—| left undecided are handled per your default setting. All users at Bell
Bank are placed into “Read-Only” mode after the cut-off time to
prevent changes to the automated decision.

/ NP W N

Advanced Positive Pay: Managing Exceptions
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Advanced Positive Pay

Reverse Positive Extract Pay

The Reverse Positive Pay Extract feature provides an electronic file of paid
checks to process within another system. Once completed, the file and report
are automatically displayed at the bottom of the screen. To save an extract file
to a local workstation or network drive, click on the File / Save menu option while
viewing the file, or, right click on the View File link and select Save Target As.

Reverse Positive Pay Extract (BAI2 Extract)

Step 1. Select "Account ID* and "Extract through date".

Account ID: | Inwood CK Test

Extract from date: (optional)

A
U

Extract through date: _11/28/2018

Step 2. Click the "Create File and Report* button.

4 - Create File and Report

Step 3. View Report or File By Clicking on Links in Grid Below.

Account ID File Report Date Created ftem Count
e BCE Ops Acct View File View Report 00720115 10:00 AM 37479 Remove
BCE Ops Acct View File View Report 09/20/15 10:00 AM 37479 Remove
BCE Ops Acct View File View Report 0920115 09:59 AM 35861 Remove

Click the Transaction Processing tab, then Reverse Positive Pay Extract.
1. Using the “Account ID” drop-down, select an account.

(Optional) Enter an extract from date.

Enter an extract through date.

Click the Create File and Report button.

v A W N

Click on a file to view it.

[ [:?__l Note: An item may only be extracted once. j

Advanced Positive Pay: Reverse Positive Extract Pay
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Advanced Positive Pay

ACH Reporting

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

5 e . = : 5 G

In the Transaction Processing tab, click ACH Reporting Files.
A.
B.
C.

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

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

Date Created: The date the report was created.

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

Advanced Positive Pay: ACH Reporting
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Advanced Positive Pay

Account Reconciliation

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

Start New Reconciliation Reconciliation History
Account ID Account ID
0‘(VOOZ1SSERV 6052 ) 100215 SERV 6052

Reconcile Through Date No reconciliation history to display.
0'(09/08/202'\ )

This account has never been reconciled,

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

CaC—)

< GoBack Account Reconciliation Summary s
Transaction Summary This account has never been reconciled
i i This Reconcile Through Date: 09/08/2021
Transaction Type Count Total Amount ‘Account ID: 100215 SERV 6052
Previous Outstanding Checks 0 50.00
Issued Checks 0 50,00 4 Finish Reconciliation
Paid Checks 0 50.00
Stop Payments 0 50.00
Voids 0 5000 Balance Summary
Account Balance: $8.00
ACH Debits 7 $554.63 Current Outstanding Checks 50,00
ACH Credits 1 $50000 Current Register Balance: $8.00
Miscellaneous Debits 5 $1,189.00
Miscellaneous Credits 9 $1.27862
Deposits ) 5021 Reconciliation History
Service Charges Paid > $66.00 No reconciliation history to display.
Interest Paid 0 $0.00
Taxes/MWithholding 0 50.00
Current Outstanding Checks 0 50.00

In the Transaction Reports tab, click Account Reconciliation Summary.
1. Using the “Account ID” drop-down, select an account.

2. Enter a Reconcile Through Date.

3. Click the Select button.
4

. Click the Finish Reconciliation button to reconcile the account.

Advanced Positive Pay: Account Reconciliation
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Advanced Positive Pay

ACH Authorization Rules Setup

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

ACH Authorization Rules Setup

Edit
c—( Type for ACH Create Exception %) Update| CanceD

I A e e e
'Ir"_-
2

ALL - All Standard Entry Class Codes Both DR and CR 0.01
ALL - All Standard Entry Class Codes Both DR and CR 0.01 I
8401615923 % ALL - All Standard Entry Class Codes +) [ <Select> 3 ) \g

In the System Reports tab, click ACH Authorization Rules.

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

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

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

Advanced Positive Pay: ACH Authorization Rules Setup
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Bill Payment

Home Page Overview

Bill Payment with Bell Bank allows you to stay on top of your monthly finances.
Having your bills linked to your bank account enables you to electronically write
checks and send payments in one place.

When you click the Bill Payments tab, you are asked to choose an account to
use within Advanced Bill Pay, accept the terms and conditions and create security

questions.

LU Payments ~ Payees~ Calendar Options ™

Welcome:, Last login: 9:17 AM ET 9/20/2020
© Payees require activation Activate now
© Payments awaiting approval Approve now
© Transfers awaiting approval Approve now
@ Payroll awaiting approval Approve now

A Reminders D) Shortcuts Eoy Payments = Payroll
© View © Take shorteut B Make payment @ View
; 3 % )
Scheduled to process in the next 30 days 7 Processed within the last 30 days V%
My transactions My transactions
Chase $150.00 ¢ Edit O Stop Cellular One $65.00 © View
10/20/2020
i @ View
o $65.00 #Eit O S Community ... $1,200.00
v Kim Stone $65.00 © View
Moe's Mowers $200.00 # Edit O Stop 7
10/22/2020 Lease $1,200.00 @ View
Waverly Wat... $50.00 ' Edit O Stop Total $2,530.00
10/26/2020 j
American E... $999.00 ¢ Edit O Stop
10/26/2020
Community ... $500.00 ¢ Edit O Stop
10/29/2020
Vern's Fertil... $250.00 ¢ Edit O Stop
\ 10/29/2020 /
4 I
g Note: The letters correspond to several available features on the
Advanced Bill Pay page.
N\ J

Bill Payment: Home Page Overview
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In the Payments & Transfers tab, click on Bill Payments.

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

Click the “Messages” link to view secure messages.

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

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

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

Bill Payment: Home Page Overview
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Bill Payment
Add a Payee

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

Company

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

Add a company

Company details

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

ayee name *
Payee name
~N

ﬂccount number *

Account number

No account number ?

)

Confirm account number *

Confirm account number
- J
6hone number * Payee ZIP code * \
(XXX) XXX-XXXX XXXXX-XXXX

Account holder name *

GULF COAST BANK
(&

&0

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

1. Enter the payee's name.

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

4. Click the Next button.
Bill Payment: Add a Payee
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Add a company

Company details - Review

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

Payee name

Utility Company

Payee nickname *
Payee nickname

Account number

123456789

Phone number

(555) 555-5555

Address *

555 Street adress
Apartment number, Unit number, Condo number

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

Account holder name

ayee category efault pay from account

No Category v Primary Checking v

< Back Submit payee > @ Q

Enter a nickname for the payee.

Enter the payee's address.

Use the drop-down to select a payee category.

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

© O N o W

Click the Submit payee button.

Bill Payment: Add a Payee
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Individual Check Payments

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

« With this option, you will need the individual's full name and complete mailing address.

e Some check payments may take as much as 5 to 8 business days to arrive in the mail depending on the individual's location.

Tell us about the individual

(Firsl name * Last name * \

o— First name Last name

Phone number

(XXX) XXX-XXXX

J\

("Address *
9_ 555 Street Address
Apartment number, unit number, condo number

City * State * ZIP Code *

City name Alabama v XXXXX-XXXX

- %

Use the “Payees” drop-down to select “Add an Individual.”
1. Enter the payee’s first name, last name and phone number.

2. Enter the payee's street address.

Bill Payment: Add a Payee
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Bill pay information

Individual's nickname * Category
Individual nickname No Category v
Default pay from account *
& 2

Primary Checking

Information about you

Do you have an account number that this individual uses to identify you? \
Yes
Your account number Confirm
Your account number Confirm your account number
J

o

3. Enter a nickname for the payee.
4. Select a category for the payee using the drop-down.

5. Select the account to withdraw from using the “Default Pay From Account”
drop-down.

6. (Optional) Enter and confirm your account number.

7. Click the Next button.

Bill Payment: Add a Payee
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Activate a Payee

Activation
JOHN DOE View details
Activation process ( \
Please select a delivery method, you will I want ’gy ctod‘e n:w b‘; phv:ne il
be asked to submit the 4-digit code on the ontact phone 1 not on file Update
next page.

Tl Mo more Contact phone 2 not on file Update
Important: If you have to leave bill pay B —a

. . | can wait a few seconds to receive my code by text message
before entering your code, you may enter it )
. ! No text address on file Upd
later. The code will not expire. pdate
| prefer to wait a few minutes for my code to arrive by email

\_ — J Update

‘ Request activation code ' 2

Activation

Helpful information

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

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

Please activate JOHN DOE by entering your code below.
Your activation code has been sent to
| e

(Enter activation code )—9

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

. Select how you would like to receive the activation code.

1

2. Click the Request activation code button.
3. Enter the activation code.
4

Click the Submit button when you are finished.

tab. In the “Attention required” section, click the “Activate” link next

E?_l Note: To activate an individual payee at a later time, click the Home
to the payee you would like to activate.

Bill Payment: Add a Payee
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Bill Payment

Import Payees

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

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

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

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

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

Import from: Previous import(s):

.CSV file 1 0 unverified payees

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

Please note:

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

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

1. Click the .CSV file button.

Bill Payment: Import Payees
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Import payees
How to import a CSV file

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

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

. Company name*

Address 1

Address 2

City

State

ZIP code (ie. 55555 or 5655554444)
Phone (ie. 5553334444)

Account number*

First name*

© © ® N o o & 0D

Middle name

. Last name*
* Minimum required fields: Company name, Account number, First name and Last name.

Note: The file should contain as much information as you have available; as you may be asked to enter additional
information when verifying the payee

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

***For the import process, the column headers are not necessary

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

2 ‘ Choose File |No file chosen

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

Bill Payment: Import Payees
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Successfully imported 1 payee record

The following Payee records need to be verified.

Please verify the payee you would like to add. If the payee is missing required information you will need to update the information

before the payee is added. To return to your unverified payee list, go to Import payees.

Delete selected

Payees Account number Actions

A Company 123456789

{We could not locate your payee, please provide the I mailing add for "A Comg i
Address *
1 Main St.
Address2
City * State * ZIP code *
Anywhere lllinois v 62294-
-

r/

4. Click the "+Add" link.

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

Bill Payment: Import Payees
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Bill Payment
Edit a Payee

Editing the simple details of a payee is easy within Bill Payment. For more
complicated changes, please submit a Payee Change Request to Bell Bank.

Manage payees

+ Add payee ~ Search payees.. n 8 Print

Show all payees

O @== =) vty

All Payees

Payees Account number  Additional items 2

McPhersonal Electrical """ 6789 Category Business
s Cavtd A @y @ s

Edit x

Account holder name

Ara McPherson

Payee name
MCPHERSON ELECTRICAL

Payee phone number

Payee nickname

McPhersonal Electrical

Payee account number

123456789
Category
e_ Business v
Default pay from
Primary Checking v

Payments are sent to
Address

6 WISTERIA PL

city
MARRERO

State

Louisiana v

2P
70072
& —/

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

1. Sort payees by clicking the appropriate tab.

2. Click the “Edit" link at the end of the payee’s row to edit a payee.
3. Make the necessary changes.

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

Bill Payment: Edit a Payee
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Delete a Payee
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If a payee is no longer needed, you can permanently delete them. This will not

erase data from any existing payments.

Manage payees

+ Add payee ~

@

All Payees

Search payees...

Show all payees

1))

0

Payees Account number  Additional items

Category Business
Lastpaid NA @ pay

McPhersonal Electrical
(Check)

& Edit

8 Print

Sort payee by. v

2

Are you sure you want to delete this payee?

McPhersonal Electrical (check)

3 Delete payee

Use the “Payees” drop-down to select “Manage Payees.”
1.
2.
3.

Sort payees by clicking the appropriate tab.

Click the “Delete payee” link.

Click the “Delete” link at the end of the payee's row to delete a payee.

Bill Payment: Delete a Payee
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Bill Payment
Add and Manage Categories

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

Manage categories
‘ Manage categories Search payees n & Print
Show all categories Show all payees
Payees Account number Category
atmos 2345 Unassigned v\
BULK RATE A0 Unassigned v
Entergy-TEST ™ 6789 Unassigned v
Jalen 6789 Unassigned v 0
John Doe 6789 Unassigned v I
Mom “***nson Unassigned v
Whitney 2345 Unassigned v
*rrson Personal v
J
Manage categories X
‘Gategory name Are you sure you want to delete this category? X
@(Category name Add category )

Deleting Business will place the payee in an unassigned status.
Category name list

Business 2b — Delete category

Personal W Delete

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

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

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

Bill Payment: Add and Manage Categories
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Bill Payment

Single Payment

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

One-time payment

=+ Add payee ¥ Search payees... n

Company v Select all
atmos ™ 2345 + BULKRATE = 3456 +
Entergy -TEST 7 6789 4 McPhersonal Electrical ™™ 6789 4
Whitney ™ 2345 o

View selected (0) @—p

Payment summary

Payee From account Amount* Deliver by*

atmos ( Primary Checking 9($ ) (8/4/2020 ﬁ) T Remove
[ check]

..... 2545 —

Last paid: N/A B Invoic ment

Amount paid: N/A

< Back ‘ Pay all ' -@

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

Use the “Payments” drop-down to select “One-time Payment.”
Select a payee from the Payee List.

Click the Pay button.

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

Select the Deliver By date using the calendar feature.

o v oA wN

Click the Pay all button when you are finished.

Bill Payment: Single Payment
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Bill Payment

Edit or Stop a Single Payment

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

Scheduled payments

Q Search filter 8 Print

Payee Amount Deliver by date E] 2a
atmos $1.00 08/31/2020 O@oeis  @PEai)  Qswop)

Check
Confirmation #2

Edit single payment

Account details Transaction details

Payee atmos Confirmation # 2

Payment method Check Scheduled by Murphy Test
From account" Primary Checking v Delivery Standard
Amount” s 100

Deliver by date* 8/31/2020 ]

Invoice/Comment

Stop single payment

Account details Transaction details

Payee American Express Confirmation # 40
Payment method Check Estarrival 10/30/2020
From account Primary Checking Delivery Standard
Amount $999.00

Process date 1012612020

Invoice / Comment B None

Scheduled by Laurie Smith

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

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

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

Recurring payment

<+ Add payee ~

Individual

® Add comment

All Categories v
Vs
American Express U 8467 AT&T e 8467
CellularOne e 8467 Chase 8467
o’_ Leasel e 8467 MasterCard M 8467
Moe's Mowers M 8467 Seed IndeedCo. 8467
Vern's Fertilizer 8467 Waverly Water Co. 8467
\ J
Set up American Express recurring payment X
Details
Name Pay from* Amount*
American Express X i
Primary Checking v $

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

1. Select a payee from the list.

2. Select an account to withdraw from using the “Pay From” drop-down.

3. Enter the amount of the payment.

Bill Payment: Create a Recurring Payment
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Series options / preferences

4 If the payment falls on a holiday or weekend? h

Pay before Pay after
\- )

( Frequency edit N
Frequency*

Monthly v

e' Last business day v

Select first process*

\- J
4 )

Would you like this series to end?*

4 ) No

G’ © ) Onthis date

( ; After a set # of payments

N\ J

Cancel Review @—o

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

13

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

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

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

7. Click the Submit button when you are finished.

Bill Payment: Create a Recurring Payment
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Edit or Stop a Recurring Payment
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You can change or cancel a payment even after you schedule it. This convenient
feature gives you the freedom to change the way you make your payments.

Scheduled payments

Q Search filter

Payee Amount

atmos
Check
Confirmation #:3

$1.00

Deliver by date

10/30/2020

8 Print

1a 2a
© Details (S stop)

Edit recurring payment

Payee From account Amount
John Doe Primary Checking $1.00
[=tecironic

Process date Additional items

11/30/2020 Confirmation #
Est. arrival
Comment
Series start

Series end

Frequency

{Whal would you like to do?

Skip the payment scheduled on 11/30/2020

Change the payment scheduled on

11/30/2020

I would like to change the entire series

1
12/2/2020
None
11/30/2020

None

Monthly on the last
business day

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

1. To edit a payment:

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

b. Make the necessary changes.

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

2. To stop a payment:

a. Click the “Stop” link to stop the payment.

Bill Payment: Edit or Stop a Recurring Payment
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Stop recurring payment

John Doe Primary Checking ~ $1.00
Electronic

What would you like to do?

Stop the payment series immediately.

Stop the series after the next payment processes.

Payee From account Amount

Process date

11/30/2020

b. Decide if you would like to stop the series immediately or stop the

series after the next payment processes.

c. Click the Submit button.

Bill Payment: Edit or Stop a Recurring Payment
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Bill Payment

Payment Approval

Depending on which rights are assigned to the user, a payment can be designated
as “needs approval.” You can see notifications of payments awaiting approval in
the "Attention required” section. An authorized user must log in to approve each
transaction that meets a certain criteria.

Scheduled payments

Q Search filter & Print

Payee Amount Process date A
American Express $999.00 10/26/2020 © Details & Edit O stop
Check

Confrmation #:40

MasterCard $999.00 11/02/2020 © Details + Approve & Edit O stop
Check

Co?\:vmallon #41

Subtotal $1,998.00 Primary Checking *****1232

Total $1,998.00 Skipped payments not included in the total.

All transactions ‘ + Approve all ’ -@

Click the “Payments Awaiting Approval” link on the Home page.

A. Click the “Approve” link to authorize each transaction.

B. Click the Approve all button to approve all of the payments.

Bill Payment: Payment Approval
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Bill Payment

Calendar

Quickly view all of your scheduled payments, transfers and payroll.

ICalendar

[ All Transactions Payroll Deposits Bill Payments )

12

19

' All details . Total $6,943.00

€« October 2020 >

Monday Tuesday Wednesday Thursday Friday

+ Processed X
© Monday October 05, 2020
6 7 8
Payee Amount
Cellular One $65.00
Lease $1,200.00
14 15
L Total  $1,330.00 )
20 22 23
O =)
27 28 29 30
8 s

FRe =)

All Transactions Awaiting Approval  $1,499.00
All Scheduled Transactions $715.00
All Transactions Processed $4,729.00

Click the Calendar tab on the Home page.

A.
B.

o n

mom

Click each button to filter transactions.

Click the All details button to view additional details about the current
month’s transactions.

Click each transaction to view additional details.
Dark blue transactions have been processed.
Light blue transactions are pending.

Green transactions require additional action.

Bill Payment: Calendar



Bill Payment

Company Profile
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Easily change information associated with your account at Bell Bank by modifying

your company profile.

Company profile
Change company information

Company name: GULF COAST BANK

‘Address:*

123 MAIN ST

City:* State:"

ANYWHERE Louisiana

Phone number:*

Dual signatures required

e._( Require dual signatures )

I

Use the “Options” drop-down to select “Company Profile.”

1. Change the information that Bell Bank has on file for your company.

2. Decide if dual requirements are required by checking the box.

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

Bill Payment: Company Profile
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Bill Payment

Delete or Edit Bill Pay Accounts

Delete or edit your Bill Payment accounts through the Manage Bill Pay Accounts

function.
Default Nickname Account number Account type Status
® Primary 7841 Checking Approved

Checking

Default Account

Use the “Options” drop-down to select “Manage Bill Pay Accounts.”
A. Click the “Delete” link to remove the account from Bill Pay.

B. Click the “Edit” link to make changes to the account nickname.

Bill Payment: Delete or Edit Bill Pay Accounts
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Bill Payment

Modify User Permissions

You can monitor users that have access to your account. Using User Permissions,
you can give each user different accesses to your accounts, amount of debits
allowed and designate other permissions. Carefully consider each user’s
permissions.

Manage users

Last name First name User ID Last login
GULF COAST GULF COAST 2017116039763  N/A & Edi 1
BANK BANK 934928

Primary User

Use the “Options” drop-down to select “Manage users.

1.

v A W N

Edit Payment Permissions

Username ARA MCPHERSON

Usertype Custom

O =

Schedule bill payments

smedme [OPTISTREVE Schedule to specific bill payees

Establish payment caps

that payees.

©

Designate pay from accounts

Primary Checking -

Payment history
N J

Admin user list Cancel M

"

Click the “Permissions” link.

Select one of the categories across the top.
Enable or disable permissions.

Click the Save button when you are finished.

(Optional) Original permissions can be restored at any time by clicking
the Restore Permissions button. This applies to all elements of user
permissions for this particular user.

Bill Payment: Modify User Permissions
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Bill Payment

Personal Profile

It is important to keep the contact information about your company up to date
with Bell Bank. You can easily change these elements and personalize your Bill
Payment experience by following the steps below. The challenge phrases can also
be altered here.

(U Payments»  Payees»  Calendar  Options»

Welcome: Murphy Test ¥ Last login: 4:30 PM CT 7/28/2020

&Proflev  ® ChatNow & (0) ® Logout

( oJ View Contact Info )@
( © Default Page )@

(Contact Info ) Default page

Email Address Phone Numbers. Choose your default home page

Emall Address: Mobile Number:

NA

Calendar O Single Payment O Shortcut
Contact Phone 1:

A
Conac hone 2 3
A

eNotification Text Information

7 e

Short Text Address:

NA

- J

Click the “Profile” link on the Home page.
1. To update contact info:
a. Click the “View Contact Info” link.

b. Click the Edit button. Make your changes and click the Submit button
when you are finished.

2. Tochange your default page:
a. Click the “Default Page"” link.

b. Choose what page you prefer Bill Pay to open with such as Home,
Calendar, Single Payment or Shortcut. Click the Submit button when
you are finished.

Bill Payment: Personal Profile
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Bill Payment

e-Notifications

Bell Bank makes staying on top of payments and bills simple, but it becomes even
easier when you set up e-Notifications in your account. There are several triggers
that can send an e-Notification, so you are always aware of what is happening
with your accounts.

Events

With the Events features, you can develop customized communications to be
notified each time a particular event occurs through your Bill Payment account.

~

@-Notifications

Email address on file Short text address on file
N/A

——

Event Notifications
With Event Notifications, you can

A transaction needs approval

Send notification to

time a particular event occurs through your bill pay account.

v

Email Address

-

Notification has been activated and will be sent to:Erica@MCompany.com

A transaction exceeds a specified amount

Send notification to Category

Email Address v All Categories v
Payee or Account Amount

All Payees vl S

Use the “Options” drop-down to select “e-Notifications,” then click the Event
button.

1. Use drop-downs to create your custom event notifications. Click the Submit
button when you are finished.
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Logout

When you use the Logout feature, you can receive a customized email summary

of Bill Payment activities each time you exit Bill Payment.

e-Notifications
( Email address on file Short text address on file

N/A

=

Logout Notifications

Atthe end of each bill pay session, you can receive a customized email summary of your bill pay activities.

Please select which items you would like to receive each time you log out.

Send a List of the following:
Scheduled transactions
Added payees
Deleted payees

and

Added admin users

Use the “Options” drop-down to select “e-Notifications,” then click the Logout

button.

1. Enable or disable notifications on a particular feature when you logout.

2. Click the Submit button when you are finished making changes.
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Recurring

You can customize how often you receive email notifications on scheduled
payments and transaction history.

e-Notifications

Email address on file Short text address on file

N/A

T

Recurring Notifications

These email notifications will provide a list of bill pay information in which you customize how often it is received.

A list of all scheduled payments

How often

Select Frequency

Use the “Options” drop-down to select “e-Notifications,” then click the Recurring
button.

1. Using the drop-downs, select when you would like receive notifications about
scheduled payments and your transaction history.

2. C(lick the Submit button when you are finished making changes.
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Reminders

You can schedule reminders for when you send or receive payments.

e-Notifications
Email address on file Short text address on file

N/A

Reminders Notifications

You can schedule reminders for each time you need to schedule a payment or transfer funds.

© Add reminder ’I

Pay to Category Reminder date Frequency Send to
Add reminder X
What type of payee? *
e_ Bills v

Pick a payee *

Select Payee v
Send notification to *

Select Option v
Reminder frequency *

Select Frequency v

Use the “Options” drop-down to select “e-Notifications,” then click the Reminders
button.

1. Click the Add reminder button.

2. Using the drop-downs, create a custom reminder. Click the Submit button
when you are finished.
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Bill Payment

Reports

You can create a report or detailed overview of your spending habits to help you
better manage your finances. You can view them on your computer or download

them locally to your hard drive or device.

Reports
c—[ Payments Processed Payment Changes Payments Stopped Payees Added )
Payments Processed
All Users Scheduling User Approving User
Date Range
Current Month v _9
Start Date End Date
Start date & End date )
Create report

Use the “Options” drop-down to select “Reports.”

1. Choose a report type listed across the top.
2. Customize your report using the calendars and drop-downs. Click the Create
report button when you are finished.

Bill Payment: Reports
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