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Getting Started

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

By adding powerful commercial products and features, Alliance Bank provides
you with the complex tools your business needs to achieve its goals. Business
Digital Banking shares similar features with our personal accounts, but this guide
is designed to direct 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
Business Digital Banking process. If you have additional questions, contact us at
888.287.4094.
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Getting Started

Business Digital Banking Overview

Whether you're an enterprise, large corporation or small organization, our flexible
Business Digital Banking can efficiently serve you. Depending on your bank or
company policy, you may need to set up your sub-users and/or companies before
jumping into our state-of-the-art system.

Sub-Users

If your business only needs one person with access to Business Digital

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

For larger organizations, our system lets you establish multiple login IDs and
passwords for authorized employees. You can customize which employees
get access to different features or accounts within Business Digital Banking by
establishing user entitlements.

Companies

Companies are different entities owned or managed by one master user.
Business Digital Banking allows you to manage your companies, offering
centralized control to the parent company with the convenience of a single
banking system.

Getting Started: Business Digital Banking Overview



Getting Started

Transaction Type Overview

Both wire and ACH transfers are offered through Business Digital Banking.
Though both methods are quick, wires are the fastest way to transfer money
between accounts. ACH transactions can be sent as a single or batch process, and
funds are generally not available until the next business day.

Please contact us at 888.287.4094 for a full list of wire and ACH fees or if you have
any questions.

Getting Started: Transaction Type Overview



Getting Started

Out-of-Band Authentication

Out-of-Band Authentication (OOBA) is an additional security layer to validate your
login to Alliance Bank's digital banking. You can select to receive a phone call, text
message, or mobile app push to approve your login.

AUTHENTICATION SETUP
GOUNTRV

United States

CHONE NUMBER
Y

NICKNAME
° Erica

Your device's nickname is how it will be referenced when signing in later or
editing device settings.

Passwords are becoming increasingly easy to compromise. They can
often be stolen, guessed, and hacked. Our new enhanced authentication SELECT YOUR DEVICE
improves the security of your online accounts by using your phone to

verify your identity. This prevents anyone but you from accessing your

accounts, even if they know your password 2
L& ][ = ][=
You'll enter your username as usual, then use your mobile device to vrify
that its you before entering your password. O
an your device receive a text message? 9

VERIFY DEVICE

) We need to verify the setup of your device. We can call or text a
1 LETSCETSTARTED S verification code to use on the next step
TEXT ME
CALL ME

( Use other mobile device or landline )—Q

Sign in to digital banking like normal at alliancebanking.com or through your
mobile app.

1. Click the Let’s Get Started button.

2. (Optional) To set up a landline, click the “Use other mobile device or landline”
link.

3. Use the drop-down to select a country.
4. Enter the phone number.

5. Enter a nickname. If you set up multiple phone numbers on your profile for
OOBA use, the nicknames will display in a drop down list for easy reference.

6. Select a device.

Getting Started: Out-of-Band Authentication
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We need to verify the setup of your device. We can call or text a
verification code to use on the next step

PHONE NUMBER =
NICKNAME Erica
TEXT MESSAGE ON Yes
DEVICE SELECTED Android
Use other mobile device or landline
Enter the verification code that you received below: 'e
required
AUTHENTICATION SETUP VERIFICATION CODE

Didn't get a message? Resend Verification Code
Qf Enter the wrong phone number? Start the process over

° VERIFY DEVICE ~>

You have finished the enrollment process. You can add another
device now or complete the device setup for your account.

e—‘ ADD ANOTHER DEVICE '
10 COMPLETE SETUP

7. Select either Text Me or Call Me to receive a verification code.

8. Enter the verification code, then click the Verify Device button.
9. (Optional) Click the Add Another Device button to add another device.
10. Click the Complete Setup button when you are finished.

4 M
Note: By selecting “Remember This Device” on your login screen you
can bypass the OOBA requirement for future logins on that device
for the next twenty-four hours. It is device specific, so if you select

g Remember Device on your phone in the app, it will still require OOBA
on any other device (i.e. your office computer, etc.). If you clicked
“Remember This Device” but would like to again be prompted for a
code, please call us and we can reset your OOBA requirement.

Getting Started: Out-of-Band Authentication
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DUO Mobile

AUTHENTICATION SETUP

X

Duo Mobile is an application that runs on your phone and helps you
authenticate. Without it you'l still be able to log in using a phone call or
text message, but we strongly recommend that you use Duo Mobile to
authenticate quickly and easily.

WHY USE DUO MOBILE?

- Its fast & easy - one click Approval/Denial
+ Works in any country

+ Doesnit require cell service

INSTALL THE APP

Select "User Duo Mobile" and receive two text messages:

1. THE FIRST MESSAGE WILL CONTAIN A LINK TO INSTALL THE DUO
MOBILE APP. PLEASE CLICK THE LINK TO INSTALL THE APP.

2. THE SECOND MESSAGE WILL CONTAIN A LINK TO ACTIVATE YOUR
AACCOUNT. PLEASE CLICK THE LINK TO ACTIVATE YOUR ACCOUNT IN
THE DUO MOBILE APP.

SKIP THIS STEP >

Here you can enroll in the app Duo Mobile to log in quicker (it will send you
a push notification to your cell phone to accept/deny login instead of having
to key in a code). You can skip the Duo Mobile setup by clicking “SKIP THIS
STEP” at the bottom of the screen, and then your set-up will now complete.

If you selected the “USE DUO MOBILE" option you will receive a text message
with directions. Click the “Download Mobile App” link.

This will take you to the app store. Click to allow the link to open, then
download the Duo Mobile app.

Once installed, go back to the text message and click on “Activate the DUO
MOBILE APP” link which opens the Duo Mobile app. Now you will agree to
allow push notifications. Once you agree you will see the Alliance Bank listing
at the top of the screen. Now go back to your Alliance Bank app or login.

OOBA and Duo Mobile setup are now complete. You can choose to add
another device or to “Complete Setup.” If the user chooses to “Add Another
Device” they will prompted to complete steps 7-10 again on that device.

Now every time you login you will be asked to verify your login with either a
mobile app push (if opted into Duo Mobile), text, or phone call.

Getting Started: Out-of-Band Authentication
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Sub-Users

Sub-Users Overview

Depending on your number of employees, owners and company policies,
Business Digital Banking lets you set up multiple users with different
responsibilities. New users can be created with their own unique login IDs and
passwords.

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

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

* Accessing specific accounts for multiple entities.
* Managing users and templates.

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

Sub-Users: Sub-Users Overview
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Sub-Users Overview

The Sub-Users page lets you view all your existing sub-users in one, easy place.
From here, you can create sub-users, edit entitlements and oversee your
employees on a day-to-day basis.

SUB-USERS

/e John )
N

Click the “Manage Profile” link at the top of the side menu.
A. The following information presents for each sub-user:
* Name
* Email Address
¢ User Type
* Permissions

B. Clickthe 4+ icon to add a sub-user.

Sub-Users: Sub-Users Overview
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Adding a New Sub-User

You can set up a new sub-user by creating a new profile and assigning user
entitlements.

SUB-USERS

° John
>

CREATE NEW SUB-USER

2 COPY EVERYTHING FROM...

\—/

If you wish to copy account access and permissions from an existing sub-
user, you may select that sub-user here

required

FULL NAME

2

required

EMAIL ADDRESS

2

required

DISPLAY NAME

required

INVITE ANSWER

Click the “Manage Profile” link at the top of the side menu.
Click the + icon.
(Optional) Select a user to copy account access and permissions from.
Enter the user's full name.

1.

2.

3.

4. Enter the user's email address.
5. Enter the user's display name.
6.

Enter an invite answer. Sub-User will receive an email from no-reply@
alliancebanking.com with a link to complete set up of their sub-user profile.
This link will require the sub-user to input your Invite Answer. Make sure you
share this information in a timely manner.

Sub-Users: Sub-Users Overview
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o.
10.
11.

12.

-

Admin Sub-User

With this permission enabled, the sub-user will be promoted to a
sub-user admin, allowing them to edit, add, and delete lesser sub-
users.

o )

Give All Owner's Accounts O

With this permission enabled, the sub-user will be given access to all
of the owner’s accounts, including the permissions and limits for
those accounts.

Can Modify Transaction Category Name O

With this permission enabled, the sub-user will have the ability to
both add and modify categories assigned to account transactions.

New Credentials Required O
With this permission enabled, the sub-user will be required to create

new Digital Banking credentials to access any accounts which they

have been given access.

J

HAS ACCESS TO A

C + Grant Access to Accounts )

® e

CREATE NEW SUB-USER

v

SUB-USER CREATED

ADD ANOTHER SUB-USER | )

EDIT NEW SUB-USER

Select which permissions the user should have.

Click the “+ Grant Access to Accounts” link to select which accounts the user
has access to.

Click the Create Sub-User button.
(Optional) Click the Add Another Sub-User button to add another sub-user.
(Optional) Click the Edit New Sub-User button to edit the sub-user you just

Click the Close button when you are finished.

Sub-Users: Sub-Users Overview
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Sub-Users
Editing a Sub-User

You can make changes to existing sub-users at any time. This is especially
beneficial if someone’s job title changes or their approval limits need to be
adjusted.

SUB-USERS +

0_(0 John

N
/
N

Access Authentication
Permissions

JOHN PERMISSIONS
/o name I Savings
Holinbos ACCOUNT: *6767
DISPLAY NAME
Admin Sub-User (] =
win L thesubuser s subuseradin, a4 and dlte COPY PERMISSIONS FROM... *
lesser subusers.
If you wish to copy permissions from an existing sub-user, you may select
Can Modify Transaction Category Name (-] that sub-user here
the subu both add
AUTHENTICATION GENERAL
Out Of Band Authentication: User Demographics Update
s inadcs o View Account Details (]
Allows the user access to see the account listed, balances,
Out Of Band Authentication: Card Limit Suspension @) transactions, and transfer out if this permission is also granted
Qnofﬂ nd ” C) View Statements with Images (]
Allows the user to access statements with images
HAS ACCESS TO e
Savings (+6767) — MONEY MOVEMENT
Checking (+0705) Edit Remove
Checking (+0800) Edit Remove Transfer In [
Chacking (448) Fdk Renioré Allows the user to make inbound transfers to internal accounts
Loan (10500.20) -
Loan (40222:200) Edit Remove
Transfer Out
s S Allows the user to make outbound transfers to internal accounts

Click the “Manage Profile” link at the top of the side menu.

1. Click the sub-user you would like to edit.
2. Make the necessary changes to the sub-user.

3. Click the “Edit” link next to an account to edit a user’s permissions. Go to
page 16 for more information.

4. Click the “Remove” link next to an account to remove a sub-user’s access.

Sub-Users: Editing a Sub-User
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Part 1: Editing Sub-User Access

You can assign and edit a sub-user’s access rights. This helps you decide which
responsibilities and limitations a user can have regarding certain transactions.

PERMISSIONS

Authentication

Access Limits

Checking

ACCOUNT: *0705

EQPY PERMISSIONS FROM... D—g

If you wish to copy permissions from an existing sub-user, you may select
that sub-user here

fGENERAL \

View Account Details (]
Allows the user access to see the account listed, balances,
transactions, and transfer out if this permission is also granted

View Statements (-]
View Statements _e
View Statements with Images (]

Allows the user to access statements with images

View Notices (]
Allows the user to access notices

SAVE ALL PERMISSIONS

. Click the Access tab.

Select which features the sub-user will have access to.

A W N =

Click the Save All Permissions button when you are finished.

Sub-Users: Editing a Sub-User

(Optional) Select a user to copy account access and permissions from.
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Part 2: Editing Sub-User Limits

A user’s transaction limits can be adjusted, so you never have to worry about
the amount of transactions they make. You can set these restrictions for a daily,
weekly and monthly basis.

PERMISSIONS

Access Limits Authentication
SAM PERMISSIONS

Checking

ACCOUNT: *0705

(EXTERNAL TRANSFERS \
Transaction Limit Inbound
Limits the dollar amount of each external $300.00
transfer submitted by the user = R
Max I: $5,000.00 / 0: $5,000.00 Outbound

$0.00
Daily Inbound
Limits the dollar amount of external transfers $0.00 —e
submitted daily by the user
Max I: $10,000.00 / 0: $10,000.00 Outbound
$0.00
ACH BATCH
Transaction Limit Credit
Limits the dollar amount of credits and debits $0.00
submitted per transaction by the user S———

Max C : $100,000.00 / D : $100,000.00 Debit

SAVE ALL PERMISSIONS

1. Click the Limits tab.

2. Edit the maximum amounts a user can approve or draft for each transaction
type.
3. Click the Save All Permissions button when you are finished.

Sub-Users: Editing a Sub-User
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Part 3: Editing Sub-User Authentication

Decide which features will require additional authentication.

PERMISSIONS X

Access Authentication

SAM PERMISSIONS

Checking

ACCOUNT: *0705

fOUT OF BAND AUTHENTICATION

Positive Pay Exceptions - Save Decisions
quires additional authentication when a user makes a decision on
a positive pay exception

ACH Access O
Requires additional authentication when a user accesses ACH
features

ACH Approval O -9

Requires additional authentication when a user approves an ACH
batch

Tax Payment Approval O
quires additional authentication when a user approves a tax
payment

Wire Access O
Requires additional authentication when a user accesses wire
features

SAVE ALL PERMISSIONS

1. Click the Authentication tab.
2. Select which features will require additional authentication.

3. C(lick the Save All Permissions button when you are finished.

Sub-Users: Editing a Sub-User
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Sub-Users
Deleting a Sub-User

You have the ability to permanently delete a sub-user that is no longer needed.
This deletes their contact information from the Sub-Users page and deactivates
their Business Digital Banking login ID, but it does not erase the data from any
existing payments.

SUB-USERS 4

0_% John
N

v

° Permissions

FULL NAME
John Doe

DISPLAY NAME

Admin Sub-User

With th  the sub-user asubu 9 edit 2dd, and delete

lesser subusers

Can Modify Transaction Category Name [}
) the subuser assigned to account

With thi
transactions.

AUTHENTICATION

ant to delete this sub-user?

Out Of Band Authentication: User Demographics Update £y
3 DELETE [N
Out Of Band Authentication: Card Limit Suspension O
Out of Band @
HAS ACCESS TO
Savings ('6767)

Checking (*0705)
Checking (*0800)
Checking (+4435)
Loan (40500.20)

Loan (+0222:200)

Q_C DELETE THIS SUB-USER )

Click the “Manage Profile” link at the top of the side menu.

1. Click the sub-user you would like to delete.
2. Click the Delete This Sub-User button.
3. Click the Delete button.

Sub-Users: Deleting a Sub-User
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Company Management

Company Management Overview

If your business is a parent company and controls alternate companies, you can
create a separate profile for those entities. You can view, edit and administer
company information from the Company Management page.

COMPANY MANAGEMENT

Updated: Jul 21, 2021 8:39:10 AM

e ABC Company ID:
EIN: 123456789

Click the Company Management tab.

A. The following information presents for each subsidiary:
* Name
* |D Number
¢ EIN Number

B. Click the 5 icon to add a company.

Company Management: Company Management Overview
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Part 1: Adding a Company

COMPANY MANAGEMENT

Updated: Jul 21, 2021 8:39:10 AM @
e ABC Company ID:
EIN: 123456789
y ’ N
NEW COMPANY (ADDRESS ~
required
fequire ADDRESS 1
COMPANY NAME
required ADDRESS 2
SHORT NAME
The company's short name is the name displayed within an ACH file. required _o
CITY
required’
EMPLOYER ID NUMBER (EIN) )
required
The Employer Identification Number (EIN) is a unique 9-digit number STATE >
assigned by the IRS to a business entity for identification purposes.
required
ID NUMBER ‘ ZIP
N W
Use EIN as ID Number O
This option will determine whether the CompanyID on the NACHA
file uses the EIN or Identification Number field.

Click the Company Management tab.
1. Click the 55 icon to add a company.
2. Enter the company name.

3. Enter the company's short name. This short name is displayed within an ACH
file and has a 16 character limit.

4. Enter the employer ID number (EIN).

5. Enter the company's ID Number. This ID number is displayed within an ACH
file and is a 10-digit unique identifier.

6. (Optional) Check the box to use the EIN as the ID number. This option will
determine whether the Company ID on the NACHA file uses the EIN or
identification number field.

7. Enter the company's address.

Company Management: Company Management Overview



SUB-USERS ~

@_[ + Add Sub-Users ]

ACCOUNTS A

@_[ + Add Accounts ]

/Gram access to: \ /
All Accounts =]
SUB-USER > Use all accounts listed below
J
Checkin
N\ potegas.” o
Modify Company O \

- Allows the user to modify company details on the owner's company
Modify Participants O

Allows the user the ability to add, modify, and delete ACH
participants belonging to this company

J

2 C Dpoc

8. Toadd a new sub-user:
a. Click the "+ Add Sub-Users" link.
b. Select a sub-user.
€. Assign rights to the sub-user.
d. Click the Save button.

9. Toadd an account.
a. Click the "+ Add Accounts” link.
b. Select the accounts.
c. Click the Continue button.

10. Click the Next button.

Company Management: Company Management Overview



23

Part 2: Adding a New Participant

COMPANY PARTICIPANTS

q +Add Participant 1

SEARCH FOR...

Jane Doe 2 MAIN STREET
1D: 123456789 ANYWHERE, AL 55555

< CREATE PARTICIPANT

requirex
e— FULL NAME
e—{ IDENTIFICATION NUMBER )
"

~N

ADDRESS 1

ADDRESS 2

e__ cry

STATE >,

Click the + Add Participant button.

2. Enter their full name. Name can be input First Name Last Name or Last
Name, First Name.

(Optional) Enter their identification number.

(Optional) Enter their address.

Company Management: Company Management Overview
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require

d—(EMAIL ADDRESS )
Notify Via Email O]

49

ACCOUNT NAME

require
Send participant an email when any batches that participant is included in
are submitted / processed.

ACCOUNT TYPE

29

Universal Participant O

require
Universal participants are available to use for ACH batches related to any

of your companies. Leaving this option unchecked, will ensure this
participant will only be available to use with the current company.

® 0

ROUTING NUMBER

o)

PARTICIPANT'S ACCOUNTS: ~ require

g—‘ + Add Account

)

ACCOUNT NUMBER

4

-
N

+Add Participant

SEARCH FOR...

Jane Doe 2 MAIN STREET
1D: 123456789 ANYWHERE, AL 55555

5. (Optional) Enter their email address.

6. Check the box to send a participant an email when any batches that
participant is included in are submitted/processed.

7. Check the box to make a universal participant . A universal participant is
available to use for ACH batches related to any of your companies.

8. C(lick the "+ Add Account” link to add accounts to the participant.
9. Enter an account name.

10. Use the drop-down to select an account type.

11. Enter the routing number.

12. Enter the account number.

13. Click the Save button.

14. Click the Save button.

15. Click the Next button. If you are adding a Participant after Company set up,
you will click the Save All button instead of Next.

Company Management: Company Management Overview
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Part 3: Company Limits

A company's transaction limits can be adjusted. You can set these restrictions for
a daily, weekly and monthly basis.

< COMPANY LIMITS X
ACH BATCH
Batch Credit
Limits the dollar amount of credits and debits $0.00
submitted per batch by the user
Debit
$0.00
Daily Credit
Limits the dollar amount of credits and debits $0.00

submitted daily by the user

Debit
$0.00

Weekly Credit
Limits the dollar amount of credits and debits $0.00
submitted weekly by the user
Debit
$0.00
Monthly Credit
Limits the dollar amount of credits and debits $0.00
submitted monthly by the user
Debit
\- $000 /

CREATE COMPANY 2

1. Enter company limits for each type of transaction.

2. C(lick the Create Company button.

Company Management: Company Management Overview



26

Company Management
Editing a Company

If necessary, an authorized user can make changes to companies on the
Company Management page.

COMPANY MANAGEMENT

Updated: Jul 21, 2021 8:39:10 AM c

6 ABC Company ID:

EIN: 123456789

EDIT COMPANY

Details Participants Limits

COMPANY NAME
ABC Company

SHORT NAME
ABC

i’he company's short name is the name displayed within an ACH file.

EMPLOYER ID NUMBER (EIN)
123456789

The Employer Identification Number (EIN) is a unique 9-digit number
assigned by the IRS to a business entity for identification purposes.

ID NUMBER

Use EIN as ID Number (V)

This option will determine whether the CompanyID on the NACHA
file uses the EIN or Identification Number field.

ADDRESS »

1 Main Street

SAVE ALL

Click the Company Management tab.

ADDRESS 1 ‘

1. Select the company you want to edit.

2. Make the necessary changes and click the Save All button.

Company Management: Editing a Company
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ACH
New ACH Batch

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

Part 1: Creating an ACH Batch

ACH BATCHES

Next 7 days

NEW ACH BATCH X

What would you like to do?

AcH NEW ACH BATCH
Efﬁ Create a new ACH batch

NEW BATCH FROM TEMPLATE
5 Create a new ACH batch from an existing
template

aci| UPLOAD A FILE
ﬁ Upload a delimited or NACHA formatted
ACH file

i awi MANAGE ACH TEMPLATES
H @ E Create and edit ACH batch templates

1 MANAGE UPLOAD TEMPLATES
E E i Select this option to create a new File
"""" Upload template or manage existing
templates.

Click the ACH tab.
1. Click the fH icon.
2. Click the New ACH Batch button.

ACH: New ACH Batch
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NEW ACH BATCH

BATCH NAME
Test Batch

— U %

COMPANY
ABC Company

OFFSET ACCOUNT
Checking *****485

ENTRY DESCRIPTION
1234567899

The entry description is used by the originator to provide a description of
the transaction for the receiver (For example "Payroll" or "Dividend")

DISCRETIONARY DATA

Discretionary data includes reference information for use by the originator

ENTRY CLASS
Cash Concentration or Disbursement (CCD)

>

The entry class defines the type of ACH entries contained in the batch

ADD RECIPIENTS -

w

Enter a batch name.

»

Use the drop-down to select a company.

Use the drop-down to select an offset account.

o w

Enter an entry description.

Note: The entry description is a short (10-character) description that
informs the receiver of the transaction’s purpose. The receiver will

g be able to see this description. For example: payroll, purchase or gas
bill.

7. (Optional) Enter any discretionary data.
8. Use the drop-down to select an entry class.

9. C(lick the Add Recipients button.

ACH: New ACH Batch
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Part 2: Adding an Existing Participant

Selecting Add Participant(s) will provide a list of pre-created participants that can
be added to the batch.

ADD RECIPIENTS

Detail records can be created and added to the batch manually by
selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the
batch.

+ Add Detail Record(s) I G + Add Participant(s) I 1

SELECT PARTICIPANTS

SEARCH FOR...

Jane Doe 271972899
ID: 123456789 123456789

ADD SELECTED PARTICIPANTS ~>

1. Click the + Add Participant(s) button.
Select the participant you would like to add.

(Optional) Click the “+ Create New Participant & Add to Batch” link to add a
new participant. Go to page 23 for more information.

4. C(lick the Add Selected Participants button.

ACH: New ACH Batch
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Part 3: Adding a Detailed Record

Detail records can be created and added to the batch manually by selecting Add
Detail Record(s).

ADD RECIPIENTS

Detail records can be created and added to the batch manually by
selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the
batch.

1 [ + Add Detail Record(s) D I + Add Participant(s)

CREATE NEW DETAIL RECORD

required

FULL NAME 2

IDENTIFICATION }9

This is an identifying number by which the receiver is known to the
originator

AMOUNT
$0

Transaction Type:

Prenote O

Selecting this option will issue a test transaction to the receiving
financial institution to ensure validity of the account information for
this detail record.

1. Click the + Add Detail Record(s) button.

2. Enter their full name.

3. (Optional) Enter an identification number.

4. (Optional) Enter an amount.

5. Select a transaction type.

6. (Optional) Check the box to prenote a participant.

Note: Prenoting a participant will issue a test transaction to the
g receiving financial institution to ensure validity of the account
information.

ACH: New ACH Batch
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ROUTING NUMBER

required j

(NOTIFY VIA EMAIL

ACCOUNT

required j

required

ACCOUNT TYPE )

PAYMENT RELATED INFORMATION

Includes addenda record information, which is used to provide the
payment receiver with i with the i

Enter the routing number.

8. Enter the account number.

Enter an email address, for recipient to be notified of ACH batch
processing.

( SAVE AS PARTICIPANT
( SAVE & ADD ANOTHER

9. Use the drop-down to select an account type.

10.

11.
batch is processed.
12.

13.
another.

14. Click the Save button.

(Optional) Enter payment related information.

(Optional) Enter an email address for the recipient to notify them when a

Click the Save As Participant button to save the participant.

Click the Save & Add Another to save the current participant and add

ACH: New ACH Batch
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Part 4: Finalizing the ACH Batch

ADD RECIPIENTS

Detail records can be created and added to the batch manually by
selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the

batch.
[ + Add Detail Record(s) ‘ ‘ + Add Participant(s) |
‘SEARCH FOR... Q1=
D: 123456789 $1.00
271972899
123456789
B $1.00
271972899
987654321
Credits (2) Debits (0)
$2.00 $0.00

SCHEDULE BATCH - 2

1. Enter payment amounts for each recipient and select the payment type.

2. Click the Schedule Batch button.

ACH: New ACH Batch
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Part 5: Scheduling the ACH Batch

< SCHEDULE BATCH H SCHEDULE BATCH

Is this a One-Time or Recurring batch? Is this a One-Time or Recurring batch?
SCHEDULE TYPE . SCHEDULE TYPE
One-Time 1 Recurring

When should it occur? When should it occur?

EFFECTIVE DATE EFFECTIVE DATE
7/30/2021 E 07/22/2021 N

How often should it occur?

After Holiday @) OCCURRENCE
Payments that fall on a holiday or weekend will be paid the next available Monthl
business day Yy

END DATE
Approve on Submit O
@- Approved batches will no longer be available on the scheduled date after
bank processing is complete

7/31/2021

After Holiday
Payments that fall on a holiday or weekend will be paid the next available
business day

REVIEW BATCH >

Approve on Submit
Approved batches will no longer be available on the scheduled date after
bank processing is complete

REVIEW BATCH >

1. Use the drop-down to select a schedule type.

2. Select an effective date. Same day ACH Batches are available on a case by
case basis by request. Call 573-339-9690 to inquire about Same Day ACH.

3. For one-time ACH batches:

a. (Optional) Check the box to make payments that fall on a holiday or
weekend on the next available business day.

b. (Optional) Check the box to approve an ACH batch when it is submitted.
Approved batches will no longer be available on the scheduled date
after bank processing is complete.

4. For recurring ACH batches:
a. Use the drop down to select an occurrence.
b. Enter an end date.

c. (Optional) Check the box to make payments that fall on a holiday or
weekend on the next available business day.

d. (Optional) Check the box to approve an ACH batch when it is submitted.
Approved batches will no longer be available on the scheduled date
after bank processing is complete.

5. Click the Review Batch button.
ACH: New ACH Batch
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Part 6: Reviewing the ACH Batch

STATUS NEW
BATCH NAME Test Batch
OFFSETTING ACCOUNT Checking **+*485

ENTRY DESCRIPTION Test
BATCH EDITED
COMPANY NAME ABC Company

DISCRETIONARY DATA
N . Your batch has been successfully edited. You can create a new
ENTRY CLASS Cash Concentration or Disbursement (CCD) batch or save this batch as a template for use later on.

RECIPIENTS ~

CREATE NEW BATCH

“_ PARTICIPANT Jane Doe / $1.00 SAVE BATCH AS TEMPLATE
PARTICIPANT John Doe / $1.00
CLOSE WINDOW
SCHEDULING ~
SCHEDULE TYPE Recurring
EFFECTIVE DATE 7/31/2021
OCCURRENCE Monthly
END DATE 9/30/2021
HOLIDAY Before
APPROVE No

SUBMIT

Review the batch information and click the Submit button.

Click the Create New Batch button to create another batch.

Click the Save Batch as Template button to save a batch as a template.

A W N =

Click the Close Window button to return to the ACH overview page.

ACH: New ACH Batch
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ACH

Creating an ACH Template

If you have frequent repeating payments, 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.

Part 1: Creating an ACH Template

ACH BATCHES

NEW ACH BATCH X MANAGE ACH TEMPLATES

What would you like to do?

{7, CREATE NEW TEMPLATE
{eF | Create anew ACH batch template 3

NEW ACH BATCH
Create a new ACH batch

{7X,  EDIT EXISTING TEMPLATE
i @ | Editan existing ACH batch template

il NEW BATCH FROM TEMPLATE

Create a new ACH batch from an existing
template

< NEW ACH TEMPLATE X

AcH UPLOAD A FILE

i Upload a delimited or NACHA formatted
ACH file

i} MANAGE ACH TEMPLATES

| Create and edit ACH batch templates Templates are used to quickly create new ACH batches by

automatically filling out most of the fields required to complete
the process.

Let's start with giving the template a name:

NEW TEMPLATE NAME

Payroll

Use a template name that will be easily recognizable for you and others
such as "Weekly Payroll"

Click the ACH tab.
1. Click the f§ icon.
. Click the Manage ACH Templates button.

2
3. C(lick the Create New Template button.
4. Enter atemplate name.

5

. Click the Next button.
ACH: Creating an ACH Template
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NEW BATCH TEMPLATE

COMPANY .
P ABC Company .

OFFSET ACCOUNT .
Checking *****485 ’

®

°

ENTRY DESCRIPTION J

The entry description is used by the originator to provide a description of
the transaction for the receiver (For example "Payroll" or "Dividend")

°

DISCRETIONARY DATA J

Discretionary data includes reference information for use by the originator

o

ENTRY CLASS 9]

The entry class defines the type of ACH entries contained in the batch

11 ADD RECIPIENTS ->

6. Use the drop-down to select a company.
7. Use the drop-down to select an offset account.

8. Enter an entry description.

Note: The entry description is a short (10-character) description that
informs the receiver of the transaction’s purpose. The receiver will

E%l be able to see this description. For example: payroll, purchase or gas
bill.

9. (Optional) Enter any discretionary data.
10. Use the drop-down to select an entry class.

11. Click the Add Recipients button.

ACH: Creating an ACH Template
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Part 2: Adding an Existing Participant

Selecting Add Participant(s) will provide a list of pre-created participants that can
be added to the batch.

ADD RECIPIENTS

Detail records can be created and added to the batch manually by
selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the
batch.

+ Add Detail Record(s) I G + Add Participant(s) l 1

SELECT PARTICIPANTS

SEARCH FOR...

Jane Doe 271972899
ID: 123456789 123456789

ADD SELECTED PARTICIPANTS ~>

1. Click the + Add Participant(s) button.
Select the participant you would like to add.

(Optional) Click the “+ Create New Participant & Add to Batch” link to add a
new participant. Go to page 23 for more information.

4. Click the Add Selected Participants button.

ACH: Creating an ACH Template
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Part 3: Adding a Detail Record

Detail records can be created and added to the batch manually by selecting Add
Detail Record(s).

ADD RECIPIENTS

Detail records can be created and added to the batch manually by
selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the
batch.

1 l + Add Detail Record(s) D I + Add Participant(s)

CREATE NEW DETAIL RECORD

required

FULL NAME 2

IDENTIFICATION }9

This is an identifying number by which the receiver is known to the
originator

AMOUNT
$0

Transaction Type:

Prenote O
Selecting this option will issue a test transaction to the receiving

financial institution to ensure validity of the account information for

this detail record.

1. Click the + Add Detail Record(s) button.

2. Enter their full name.

3. (Optional) Enter an identification number.

4. (Optional) Enter an amount.

5. Select a transaction type.

6. (Optional) Check the box to prenote a participant.

Note: Prenoting a participant will issue a test transaction to the
receiving financial institution to ensure validity of the account

E?—J information. An amount should not be entered when prenote is
checked. If an amount is entered along with the prenote, only the
prenote will process.

ACH: Creating an ACH Template
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required

ROUTING NUMBER

required

ACCOUNT

requ\red'

ACCOUNT TYPE

@ % 6 9

TN N Y )

PAYMENT RELATED INFORMATION

N\ N\ I\

Includes addenda record information, which is used to provide the
payment receiver with remittance i with the tr

NOTIFY VIA EMAIL j

Enter an email address, for recipient to be notified of ACH batch
processing.

SAVE AS PARTICIPANT )
SAVE & ADD ANOTHER )

Enter the routing number.
Enter the account number.
Use the drop-down to select an account type.
(Optional) Enter payment related information.

(Optional) Enter an email address for the recipient to notify them when a
batch is processed.

Click the Save As Participant button to save the participant.

Click the Save & Add Another to save the current participant and add
another.

Click the Save button.

ACH: Creating an ACH Template
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Part 4: Finalizing an ACH Template

< ADD RECIPIENTS c

Detail records can be created and added to the batch manually by
selecting Add Detail ing Add ici will
provide a list of pre-created participants that can be added to the
batch.
+ Add Detail Record(s) l ‘ + Add Participant(s) I
SEARCH FOR... Q1=
John Doe
o $1.00 )—"
Debit
271972899
123456789
Credits (1) Debits (0)
$1.00 $0.00

CONTINUE > 3

1. (Optional) Enter payment amounts for each recipient. If recipient will receive
different amounts each batch, leave the template amount at $0.00.

2. Select a payment type

3. Click the Continue button.

ACH: Creating an ACH Template
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Part 5: Reviewing an ACH Template

a_

SAVE ACH TEMPLATE

1.
2.

< REVIEW TEMPLATE

TEMPLATE NAME
OFFSETTING ACCOUNT
ENTRY DESCRIPTION
COMPANY NAME
DISCRETIONARY DATA

ENTRY CLASS

RECIPIENTS

PARTICIPANT

TOTALS

CREDITS (1)

DEBITS (0)

Payroll
Checking *****485

ABC Company

John Doe / $1.00

$1.00
$0.00

X

COMPLETE X

TEMPLATE CREATED

Your template has been successfully created. You can create a
new batch using your new template, create another new
template, or close this window.

CREATE NEW BATCH WITH TEMPLATE

CREATE NEW TEMPLATE

K CLOSE WINDOW 4

Review the template information and click the Save ACH Template button.

Click the Create New Batch with Template button to create a new batch

using the template.

Click the Create New Template button to create a new template.

Click the Close Window button to return to the ACH overview page.

ACH: Creating an ACH Template
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ACH

Initiating a Template

Using templates for recurring payments reduces mistakes and saves you time.

Part 1: Initiating a Template

ACH BATCHES

Next 7 days

NEW ACH BATCH CHOOSE TEMPLATE
What would you like to do?
SEARCH ‘
Payroll 3
7o NEW ACH BATCH Created: Jul 22,2021 by Murphy & Co. Business
L Create a new ACH batch
< NEW BATCH FROM TEMPLATE X
NEW BATCH FROM TEMPLATE foATCH NAME N
i Create anew ACH batch from an existing Payroll
’ template
COMPANY 5
ABC Company
UPLOAD A FILE
OFFSET ACCOUNT
Upload a delimited or NACHA formatted Checking *+***485 3>
ACH file
alance O
fould you like the system to automatically balance your batch?
{77Al  MANAGE ACH TEMPLATES required
i@ | Createand edit ACH batch templates ENTRY DESCRIPTION
he entry description is used by the originator to provide a description of
Ihe transaction for the receiver (For example "Payroll or "Dividend’)

DISCRETIONARY DATA

biscretionary data includes reference information for use by the originator

required
>

ENTRY CLASS

X enty class defines the type of ACH entries contained nthe batch

Click the ACH tab.

1. Click the & icon.

2. Click the New Batch From Template button.
3. Select the template you would like to use.
4

. Edit or add any necessary information. Go to page 28 for more information
about creating an ACH batch.

5. Click the Add Recipients button.

ACH: Initiating a Template
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< ADD RECIPIENTS c

SCHEDULE BATCH ~>

/Detail records can be created and added to the batch manually by R
lecting Add Detail lecting Add Partici) will

provide a list of pre-created participants that can be added to the _e

batch.
\| + Add Detail Record(s) | l + Add Participant(s) ‘ 1

SEARCH FOR... ‘ Q IF
e N

;JDc?hn Doe $1.00
’ 271972899 _0
\ 123456789 Y,
Credits (1) Debits (0)
$1.00 $0.00

g 8

(Optional) Add additional recipients. Go to page 29 for more information

about adding recipients.

(Optional) Edit your recipients amounts if not input on template. Go to page
40 for more information about Finalizing an ACH Template.

Click the Schedule Batch button.

ACH: Initiating a Template
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Part 2: Scheduling an ACH Batch

< SCHEDULE BATCH H SCHEDULE BATCH

Is this a One-Time or Recurring batch? Is this a One-Time or Recurring batch?
SCHEDULE TYPE . SCHEDULE TYPE
One-Time 1 Recurring

When should it occur? When should it occur?

EFFECTIVE DATE EFFECTIVE DATE
7/30/2021 = 07/22/2021 .
How often should it occur?

After Holiday @) OCCURRENCE
Payments that fall on a holiday or weekend will be paid the next available Monthl
business day Yy

END DATE
7/31/2021

bank processing is complete

Approve on Submit O
@- Approved batches will no longer be available on the scheduled date after

After Holiday

Payments that fall on a holiday or weekend will be paid the next available
business day

REVIEW BATCH >

Approve on Submit

Approved batches will no longer be available on the scheduled date after
bank processing is complete

REVIEW BATCH >

1. Use the drop-down to select a schedule type.

2. Select an effective date. Same day ACH Batches are available on a case by
case basis by request. Call 573-339-9690 to inquire about Same Day ACH.

3. Forone-time ACH batches:

a. (Optional) Check the box to make payments that fall on a holiday or
weekend on the next available business day.

b. (Optional) Check the box to approve an ACH batch when it is
submitted. Approved batches will no longer be available on the
scheduled date after bank processing is complete.

4. Forrecurring ACH batches:
a. Use the drop-down to select an occurrence.
b. Enter an end date.

c. (Optional) Check the box to make payments that fall on a holiday or
weekend on the next available business day.

d. (Optional) Check the box to approve an ACH batch when it is
submitted. Approved batches will no longer be available on the
scheduled date after bank processing is complete.

5. Click the Review Batch button.
ACH: Initiating a Template
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Part 3: Reviewing an ACH Batch

< REVIEW BATCH X
STATUS NEW
BATCH NAME Test Batch
OFFSETTING ACCOUNT Checking *****485
ENTRY DESCRIPTION Test
COMPANY NAME ABC Company

DISCRETIONARY DATA

ENTRY CLASS Cash Concentration or Disbursement (CCD)
RECIPIENTS ~

PARTICIPANT Jane Doe / $1.00

PARTICIPANT John Doe / $1.00
SCHEDULING ~
SCHEDULE TYPE Recurring
EFFECTIVE DATE 7/31/2021
OCCURRENCE Monthly
END DATE 9/30/2021
HOLIDAY Before
APPROVE No

SUBMIT

Review the batch information and click the Submit button.

P won o

- —i
v

BATCH EDITED

Your batch has been successfully edited. You can create a new
batch or save this batch as a template for use later on.

CREATE NEW BATCH

SAVE BATCH AS TEMPLATE

CLOSE WINDOW

Click the Create New Batch button to create another batch.
Click the Save Batch as Template button to save a batch as a template.

Click the Close Window button to return to the ACH overview page.

ACH: Initiating a Template



46

ACH
Editing an ACH Template

Easily edit a template when changes are necessary.

ACH BATCHES

Next 7 days

NEW ACH BATCH X MANAGE ACH TEMPLATES

What would you like to do?

SEARCH

Payroll
Created: Jul 22, 2021 by Murphy & Co. Business

acn] NEW ACH BATCH
L Create a new ACH batch

< EDIT BATCH TEMPLATE X

Details Recipients
NEW BATCH FROM TEMPLATE
i Create a new ACH batch from an existing
’ template TOTALS &
CREDITS (1) $1.00
DEBITS (0) $0.00
UPLOAD A FILE
Upload a delimited or NACHA formatted -
ACH file TEMPLATE NAME
Payroll
,,,,,, COMPANY 5
{"7in] MANAGE ACH TEMPLATES ABC Company
i@ | Createand edit ACH batch templates
OFFSET ACCOUNT 5
< MANAGE ACH TEMPLATES X

Y,  CREATE NEW TEMPLATE
ar i Create a new ACH batch template

E: EDIT EXISTING TEMPLATE
! Editan existing ACH batch template

Click the ACH tab.
1. Click the f§ icon.
Click the Manage ACH Templates button.

Click the Edit Existing Template button.

Select the template you would like to edit.

v A W N

Make the necessary changes and click the Save button.

ACH: Editing an ACH Template
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ACH

Deleting an ACH Template

Delete an unnecessary template. Once a template is deleted, previous payments
using the template do not change.

ACH BATCHES

Next 7 days

NEW ACH BATCH X MANAGE ACH TEMPLATES

What would you like to do?

CREATE NEW TEMPLATE
Create a new ACH batch template

an] NEW ACH BATCH
L Create a new ACH batch

7™ EDIT EXISTING TEMPLATE
i @ | Editan existing ACH batch template
NEW BATCH FROM TEMPLATE
i Create a new ACH batch from an existing
’ template
< MANAGE ACH TEMPLATES X
UPLOAD A FILE SEARCH

Upload a delimited or NACHA formatted —

ACH file
Payroll o 4
Created: Jul 22, 2021 by Murphy & Co. Business

MANAGE ACH TEMPLATES
Create and edit ACH batch templates

{ 0 s template. This action cannot be
undone. Would you like to continue?

Click the ACH tab.
1. Click the f§ icon.
Click the Manage ACH Templates button.

Click the Edit Existing Template button.

Click the : icon and select “Delete Template.”

v A W N

Click the Yes button.

ACH: Deleting an ACH Template
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ACH
ACH File Upload

ACH File Upload allows you to upload properly formatted NACHA ACH files
generated from your accounting software.

The following validations are performed on uploaded ACH files:
* File structure
* Record field validations (record length, alphanumeric, special characters)
* File balanced utilizing an offset account available in digital banking
* SECwas enabled by your financial institution
* Batch and File Control Totals equal contents of file
* Hash totals equal contents of file
* Dollar Limits are within Business and User aggregate ACH limits

* Company Names and IDs match what was set up by your financial
institution

* Effective Date is within permitted date range
* Business Cutoff
* ACH Debit and Credit Lead Days
* Same Day ACH Cutoff

Note: ACH Upload functionality conforms to NACHA guidelines.
These guidelines have been established to help financial institutions

[?—J mitigate security and financial risk. Some accounting systems are not
as stringent when formatting their files.

ACH: ACH File Upload
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Common conditions that cause ACH upload errors:

The use of special characters.

Effective date out of range: Some accounting software will produce a
file with an effective date outside the parameters set by the bank. The
Business Account holder will need to choose a new effective date.

Company Name and ID do not match: Company Name and ID found
in batch header must match the one enabled for your business by your
financial institution. Values must be identical.

Batch unbalanced: The system was unable to detect an offset
transaction with the amount equal to the total amount of transactions
within the batch. The file could also contain an account that was set up
in digital banking by your financial institution. If no offset transaction is
identified, the app will prompt the user to select from a list of entitled
accounts. The system then inserts the offset transaction using the
selected account in order to make the batch balanced.

Block count: Total number of records in the file (include all headers
and trailer) must be evenly divisible by ten. If not, additional records
consisting of all nines are added to the file after the initial nine record to
fill out the block ten. Platform allows validation of nine records.

SEC code not supported: Common issue, typically resolved by entitling
the business permission to upload such SEC type.

After the uploaded ACH file is accepted, it is available for processing by the
financial institution.

ACH: ACH File Upload
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Creating a Template for Delimiter Separated File Uploads

Create a template to map uploaded ACH delimited files.

ACH BATCHES

Next 7 days

NEW ACH BATCH

What would you like to do?

NEW DELIMITER SEPARATED

TEMPLATE _e
Select this option to create a new template

NEW ACH BATCH for Delimiter Separated file uploads

Create a new ACH batch

EDIT UPLOAD TEMPLATES
1 Select this option to modify or delete
=" existing file upload templates

aci}  NEW BATCH FROM TEMPLATE
3 %}2 i Create a new ACH batch from an existing

template

UPLOAD A FILE
Upload a delimited or NACHA formatted

ACH file
{""an} MANAGE ACH TEMPLATES
i @ i Create and edit ACH batch templates

i MANAGE UPLOAD TEMPLATES
i =] i Select this option to create a new File
"""" Upload template or manage existing
templates.

Click the ACH tab.

1. Click the g icon.

2. C(lick the Manage Upload Templates button.

3. Click the New Delimiter Separated Template button.

ACH: ACH File Upload
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< UPLOAD TEMPLATE DETAILS
Save Settings as a New Template:

TEMPLATE NAME
New Payroll Template

Select the fields contained in the Delimiter Separated file and place
them in the order they exist from left to right. If you would like to
ignore a field, insert a Filler notation.

Amount Required
Receiver Account Required
Receiver Full Name Required

Routing # (w/Check) Required

(s 3¢

Number of Header Rows to Skip:

+ Insert New Field

HEADER ROWS

Amount Excludes Decimals

NN

4. Enter a template name.

SUCCESS

v

TEMPLATE SUCCESSFULLY SAVED

CLOSE WINDOW

5. Arrange the fields in the order they appear in your file from left to right.

Arrange the fields by clicking on the

correct location.

button and dragging the field to the

6. (Optional) Click the “+ Insert New Field” link to insert a new field. If you would
like to ignore a field, insert a “Filler” notation.

7. (Optional) Enter the number of header rows to skip.

8. (Optional) Check the box to exclude decimals in the amounts.

9. C(lick the Save button.
10. Click the Close Window button.

ACH: ACH File Upload
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Editing a Template for Delimiter Separated File Uploads

ACH BATCHES

Next 7 days -

NEW ACH BATCH

EDIT UPLOAD TEMPLATES

What would you like to do?

(New Payroll Template

Test Payroll Template

NEW ACH BATCH Test Payroll Template 2

Create a new ACH batch
< UPLOAD TEMPLATE DETAILS

Save Settings as a New Template:

NEW BATCH FROM TEMPLATE

i {,2 i Create a new ACH batch from an existing

_______ ' amilan TEMPLATE NAME
emplate New Payroll Template

UPLOAD A FILE Select the fields contained in the Delimiter Separated file and place
them in the order they exist from left o right. If you would like to
Upload a delimited or NACHA formatted ignore a field, insert a Filler notation.

ACH file

Amount Required

Receiver Account Required

i acul MANAGE ACH TEMPLATES
: & | Createand edit ACH batch templates Recelver Full Name Required

Routing # (w/Check) Required

MANAGE UPLOAD TEMPLATES ") Inzert New Fleld
Select this option to create a new File
Upload template or manage existing

templates. Number of Header Rows to Skip:

HEADER ROWS

< MANAGE FILE TEMPLATES Amount Excludes Decimals O

s rLAITER SEPARATED
TEMPLATE

Select this option to create a new template
for Delimiter Separated file uploads

EDIT UPLOAD TEMPLATES
Select this option to modify or delete
existing file upload templates

Click the ACH tab.
Click the EH icon.
Click the Manage Upload Templates button.

Click the Edit Upload Templates button.

Select the template you would like to edit.

u A W N =

. Make the changes and click the Save button.

ACH: ACH File Upload
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Deleting a Template for Delimiter Separated File Uploads

ACH BATCHES

Next 7 days -

NEW ACH BATCH X MANAGE FILE TEMPLATES

What would you like to do?

i NEW DELIMITER SEPARATED
i TEMPLATE

et Select this option to create a new template
AcH NEW ACH BATCH for Delimiter Separated file uploads
L Create a new ACH batch

»1 EDIT UPLOAD TEMPLATES

________ 1 =] i Select this option to modify or delete 3
sl NEW.BATCH FROMTEMBLATE: | il | || teoect existing file upload templates

idh | Createanew ACH batch from an existing
"""" template

EDIT UPLOAD TEMPLATES

AcH UPLOAD A FILE
1T Upload a delimited or NACHA formatted
ACH file

New Payroll Template
Test Payroll Template

Test Payroll Template 2

MANAGE ACH TEMPLATES
i Create and edit ACH batch templates

o delete the Test Payroll Template

% MANAGE UPLOAD TEMPLATES

i Select this option to create a new File 5 DELETE
" Upload template or manage existing

templates.

Click the ACH tab.
1. Click the f§ icon.
. Click the Manage Upload Templates button.

. Clickthe ¢ icon next to the template you would like to delete and select
“Delete Template.”

2
3. C(lick the Edit Upload Templates button.
4

5. Click the Delete button.

ACH: ACH File Upload
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Uploading a Delimiter Separated File

ACH BATCHES

Next 7 days -

NEW ACH BATCH X < UPLOAD FILE X

What would you like to do?

aci|  NEW ACH BATCH
L Create a new ACH batch

You can upload a NACHA formatted file or a delimited file to

{"ienl  NEW BATCH FROM TEMPLATE begin creating a new ACH batch. To begin please select a file to
i <P | Createanew ACH batch from an existing upload.
"""" template
Need help determining which type of file you have? Please consult your
o UPLOAD A FILE software's documentation.
i Upload a delimited or NACHA formatted
ACH file

MANAGE ACH TEMPLATES
Create and edit ACH batch templates (

-

MANAGE UPLOAD TEMPLATES
Select this option to create a new File
Upload template or manage existing
templates.

Click the ACH tab.

1. Click the fH icon.

2. Click the Upload A File button.

3. Click the Select A File button to upload a file.
4. Click the Next button.

ACH: ACH File Upload
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UPLOAD DETAILS

Choose a layout template to apply (optional):

5 LAYOUT TEMPLATE )

Heads up! Applying a template will remove any layout that you may have
created below.

Select the fields contained in the Delimited file and place them in the
order they exist from left to right. If you would like to ignore a field,
insert a Filler notation

'Amount Required
Receiver Account Required

Receiver Full Name Required

outing # (w/Check) Required

+ Insert New Field

2

Select a Delimiter:

DELIMITER
Comma ()

s

Number of Header Rows to Skip:

EADER ROWS

mount Excludes Decimals

N0 N AN N

22

fave Settings as a New Template:
NEW TEMPLATE NAME

f you would like to save the selected fields, their order, and the additional
upload information for easier importing in the future, you can save the
ettings as a new template or update an existing template.

(Optional) Use the drop-down to select a layout template. Applying a
template will remove any layout that you may have created below.

Arrange the fields in the order they appear in your file from left to right.

(Optional) Click the “+ Insert New Field” link to insert a new field. If you would
like to ignore a field, insert a “Filler” notation.

Use the drop-down to select a delimiter.
(Optional) Enter the number of header rows to skip.
(Optional) Check the box to exclude decimals in the amounts.

(Optional) If saving the upload as a template, enter a template name and
click the Save Template button.

Click the Read File button.

ACH: ACH File Upload
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UPLOAD DETAILS < REVIEW FILE UPLOAD X
ACH COMPANY > FILE Payroll-sample.csv
ABC Company
ACH COMPANY ABC Company
OFFSETTING ACCOUNT Checking *****485
OFFSETTING ACCOUNT
Checking ***+*485 D EFFECTIVE DATE 07/23/2021
O TOTALS ~
) CREDITS (0) $0.00
DEBITS (1) $25.00
Another Recipient $25.00
987654321 271972899
RECIPIENTS ~
ANOTHER RECIPIENT 987654321 / $25.00

SUBMIT FILE
FILE UPLOAD COMPLETE X

v/

FILE SUCCESSFULLY UPLOADED

Your file has been successfully uploaded. You can close this
wizard to view your uploaded content, or you can upload
another file.

@—[ UPLOAD NEW FILE J

’I 9 CLOSE WINDOW

13. Use the drop-down to select an ACH company.

14. Use the drop-down to select an offset account.

15. (Optional) Check the “Approve” box.

16. Click the Next button.

17. Review the upload and click the Submit File button.

18. To upload another file, click the Upload New File button.

19. Click the Close Window button to return to the ACH overview page.

ACH: ACH File Upload
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Uploading a NACHA Formatted File

ACH BATCHES

Next 7 days

NEW ACH BATCH X UPLOAD FILE

What would you like to do?

aci|  NEW ACH BATCH
L Create a new ACH batch

You can upload a NACHA formatted file or a delimited file to

{77l NEW BATCH FROM TEMPLATE begin creating a new ACH batch. To begin please select a file to
i <P | Createanew ACH batch from an existing upload.
"""" template
Need help determining which type of file you have? Please consult your
o UPLOAD A FILE software's documentation.
i Upload a delimited or NACHA formatted
ACH file

acii  MANAGE ACH TEMPLATES

H & | Createand edit ACH batch templates ( )’_e

23 i MANAGE UPLOAD TEMPLATES
i =] i Select this option to create a new File
"""" Upload template or manage existing
templates.

Click the ACH tab.

1. Click the f§ icon.

2. Click the Upload A File button.

3. Click the Select A File button to upload a file.
4. Click the Next button.

ACH: ACH File Upload
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UPLOAD DETAILS

va
Batch Information

File Information

ACH COMPANY
Alliance Bank

OFFSETTING ACCOUNT )

Payroll *****980

The following batches were found in your file. Please select the ones
you would like to include:

EQUITY BANK TEST
1D: 190487

TEST

INVALID DATE - ADJUSTED TO NEXT AVAILABLE EFFECTIVE DATE

EQUITY BANK TST2 TEST2
1D: 190488 $0.00

4
Effective: 07/20/2022 $0.04

INVALID DATE - ADJUSTED TO NEXT AVAILABLE EFFECTIVE DATE

FILE UPLOAD COMPLETE

v

FILE SUCCESSFULLY UPLOADED

Your file has been successfully uploaded. You can close this
wizard to view your uploaded content, or you can upload
another file.

UPLOAD NEW FILE

D

12 CLOSE WINDOW

$0.04
Effective: 07/20/2022 $0. 0 8

< REVIEW FILE UPLOAD

FILE
NACHA TEST 3 - MULTIPLE BATCHES WITH OFFSET BEING
2ND BATCH.ach
ACH COMPANY Alliance Bank

OFFSETTING ACCOUNT Payroll ***+980

EQUITY BANK TEST d
ENTRY DESCRIPTION TEST
DISCRETIONARY DATA

SEC PPD
EFFECTIVE DATE 07/20/2022
COMPANY ID 1234567890
EQUITY BANK TST2 ¥
ENTRY DESCRIPTION TEST2
DISCRETIONARY DATA

SEC ccp
EFFECTIVE DATE 07/20/2022
COMPANY ID 1234567890

SELECT APPROVERS 0

5. (Optional) Click the Batch Information tab to view information about the

batch.

. Use the drop-down to select an ACH company.

6
7. Use the drop-down to select an offsetting account
8

. (Optional) Click the box to select or deselect a batch.

9. Click the Next button.
10. Click the Select Approvers button.

11. To upload another file, click the Upload New File button.

12. Click the Close Window button to return to the ACH overview page.

ACH: ACH File Upload
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ACH
Editing an ACH Batch

You can edit any pending ACH batch.

ACH BATCHES

Next 7 days >

Updated: Jul 22, 2021 11:33:14 AM C
APPROVED
NO DESC.2031033 $0.00 e 1
Effective: 07/23/2021 $25.00

ABC Company

EDIT ACH BATCH

Details Recipients Schedule

TOTALS ~
CREDITS (1) $1.00
DEBITS (1) $1.00

BATCH NAME

Test Batch

COMPANY N

e_ ABC Company
OFFSET ACCOUNT 5
Checking *****485
N g J

Click the ACH tab.

1. Clickthe $ icon next to the ACH Batch you would like to edit and select
“View/Edit Batch.”

2. Make the necessary changes and click the Save button.

ACH: Editing an ACH Batch
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ACH
Deleting an ACH Batch

You can delete pending transactions up until their process date.

ACH BATCHES

Next 7 days >

Updated: Jul 22, 2021 11:33:14 AM c
APPROVED
NO DESC.2031033 $0.00 o 1
Effective: 07/23/2021 $25.00

ABC Company

DELETE BATCH
You are about to delete this batch. This action cannot be
undone. Would you like to continue?

o -

Click the ACH tab.

1. Click the : icon next to the ACH Batch you would like to delete and select
“Delete Batch.”

2. Click the Yes button.

ACH: Deleting an ACH Batch
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ACH
Approving an ACH Batch

You can approve any pending ACH batch.

ACH BATCHES

Next 7 days >

Updated: Jul 22, 2021 11:33:14 AM c
APPROVED
NO DESC.2031033 $0.00
Effective: 07/23/2021 $25.00
ABC Company
UNAPPROVED
New Batch $1.00
Effective: 07/22/2021 $0.00
ABC Company
SAVED FOR LATER

Payroll $1.00
ABC Company $0.00

1 APPROVE ALL

rove all items in the list?

3 JLITO A CANCEL

Click the ACH tab.
1. To approve all unapproved batches, click the Approve All button.

2. To approve a single batch, click the i icon next to the ACH Batch you would
like to approve and select “Approve Batch.”

3. Click the Approve button.

ACH: Approving an ACH Batch
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AUTHENTICATE X

SELECT A DEVICE

®

For added security we have enabled Multi-Factor
Authentication (MFA) for our users.

r DEVICE

Erica's Android
N

)

( Remember Device

)

CONFIRM VIA

we can call the device.

We need to confirm that you have access to the selected device by

sending a passcode via a third-party application or via text message, or

s

N

Dﬂ

Passcode via

<

Phone Call

ENTER PASSCODE

Enter the passcode from the Duo mobile app
Choose to receive a one-time passcode via text

PASSCODE

Y 7Y

Select a device.

Enter the passcode.

® N o u A

Click the Submit button.

ACH: Approving an ACH Batch

Select a delivery method for the passcode.

(Optional) Check the box to remember your device.

©0

©o
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ACH

Reversing an ACH Batch

You can reverse any processed ACH batch. ACH Reversals should only be
processed if any entry or file was processed in error. If the processed ACH was
a debit, it is best to wait a couple of business days to verify the ACH will not be
returned by the receiving bank. Call 573-339-9690 with any questions.

ACH HISTORY

Last 7 days >

Updated: Jul 26, 2021 9:38:45 AM e
NO DESC.2031033 $25.00

Effective: 07/23/2021 $25.00 ©5 1
ABC Company

SELECT RECIPIENTS X SCHEDULE REVERSAL

When should this reversal occur?

Please select which Participants and Detail Records to include

in this batch reversal: SELECT DATE 4
07/27/2021 &
SEARCH FOR... ‘ Q
All Selected 4
o Another Recipient $25.00
ID: 271972899

987654321

Credits to be Reversed (0) Debits to be Reversed (1)
$25.00

SCHEDULE REVERSAL > REVIEW REVERSAL > 5

Click the ACH tab.

1. Clickthe § icon next to the ACH Batch you would like to reverse and select
“Reverse Batch.”

Select which transactions you would like to reverse.
Click the Schedule Reversal button.

Select a reversal date.

wos WwN

Click the Review Reversal button.

ACH: Reversing an ACH Batch
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< REVIEW BATCH REVERSAL

STATUS

BATCH NAME
OFFSETTING ACCOUNT
ENTRY DESCRIPTION

COMPANY NAME

e_ DISCRETIONARY DATA
ENTRY CLASS Prearranged Payment & Deposit (PPD)

RECIPIENTS

PARTICIPANT

Select a device.

® N o

NO DESC.2031033
Checking *****485

Another Recipient / $25.00

APPROVE AND SUBMIT >

X

AUTHENTICATE X]

For added security we have enabled Multi-Factor
Authentication (MFA) for our users.

SELECT A DEVICE
(" bevice
Erica's Android
N
4 :
S Remember Device O
CONFIRM VIA

We need to confirm that you have access to the selected device by
sending a passcode via a third-party application or via text message, or

we can call the device.

r N\
g Q

Passcode via
Text

Ao i

Phone Call

ENTER PASSCODE

Enter the passcode from the Duo mobile app
Choose to receive a one-time passcode via text

PASSCODE )

0o

Y 7

LX)

Review the batch reversal and click the Approve and Submit button.

. (Optional) Check the box to remember your device.

9. Select a delivery method for the passcode.

10. Enter the passcode.
11. Click the Submit button.

ACH: Reversing an ACH Batch
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ACH

Tax Payments

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

TAX PAYMENTS 1 -F 2

$ QR DEIAI X

Select a tax form:
TAX FORM
11-C
Company Information _e
COMPANY >
We will walk you through the steps to create a new tax ABC Company
payment. First, tell us what kind of tax document you
IDENTIFICATION (EIN)
need to file. 123456789
require
IRS FORM >
(& J
require < REVIEW TAX PAYMENT X
COMPANY »>
_ IRS Form 11-C
Not sure which document you need to file? Contact
your financial institution. Company ABC Company
Identification (EIN) 123456789
Tax Information Cash Bond Payment
e{ ) Tax Period End Date 7/31/2021
Payment Account Checking _6
Payment Date 8/31/2021
Payment Amount $1.00

APPROVE AND SUBMIT

Click the ACH tab.
. Click the Ejg icon.

Use the drop-down to select an IRS form.

Use the drop-down to select a company.

Click the Next button.

Fill out the appropriate information and click the Next button.

o U A W N =

Review the tax payment information and click the Approve and Submit

button. ACH: Tax Payments
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7
8
9
10.

Select a device.

Enter the passcode.

AUTHENTICATE X

For added security we have enabled Multi-Factor
Authentication (MFA) for our users.

SELECT A DEVICE

DEVICE
Erica’'s Android

)

o)

L
Remember Device

©0

CONFIRM VIA

We need to confirm that you have access to the selected device by
sending a passcode via a third-party application or via text message, or

we can call the device.

r R
o | w
Rasicodens Phone Call
N /

ENTER PASSCODE

Enter the passcode from the Duo mobile app
Choose to receive a one-time passcode via text

PASSCODE

Y 7

(Optional) Check the box to remember your device.

Select a delivery method for the passcode.

11. Click the Submit button.

ACH: Tax Payments
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Wires

New Domestic Wire

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

All wires initiated through Digital Banking will be verified by the bank with a
callback to an authorized company officer.

WIRE TRANSFERS

Allitems -

WIRE SETUP X < NEW WIRE X

WHAT WOULD YOU LIKE TO DO? What kind of wire would you like to create?

NEW WIRE
':[r'3 Create a new wire

DOMESTIC WIRE
Create a new domestic wire

7% NEW TEMPLATE
! ':ﬂ:‘ i Createanew wire template

INTERNATIONAL WIRE
Create a new international wire

NEW FROM TEMPLATE

Create a new wire from an existing
template

{7"%  EDIT TEMPLATE
i @ : Edit an existing wire template

Click the Wires tab.

1. Click the g icon.

2. Click the New Wire button.

3. Click the Domestic Wire button.

Wires: New Domestic Wire
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Part 1: Recipient Information

C BANK ROUTING #
o_‘/ requlred)
COMPANY >

N C BANK NAME
e—( ACCOUNT ,equ.@) C

NG ACCOUNT #
@_‘( AMGUNT requxred) C

NG ACCOUNT TYPE

RECIPIENT INFORMATION -
[ BANK ADDRESS 1 \

0_1( NAME requvred)

N

N BANK ADDRESS 2
ADDRESS 1
BANK CITY
ADDRESS 2 _m
e_ BANK STATE
CITY
BANK ZIP
STATE J
BENEFICIARY FINANCIAL INSTITUTION e

\ Zip 1) INTERMEDIARY BANK v

O )
DESCRIPTION
. C
Please indicate purpose (ex. real estate, investments, etc.)

4. Use the drop-down to select a company.

5. Use the drop-down to select an account.

6. Enter an amount.

7. Enter the recipient's name.

8. Enter the recipient’s address.

9. Enter a description.

10. Enter the recipient’s bank’s routing number.

11. Enter the recipient's bank’s name.

12. Enter the recipient’s account number.

13. Use the drop-down to select an account type.

14. (Optional) Enter the recipient’s bank’s address.

15. (Optional) Go to page 69 for information about adding beneficiary and

intermediary institutions.
16. Click the Continue button.

Wires: New Domestic Wire
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Part 2: (Optional) Beneficiary and Intermediary Institutions

When sending a wire, the beneficiary financial institution is the final bank that
receives the funds. Some financial institutions use an in-between third-party
bank called an intermediary to process funds. If your receiving bank requires an
intermediary, you will need the financial institution’s wire routing number and
address.

BENEFICIARY FINANCIAL INSTITUTION

INTERMEDIARY BANK

C

BENEFICIARY FINANCIAL INSTITUTION ~ INTERMEDIARY BANK *

GSANK NAME

(BANK ROUTING #

BANK NAME

BANK ROUTING #

J NSNS

REF CODE GEF CODE

e 4 h
ADDRESS 1 ADDRESS 1
ADDRESS 2 ADDRESS 2

6_ cITY cITY _®

STATE STATE

2 J ]|\ J
1. Click the wv icon to enter the beneficiary financial institution’s information.
2. Enter the beneficiary's name.
3. Enter the beneficiary's routing number.
4. Enter areference code.
5. Enter the beneficiary’s address.
6. Clickthe v icon to enter the intermediary bank’s information.
7. Enter the intermediary bank’s name.
8. Enter the intermediary bank’s routing number.
9. Enter areference code.
10. Enter the intermediary bank’s address.
11. Click the Continue button.

Wires: New Domestic Wire
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Part 3: Schedule Wire Payment

Future dated wire transfers will be made available to the bank for processing at 4

AM CST on the date selected.

Approved wire transfers will no longer be editable on the scheduled date after

bank processing is complete.

< NEW DOMESTIC WIRE

SCHEDULE

When should it occur?

DATE
7/26/2021 (Immediately)

Future dated wire transfers will be made available to the bank for
processing at 4:00:00 AM CT on the date selected.

after bank processing is complete.

‘Approve
Approved wire transfers will no longer be editable on the scheduled date

3 CONTINUE >

1. Select a date.

2. (Optional) Check the box to approve the wire transfer.

3. Click the Continue button.

Wires: New Domestic Wire
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Part 4: Review Wire Payment

< REVIEW X
ACCOUNT Checking *4485
AMOUNT $1.00 J
COMPANY ABC Company
ALL DONE!
RECIPIENT INFORMATION 4
SUCCESSFULLY CREATED NEW WIRE
SCHEDULE s
If you would like to save the information in this wire for future use, you can
save it as a template.
WHEN Future
Future dated wire transfers will be made available to the bank for
processing at 4:00:00 AM CT on the date selected. SAVE WIRE AS TEMPLATE
DATE 8/20/2021
SET UP A WIRE TRANSFER
Approved wire transfers will no longer be editable on the scheduled date
after bank processing is complete.

. Review the wire transfer and click the Create Wire button.

Click the Save Wire As Template button to save the wire as a template.

Click the Set Up A Wire Transfer button to create a new wire transfer.

A W N =

Click the Close button to close the window.

Wires: New Domestic Wire
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Wires

New International Wire

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

WIRE TRANSFERS

All items -

WIRE SETUP NEW WIRE

WHAT WOULD YOU LIKE TO DO? What kind of wire would you like to create?

NEW WIRE
I:Ir.]I: Create a new wire

DOMESTIC WIRE
Create a new domestic wire

7% NEW TEMPLATE
! EGD i Createanew wire template

INTERNATIONAL WIRE
Create a new international wire

{7"%  EDIT TEMPLATE
i @ : Edit an existing wire template

NEW FROM TEMPLATE
Create a new wire from an existing
template

Click the Wires tab.
1. Click the g icon.
2. Click the New Wire button.

3. C(lick the International Wire button.

Wires: New International Wire



Part 1: Recipient Information

© N o u A

9.

NEW INTERNATIONAL WIRE

| company

v
required)

- AccounT

requlred)

(59| AmounT

requlved)

7 CURRENCY
(USD) US Dollars

BENEFICIARY

8 NAME

require:

)
)

P | ACCOUNT #

require

)

U0} | ACCOUNT TYPE

requires

ADDRESS 1

ADDRESS 2

ADDRESS 3

|

DESCRIPTION
Please indicate purpose (ex. real estate, investments, etc.)

Use the drop-down to select a company.
Use the drop-down to select an account.

Enter an amount.

(Optional) Use the drop-down to select a currency.

Enter the beneficiary’'s name.

Enter the beneficiary’s account number.

10. Use the drop-down to select an account type.

11. Enter the beneficiary’s address.

12. Enter a description.

73

Wires: New International Wire



74

13.
14.
15.
16.
17.
18.

19.

‘ BENEFICIARY FINANCIAL INSTITUTION @+®

BENEFICIARY FINANCIAL INSTITUTION ~

required
BANK NAME

required
SWIFT/BIC
C REF CODE )

Ve
ADDRESS 1
ADDRESS 2
ADDRESS 3
\
(u.s. INTERMEDIARY BANK v
\_FOREIGN INTERMEDIARY BANK v

O D

Click the @ icon to enter the beneficiary’s financial institution.

@ © 069

Enter the beneficiary's bank’s name.

Enter the beneficiary's bank's SWIFT/BIC number.
(Optional) Enter a reference code.

(Optional) Enter the beneficiary’s bank’s address.

(Optional) Go to page 75 for information about adding intermediary
institutions.

Click the Continue button.

Wires: New International Wire
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Part 2: (Optional) Intermediary Institutions

Some financial institutions use an in-between third-party bank called an
intermediary to process funds. If your receiving bank requires an intermediary,
you will need the financial institution’s wire routing number and address.

U.S. INTERMEDIARY BANK

FOREIGN INTERMEDIARY BANK

C

U.S. INTERMEDIARY BANK ]

FOREIGN INTERMEDIARY BANK

(BANK NAME
BANK NAME

(SW[FT/BIC
BANK ROUTING #
CREF CODE
BANK ADDRESS 1
ADDRESS 1

BANK ADDRESS 2

ADDRESS 2
BANK ADDRESS 3

ADDRESS 3

To enter a U.S. intermediary bank, click the w icon.
Enter the intermediary bank’s name.

Enter the intermediary bank’s routing number.

Enter the intermediary bank’s address.

To enter a foreign intermediary bank, click the v icon.
Enter the foreign intermediary bank’s name.

Enter the foreign intermediary bank’s SWIFT/BIC number.
Enter a reference code.

Enter the foreign intermediary bank’s address.

S 9 O N v AWM=

0. Click the Continue button.

Wires: New International Wire
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Part 3: Schedule Wire Payment

Future dated wire transfers will be made available to the bank for processing at
4AM CT on the date selected.

Approved wire transfers will no longer be editable on the scheduled date after
bank processing is complete.

NEW INTERNATIONAL WIRE

SCHEDULE

When should it occur?

DATE
7/27/2021 (Immediately) -

Future dated wire transfers will be made available to the bank for
processing at 4:00:00 AM CT on the date selected.

Approve O
Approved wire transfers will no longer be editable on the scheduled date
after bank processing is complete.

CONTINUE ~>

1. Select a date.
2. (Optional) Check the box to approve the wire transfer.

3. Click the Continue button.

Wires: New International Wire
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Part 4: Review Wire Payment

ACCOUNT Checking *4485
AMOUNT $1.00 J
COMPANY ABC Company
ALL DONE!
BENEFICIARY -
SUCCESSFULLY CREATED NEW WIRE

BENEFICIARY FINANCIAL INSTITUTION v

If you would like to save the information in this wire for future use, you can

save it as a template.
SCHEDULE fos
WHEN Future SAVE WIRE AS TEMPLATE
Future dated wire transfers will be made available to the bank for
processing at 4:00:00 AM CT on the date selected. SET UP A WIRE TRANSFER
DATE 8/27/2021

CREATE WIRE

. Review the wire transfer and click the Create Wire button.

Click the Save Wire As Template button to save the wire as a template.

Click the Set Up A Wire Transfer button to create a new wire transfer.

A wN s

Click the Close button to close the window.

Wires: New International Wire
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Wires

Creating a Domestic Wire Template

If you have frequent repeating payments, 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.

Part 1: Recipient Information

WIRE TRANSFERS

All items >

WIRE SETUP NEW TEMPLATE

WHAT WOULD YOU LIKE TO DO? What would you like to do?

NEW WIRE {7"% NEW DOMESTIC WIRE
AP | Createa new wire i gk i TEMPLATE
fooeees ' Create a new domestic wire template
| ooy NEWTEMPLATE 7Y, NEW INTERNATIONAL WIRE
i a9k | Create a new wire template idh! TEMPLATE
""" ===~ Create a new international wire template

"X, EDIT TEMPLATE
1@ | Editan existing wire template

Click the Wires tab.
1. Click the E5 icon.
2. C(lick the New Template button.

3. C(lick the New Domestic Wire Template button.

Wires: Creating a Domestic Wire Template
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NEW DOMESTIC WIRE TEMPLATE X
BANK ROUTING #

required
COMPANY

BANK NAME

N

NN

required
ACCOUNT
ACCOUNT #
AMOUNT
) ACCOUNT TYPE
RECIPIENT INFORMATION ~ N
BANK ADDRESS 1
NAME )
N BANK ADDRESS 2
ADDRESS 1
BANK CITY '@
ADDRESS 2
BANK STATE
CITY
BANK ZIP
STATE /
BENEFICIARY FINANCIAL INSTITUTION v
P INTERMEDIARY BANK 2

J

z
\\
—(DESCRIPTION ) (

Please indicate purpose (ex. real estate, investments, etc.)

®© N o v &

16.

Use the drop-down to select a company.
Use the drop-down to select an account.
(Optional) Enter an amount.

(Optional) Enter the recipient’'s name.
(Optional) Enter the recipient’s address.

(Optional) Enter a description.

. (Optional) Enter the recipient's bank’s routing number.
1.
12.
13.
14.
15.

(Optional) Enter the recipient’s bank’s name.

(Optional) Enter the recipient's account number.
(Optional) Use the drop-down to select an account type.
(Optional) Enter the recipient’s bank’s address.

(Optional) Go to page 80 for information about adding beneficiary and
intermediary institutions.

Click the Continue button.

Wires: Creating a Domestic Wire Template
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Part 2: (Optional) Beneficiary and Intermediary Institutions

When sending a wire, the beneficiary financial institution is the final bank that
receives the funds. Some financial institutions use an in-between third-party
bank called an intermediary to process funds. If your receiving bank requires an
intermediary, you will need the financial institution’s wire routing number and
address.

BENEFICIARY FINANCIAL INSTITUTION

INTERMEDIARY BANK

C

BENEFICIARY FINANCIAL INSTITUTION ~ INTERMEDIARY BANK *
BANK NAME ) BANK NAME
BANK ROUTING # ) (BANK ROUTING #
REF CODE ) GEF CODE
(ADDRESS'I \ [ADDRESS'I \
ADDRESS 2 ADDRESS 2
9_ cITy cITY
STATE STATE
zip zIP
N J o J
1. Clickthe v icon to enter the beneficiary financial institution’s information.
2. Enter the beneficiary's name.
3. Enter the beneficiary’s routing number.
4. Enter areference code.
5. Enter the beneficiary’s address.
6. Clickthe s icon to enter the intermediary bank's information.
7. Enter the intermediary bank’s name.
8. Enter the intermediary bank’s routing number.

©

Enter a reference code.
10. Enter the intermediary bank’s address.

11. Click the Continue button.
Wires: Creating a Domestic Wire Template
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Part 3: Template Name

NEW DOMESTIC WIRE TEMPLATE

SAVE AS A TEMPLATE

require
1 TEMPLATE NAME D

1. Enter a template name.

2. Click the Continue button.

Wires: Creating a Domestic Wire Template



Part 4: Review Wire Template

< REVIEW X
ACCOUNT Checking *0705
COMPANY ABC Company J
SAVE AS A TEMPLATE [
a— NAME Test Domestic Wire Template SUCCESSFULLY CREATED NEW TEMPLATE

Approved wire transfers will no longer be editable on the scheduled date

after bank processing is complete.
SET UP A WIRE TRANSFER 2

1. Review the wire template and click the Create Template button.

2. C(lick the Set Up A Wire Transfer button to create a new wire transfer.

3. Click the Close button to close the window.

Wires: Creating a Domestic Wire Template
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Wires

Creating an International Wire Template

If you have frequent repeating payments, 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.

Part 1: Recipient Information

WIRE TRANSFERS

Allitems -

WIRE SETUP

WHAT WOULD YOU LIKE TO DO? What would you like to do?
NEW WIRE
'{If‘ Create a new wire

7Y, NEW TEMPLATE
{9F | Create anewwire template

"X, EDIT TEMPLATE
1@ | Editan existing wire template

1 NEW DOMESTIC WIRE
TEMPLATE

Create a new domestic wire template

. NEW INTERNATIONAL WIRE
i TEMPLATE

' Create a new international wire template

Click the Wires tab.
1. Click the 3 icon.
2. C(lick the New Template button.

3. C(lick the New International Wire Template button.

Wires: Creating an International Wire Template
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< NEW INTERNATIONAL WIRE TEMPLATE X

required
COMPANY 3
required
ACCOUNT ;
—CAMOU NT

CURRENCY
(USD) US Dollars

BENEFICIARY

NAME

ACCOUNT #

)
y
)
)
ACCOUNT TYPE j
)

ADDRESS 1

ADDRESS 2

@ 0060 90060

N e e N e

ADDRESS 3

DESCRIPTION

®

Please indicate purpose (ex. real estate, investments, etc.)

Use the drop-down to select a company.
Use the drop-down to select an account.
(Optional) Enter an amount.

(Optional) Use the drop-down to select a currency.

© N o v A

(Optional) Enter the beneficiary’s name.

9. (Optional) Enter the beneficiary's account number.

10. (Optional) Use the drop-down to select an account type.
11. (Optional) Enter the beneficiary’s address.

12. (Optional) Enter a description.

Wires: Creating an International Wire Template
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14.
15.
16.
17.
18.

19.

85

BENEFICIARY FINANCIAL INSTITUTION

o

BENEFICIARY FINANCIAL INSTITUTION

required
BANK NAME

required
SWIFT/BIC

CREF CODE

ADDRESS 1

ADDRESS 2

ADDRESS 3
U.S. INTERMEDIARY BANK
FOREIGN INTERMEDIARY BANK

(Optional) Click the ° icon to enter the beneficiary's financial institution.

(Optional) Enter the beneficiary’s bank’s name.

(Optional) Enter the beneficiary’s bank’s SWIFT/BIC number.
(Optional) Enter a reference code.

(Optional) Enter the beneficiary’s bank’s address.

(Optional) Go to page 86 for information about adding intermediary
institutions.

Click the Continue button.

Wires: Creating an International Wire Template
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Part 2: (Optional) Intermediary Institutions

Some financial institutions use an in-between third-party bank called an
intermediary to process funds. If your receiving bank requires an intermediary,
you will need the financial institution’s wire routing number and address.

U.S. INTERMEDIARY BANK

FOREIGN INTERMEDIARY BANK

C

U.S. INTERMEDIARY BANK 2 FOREIGN INTERMEDIARY BANK
(BANK NAME
BANK NAME
(SW[FT/BIC
BANK ROUTING #

(REF CODE
BANK ADDRESS 1

ADDRESS 1

BANK ADDRESS 2

ADDRESS 2
BANK ADDRESS 3

ADDRESS 3

To enter a U.S. intermediary bank, click the w icon.
Enter the intermediary bank’s name.

Enter the intermediary bank’s routing number.

Enter the intermediary bank’s address.

To enter a foreign intermediary bank, click the v icon.
Enter the foreign intermediary bank’s name.

Enter the foreign intermediary bank’s SWIFT/BIC number.
Enter a reference code.

Enter the foreign intermediary bank’s address.

S 9 ® N o Uy A WwDN =

0. Click the Continue button.

Wires: Creating an International Wire Template
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Part 3: Template Name

NEW INTERNATIONAL WIRE TEMPLATE

SAVE AS A TEMPLATE

required:
1 TEMPLATE NAME

2 D)

1. Enter a template name.

2. Click the Continue button.

Wires: Creating an International Wire Template



Part 4: Review Wire Template

< REVIEW X
ACCOUNT Checking *4485
COMPANY ABC Company
SAVE AS A TEMPLATE

NAME Test International Wire Template

a_

Approved wire transfers will no longer be editable on the scheduled date
after bank processing is complete.

CREATE TEMPLATE

v/

ALL DONE!

SUCCESSFULLY CREATED NEW TEMPLATE

SET UP A WIRE TRANSFER

1. Review the wire template and click the Create Template button.

2. (lick the Set Up A Wire Transfer button to create a new wire transfer.

3. Click the Close button to close the window.

Wires: Creating an International Wire Template
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Wires

Initiating a Template

Using templates for recurring payments reduces mistakes and saves you time.

Part 1: Initiating a Template

WIRE TRANSFERS

WIRE SETUP

WHAT WOULD YOU LIKE TO DO?

NEW WIRE
'{J]:' Create a new wire

7™ NEW TEMPLATE
PR create anewwire template

"X, EDIT TEMPLATE
1@ | Editan existing wire template

< NEW WIRE X

What kind of wire would you like to create?

N DOMESTIC WIRE
] Create a new domestic wire

INTERNATIONAL WIRE
Create a new international wire

NEW FROM TEMPLATE

Choose a template to create a new wire:

SEARCH

Test International Wire Template

Checking 4485 International >

Test Domestic Wire Template

Checking *0705 Domestic >

Create a new wire from an existing
““““ template
< NEW WIRE FROM TEMPLATE NEW DOMESTIC WIRE

required
>

COMPANY

required
ACCOUNT 2

required

AMOUNT

\RECIPIENT INFORMATION ~

Click the Wires tab.
1. Click the E5 icon.
Click the New Wire button.

wos WwN

Click the New From Template button.
Select the template you would like to use.

Edit or add any necessary information and click the Continue button. Go to

page 68 for more information about creating a domestic wire or page 73 for

an international wire.

Wires: Initiating a Template
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Part 2: Scheduling a Wire
< NEW DOMESTIC WIRE

SCHEDULE

When should it occur?

DATE
7/26/2021 (Immediately)

)

Future dated wire transfers will be made available to the bank for
processing at 4:00:00 AM CT on the date selected.

after bank processing is complete.

‘Approve
Approved wire transfers will no longer be editable on the scheduled datt

)

8 CONTINUE >

. Select a date.

. Click the Continue button.

Select a device.

Enter the passcode.

Click the Submit button.

Wires: Initiating a Template

X

AUTHENTICATE X

For added security we have enabled Multi-Factor
Authentication (MFA) for our users.

SELECT A DEVICE

(" oevice
Erica's Android
N

)

)

I
Remember Device
-

60

CONFIRM VIA

We need to confirm that you have access to the selected device by
sending a passcode via a third-party application o via text message, or

we can call the device.
0" || @
Passcode via
Text Phone Call

N )

ENTER PASSCODE

Enter the passcode from the Duo mobile app
Choose to receive a one-time passcode via text

PASSCODE )

Y 7

(Optional) Check the box to approve the wire transfer.

(Optional) Check the box to remember your device.

Select a delivery method for the passcode.
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Part 3: Reviewing a Wire

ACCOUNT Checking *4485
AMOUNT $1.00 J
COMPANY ABC Company
ALL DONE!
RECIPIENT INFORMATION 4
@_ SUCCESSFULLY CREATED NEW WIRE
SCHEDULE s
If you would like to save the information in this wire for future use, you can
save it as a template.
WHEN Future

Future dated wire transfers will be made available to the bank for

processing at 4:00:00 AM CT on the date selected. SAVE WIRE AS TEMPLATE

DATE 8/20/2021
SET UP A WIRE TRANSFER

Approved wire transfers will no longer be editable on the scheduled date
after bank processing is complete.

CREATE WIRE

14. Review the wire transfer and click the Create Wire button.

15. Click the Save Wire As Template button to save the wire as a template.
16. Click the Set Up A Wire Transfer button to create a new wire transfer.

17. Click the Close button to close the window.

Wires: Initiating a Template



Wires

Editing a Wire Template

Easily edit a template when changes are necessary.

WIRE TRANSFERS

WIRE SETUP X

WHAT WOULD YOU LIKE TO DO?

NEW WIRE
Create a new wire

NEW TEMPLATE
Create a new wire template

< EDIT TEMPLATE

Choose a template to edit:

SEARCH ANY FIELD

Test International Wire Template
Checking #4485

INTERNATIONAL )—e

Test Domestic Wire Template

Checking *0705 DOMESTIC

EDIT TEMPLATE

Edit an existing wire template

Click the Wires tab.
1. Click the f5 icon.

2. C(lick the Edit Template button.

3. Select the template you would like to edit.

Wires: Editing a Wire Template
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N o un M

< EDITING DOMESTIC TEMPLATE X < REVIEW

TEMPLATE NAME

Test Domestic Wire Template

ACCOUNT

COMPANY

COMPANY
ABC Company

e— ACCOUNT
Checking *4485

AMOUNT

RECIPIENT INFORMATION

(6]

CONTINUE >

> UPDATE TEMPLATE

NAME

after bank processing is complete.

v/

ALL DONE!

SUCCESSFULLY UPDATED TEMPLATE

‘ SET UP A WIRE TRANSFER '

7 I

CLOSE

Checking *4485

ABC Company

Test Domestic Wire Template

Approved wire transfers will no longer be editable on the scheduled date

UPDATE TEMPLATE

Make the necessary changes and click the Continue button.

Review the wire template and click the Update Template button.

Click the Set Up A Wire Transfer button to create a wire transfer.

Click the Close button to close the window.

Wires: Editing a Wire Template
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Wires

Deleting a Wire Template

Delete an unnecessary template. Once a template is deleted, previous payments
using the template do not change.

IRE TRANSFERS

WIRE SETUP X EDIT TEMPLATE

WHAT WOULD YOU LIKE TO DO?

Choose a template to edit:
SEARCH ANY FIELD

NEW WIRE
'%' Create a new wire
Test International Wire Template
Checking *4485 INTERNATIONAL

Test Domestic Wire Template
Checking 0705 DOMESTIC

7Y, NEW TEMPLATE
{9P | createanewwire template

plate. This action cannot be

'Y, EDIT TEMPLATE

1@ | Editan existing wire template 4 YES m

Click the Wires tab.
1. Click the E5 icon.
2. C(lick the Edit Template button.

3. Clickthe : icon next to the template you would like to delete and select
“Delete Template.”

4. Click the Yes button.

Wires: Deleting a Wire Template
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Wires
Editing a Wire

You can edit any pending wire transfer.

WIRE TRANSFERS + 7 WIRE TRANSFER DETAILS
Allitems ® Unapproved

Updoted: 12,2021 22500 P @ B ) > i
A—— N i
CChecking - *448!

Jane Doe $1.00 ecking - #4485
Checking - *4485 DOMESTIC > $1.00
Tansacton Date: 07/27/2021 Schedul Date: 0772772021 212772021 23137 PM
o0 company

/ MCompanyBusiness
Jane Doe

$1.00
Checking-*4485

Transaction Date: 07/27/2021 ‘Schedule Date: 08/27/2021
ABC Company
UNAPPROVED
John Doe

$1.00
Checking -#4485 DOMESTIC >
Transaction Date: 07/26/2021 RECIPIENT N
ABC Company

BANK INFORMATION

SREROVEALT BENEFICIARY FINANCIAL INSTITUTION

< EDITING DOMESTIC WIRE X < EDITING DOMESTIC WIRE X

COMPANY 4 SCHEDULE
ABC Company

When should it occur?

- DATE
e_ ‘ Checking #4485 ’ 07/27/2021 (Immediately) E _o

Future dated wire transfers will be made available to the bank for
g';"‘(’)g'“ processing at 4:00:00 AM CT on the date selected.

RECIPIENT INFORMATION ~ Approve

Approved wire transfers will no longer be editable on the scheduled date
CONTINUE ~> after bank processing is complete.
CONTINUE ~>

Click the Wires tab.

1. Select the wire transfer you would like to edit.
. Click the Edit button.

2
3. Make the necessary changes and click the Continue button.
4

. Make the necessary changes and click the Continue button.

Wires: Editing a Wire
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5.
6.
7.
8.
o.
1

9_‘/ DEVICE )
Erica's Android
N
r
N
7 I

O/
O/

AUTHENTICATE X

For added security we have enabled Multi-Factor
Authentication (MFA) for our users.

SELECT A DEVICE

Remember Device O )

CONFIRM VIA

We need to confirm that you have access to the selected device by
sending a passcode via a third-party application or via text message, or

we can call the device.

e N

Passcode via Phone Call

Ao |

ENTER PASSCODE

Enter the passcode from the Duo mobile app
Choose to receive a one-time passcode via text

PASSCODE )

ACCOUNT Checking *4485
AMOUNT $1.00
COMPANY ABC Company
RECIPIENT INFORMATION v
SCHEDULE ~
WHEN Now

Y 7

Select a device.

UPDATE WIRE

(Optional) Check the box to remember your device.

Select a delivery method for the passcode.

Enter the passcode.

Click the Submit button.

0. Click the Update Wire button.

Wires: Editing a Wire
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Deleting a Wire
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You can delete pending transactions up until their process date.

o

WIRE TRANSFERS + 7/

Allitems >

Update: o 27, 2021 22900 M c
NAPPROVED
Jane Doe $1.00
Checking- 4485 DoMESTIC >
Transaction Dte: 07/27/2021 Schedule Date:07/27/2021
wc Company
unAppROVED
Jane Doe $1.00

Checking - *4485
Transaction Date: 07/27/2021
ABC Company

‘Schedule Date: 08/27/2021

UNAPPROVED
John Doe

Checking - #4485
Transaction Date: 07/26/2021
ABC Company

APPROVE ALL

DOMESTIC >
Schedule Date: 08/20/2021

CONFIRM DELETION

WIRE TRANSFER DETAILS

® Unapproved >
i Refct

Checking - *4485
$1.00

7/27/2021 2:31:37 PM
MCompanyBusiness

RECIPIENT INFORMATION v
BANK INFORMATION -
BENEFICIARY FINANCIAL INSTITUTION

INTERMEDIARY BANK %

C -0
|

Do you want to delete this wire transfer?

3 I3 - CANCEL

Click the Wires tab.
1.
2.
3.

Click the Delete Wire button.
Click the Delete button.

Select the wire transfer you would like to delete.

Wires: Deleting a Wire
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Wires
Approving a Wire

You can approve any pending wires.

WIRE TRANSFERS

Allitems -

Updated: Jul 27,2021 2:29:00 PM

[\JNAPPROVED

Jane Doe
9— Checking - *4485
Transaction Date: 07/27/2021
ABC Company

~

$1.00
DOMESTIC >
Schedule Date: 07/27/2021

i

UNAPPROVED

Jane Doe

Checking - *4485

Transaction Date: 07/27/2021
ABC Company

UNAPPROVED

John Doe

Checking - *4485

Transaction Date: 07/26/2021
ABC Company

$1.00

Schedule Date: 08/27/2021

$1.00
DOMESTIC >
Schedule Date: 08/20/2021

1 APPROVE ALL

WIRE TRANSFER DETAILS

® Unapproved

Edi Reject

Checking - *4485
$1.00

7/27/2021 231:37 PM
MCompanyBusiness

RECIPIENT INFORMATION
BANK INFORMATION
BENEFICIARY FINANCIAL INSTITUTION

INTERMEDIARY BANK

Click the Wires tab.

FIRM
Approve this wire?

2b | APPROVE

1. To approve all unapproved wires, click the Approve All button.

2. To approve a single wire, select the wire you would like to approve.

a. Click the Unapproved button.

b. Click the Approve button.
Wires: Approving a Wire
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s

L
@ PASSCODE

N

r

N

Select a device.

Enter the passcode.

AUTHENTICATE X

For added security we have enabled Multi-Factor
Authentication (MFA) for our users.

SELECT A DEVICE

(" oevice
Erica's Android
N
Remember Device O )
CONFIRM VIA

We need to confirm that you have access to the selected device by

sending a passcode via a third-party application or via text message, or

‘we can call the device.

‘ A
g Q

Passcode via
Text

N i

Phone Call

ENTER PASSCODE

Enter the passcode from the Duo mobile app
Choose to receive a one-time passcode via text

(Optional) Check the box to remember your device.

Select a delivery method for the passcode.

Click the Submit button.

99
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Wires
Rejecting a Wire

You can reject any pending wires.

WIRE TRANSFERS
All items >
Updated: Jul 27,2021 2:29:00 PM &
[\JNAPPROVED \
Jane Doe $1.00
Checking - *4485 DOMESTIC >

Transaction Date: 07/27/2021
ABC Company

Schedule Date: 07/27/2021

Transaction Date: 07/26/2021
ABC Company

i
UNAPPROVED
Jane Doe $1.00
Checking - *4485
Transaction Date: 07/27/2021 Schedule Date: 08/27/2021
ABC Company
UNAPPROVED
John Doe $1.00
Checking - *4485 DOMESTIC >

Schedule Date: 08/20/2021

APPROVE ALL

WIRE TRANSFER DETAILS

® Unapproved

2 ¥

Reject

Checking - *4485
$1.00

7/27/2021 231:37 PM
MCompanyBusiness

RECIPIENT INFORMATION v
BANK INFORMATION -
BENEFICIARY FINANCIAL INSTITUTION -

INTERMEDIARY BANK %

DELETE WIRE

REJECT REASON

0/250

C

Click the Wires tab.

1. Select the wire you would like to reject.

Do you want to rej

2. Click the Reject button.
3. Enter areason and click the Reject Wire button.
4. Click the Reject button.

Wires: Rejecting a Wire

EJECT

ect this wire transfer?

4 /e Ml CANCEL
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Wires
Wire History

All wire transfers appear in Wire History.

WIRE TRANSFER DETAILS

WIRE HISTORY

Allitems > Completed
Updated: Aug 12,2021 1:52:21 PM © Accou Checking - *2741
COMPLETED $2,500.00
Donuts on 34th $2,500.00 Completed O 7/23/2021 1:35:00 PM
Checking - *2741 DOMESTIC > .
Transfer Date: Jul 23, 2021 S BY Miller
Miller Event Planning
oved B Miller
RECIPIENT INFORMATION v
BANK INFORMATION v
BENEFICIARY FINANCIAL INSTITUTION v
INTERMEDIARY BANK e v
‘ COPY TO NEW )

Click the Wires tab.
1. Select a wire transfer to view additional information.
2. To download wire transfer details click the g icon.

3. Click the Copy To New button to copy the wire information to a new wire. Go
to page 68 for more information about creating a wire transfer.

Wires: Wire History
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Business Bill Pay

Bill Pay Enroliment

SCHEDULED Scheduled
MOVE MONEY

We'll help you set up a new payment or transfer

Updated: Jul 19, 2022 1:07:44 PM c
NEW TRANSACTION
PREVIOUS Q
0 Completed BUSINESS BILL PAY

Click here to Pay a Bill

PAY A BILL

NO PREVIOUS TRANSFERS

(" Security information
‘ Login e{ Register ) User 0 @ User ID.

Get started Password: © E—;

Streamline the back office functions of your business, pay your bills, Challenge question” Select a challenge question o
delegate payment tasks and reduce paperwork by managing payroll online.

s - )

ShelistoR tesponss;? Challenge response

Te d conditi

8 Print

BUSINESS BILL PAY TERMS & CONDITIONS

“This s your bill pay agreement with Alliance Bank. In this agreement, “we", “us",
or “our”refers to Alliance Bank, and “you", “your" or “yours" refers 10 the person

requesting access o bill pay or any person lo whom access is provided to use the system

on your behalf. A “payee is any individual or business you designate as the recipient

of a payment including Alliance Bank.

You may use Allance Bank's bll pay service (iPay ) to direct Alliance Bank to make
payments from your designated checking account(s) to the Payees you choose in
accordance with this agreement. The terms and conditions of this Agreement are in
addition to the Account agreements, disclosures and other documents in effect from
time to time governing your Account.

ACCESSING THE BILL PAY SERVICE
Iaccept terms and conditions

@) Please notify me of account updates, benefits, or offers via email.

Tmnota robot

it enroliment

Click the Move Money tab.

-
.

Click the Pay A Bill button.

Click the Register button.

Click the Enroll now button.

A wN

Fill out the enrollment form and click the Submit enrollment button.

Business Bill Pay: Bill Pay Enrollment
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Business Bill Pay
Bill Pay Login

SCHEDULED 0 Scheduled
MOVE MONEY

We'll help you set up a new payment or transfer
Updated: Jul 19, 2022 1:07:44 PM (@
NEW TRANSACTION
PREVIOUS Q
0 Completed BUSINESS BILL PAY
Click here to Pay a Bill
Updated: Jul 19, 2022 1:07:44 PM (&
PAY A BILL
NO PREVIOUS TRANSFERS

Login to bill pay

( UserID * A
User ID
e_ Password *
Password
- )

Forgot your password?

View demo Reset

Click the Move Money tab.
1. Click the Pay A Bill button.
2. Enter your username and password.

3. Click the Login now button.

Business Bill Pay: Bill Pay Login
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Business Bill Pay

Home Page Overview

Pay A Bill with Alliance 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 Pay tab, you are asked to choose an account to use within
Pay A Bill and to accept the terms and conditions.

0

A Reminders s Shortcuts Lo ] Payments Payroll

@ View © Take shortcut KB Make payment @ View

E Scheduled to process in the next 30 days v Processed within the last 30 days v -@
‘ All transactions [VIRIELREER Tl [ All transactions VIRELEEI]E]
( L

@ No transactions are scheduled. @ No transactions were processed.

-

In the Move Money tab, click the Pay A Bill button.

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

B. Click the “Messages” link to view secure messages.

C. 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.

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

Business Bill Pay: Home Page Overview
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Business Bill Pay
Add a Payee

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

Company

You can electronically pay a company such as your mobile phone provider or
utility company. 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.

Payee name *
n— Payee name
N

accoun! number *

Account number

e_ 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
(&

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

1. Enter the payee's name.

2. Enter the account number and reenter the number to confirm it is correct.
3. Enter the payee's phone number, zip code and the account holder’'s name.
4

. Click the Next button.
Business Bill Pay: 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

City name Alabama

Payee ZIP code
v 12345-6789

Account holder name

ayee category

No Category

efault pay from account

Primary Checking

1O

< Back

Submit payee > |g Q

Enter the payee's address.

© O N o W

Click the Submit payee button.

Business Bill Pay: Add a Payee

Enter a nickname for the payee.

Use the drop-down to select a payee category.

Use the drop-down to select a default pay from account.
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Individual Electronic Payments: Allowing an Individual to Provide
Their Banking Information

You can pay anyone, such as a freelance worker by creating them as a payee in
Bill Pay. All you need is their email address.

* You will select a one-time keyword and share it with the person you are
paying.
*  We will email a link to a secure server. They will log in using the keyword,

then provide their bank account information for the deposit. Their
account information will be securely stored and is never displayed to you.

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

Add an individual

Select a method of payment

Electronic - Sending payments electronically is much more secure than a check Check - | prefer a check be mailed
in the mail, and it will arrive in as little as 2 business days.

Mail a check
0( Allow them to provide their banking informatioD

| have the bank account information

All you need is their email address.

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

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

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

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

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

Business Bill Pay: Add a Payee
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Tell us about the individual

20

First name * Last name *
First name Last name

Nickname * Phone number *
Nickname (XXX) XXX-XXXX

Category efault payment account *
No Category v Primary Checking

Je

Payee's e-mail information

=9

Tell me more
Email address *
email@sample.com
Confirm email address *
email@sample.com
Create a security keyword
ty key Tell me more

Keyword *
Keyword

Confirm keyword *

—2

Confirm keyword

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

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

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

drop-down.
5. Enter and confirm the payee’s email address.

6. Enter and confirm a security keyword.

7. Click the Next button and go to page 113 to complete the activation process.

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

Add an individual

Select a method of payment

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

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

I have the bank account information

(1 2 )

« If you have the bank account information for the individual, you can use this option to send electronic payments.

* We will ask you to complete a secure, one-time activation process before you log out today.

Tell us about the individual

First name * Last name * \
e' First name Last name
Phone number *
(XXX) XXX-XXXX J
Bill payment information
Nickname * Category
Nickname No Category v

Default pay from account *

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

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

Business Bill Pay: Add a Payee



110

Bill payment information
ickname * ategory
Nickname No Category v _e

efault pay from account *
Primary Checking V)

Information about bank account

Account number * Confirm account number * \
6_ Account number Confirm account number
Routing number * Confirm routing number *

Routing number Confirm routing number Yy,

ayee's account type *
e_ Checking v

o

3. Enter a nickname for the payee.

»

(Optional) 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. Enter the payee's account and routing number, then reenter them to confirm
that is it correct.

7. Select the payee’s account type using the drop-down.

8. Click the Next button and go to page 113 to complete the activation process.

Business Bill Pay: 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.

Add an individual

Select a method of payment

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

in the mail, and it will arrive in as little as 2 business days.
Mail a check 1

| have the bank account information

o 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

fFirsl name * Last name * \

e— First name Last name

Phone number

(XXX) XXX-XXXX

J\

(Address *
e_ 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. Toggle the “Mail a check” switch on.
2. Enter the payee’'s first name, last name and phone number.

3. Enter the payee's street address.

Business Bill Pay: Add a Payee
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Bill pay information
Individual's nickname * Category _e
Individual nickname No Category v
Default pay from account *
Primary Checking v

Information about you

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

o

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

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

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

8. C(lick the Next button and go to page 113 to complete the activation process.

Business Bill Pay: 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.

Toll o more Contact phone 2 not on file Update
Important: If you have to leave bill pay B —0

. . | can wait a few seconds to receive my code by text message

before entering your code, you may enter it No tixt adldross on il
later. The code will not expire. Update

| prefer to wait a few minutes for my code to arrive by email

\_ i ] ) 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
| Rl

(Enter activation code )—9

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

1. Select how you would like to receive the activation code.
2. Click the Request activation code button.

3. Enter the activation code.

4. Click the Submit button when you are finished.

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

Business Bill Pay: Add a Payee
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Business Bill Pay

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.

Business Bill Pay: 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.

‘ Choose File No file chosen

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

Business Bill Pay: 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

fWe 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.

Business Bill Pay: Import Payees
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Business Bill Pay
Edit a Payee

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

Manage payees

+ Add payee ~ Search payees.. n 8 Print

Show all payees

(1 3G ] =) sy -

All Payees

Payees Account number  Additional items 2

McPhersonal Electrical """ 6789 Category Business
Check 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
Business v
e— Default pay from
Primary Checking v

Payments are sent to
Address

6 WISTERIA PL

city
MARRERO

State

Louisiana v

zip

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.

Business Bill Pay: Edit a Payee
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Business Bill Pay

Delete a Payee

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

Manage payees
+ Add payee ~ Search payees.. n 8 Print
Show all payees
(1 3 ) S~
All Payees
Payees Account number  Additional items 2
McPhersonal Electrical ~ ***** 6789 Catagory: Pasiises
(Check) Lotk -NA @ Pay & Edit
Are you sure you want to delete this payee? X

McPhersonal Electrical (check)

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

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

3. Click the “Delete payee” link.

Business Bill Pay: Delete a Payee
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Business Bill Pay

Add and Manage Categories

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

Manage categories
- Search payees n & Print
Show all categories Show all payees
Payees Account number Category
atmos 2345 Unassigned v\
BULK RATE 173458 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
o J
Manage categories X
Catedoty name Are you sure you want to delete this category? X
@-(Ca\egory name Add category )

Deleting Business will place the payee in an unassigned status.
Category name list

Business @— — 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.

Business Bill Pay: Add and Manage Categories
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Business Bill Pay

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 e 2345 BULKRATE e 3456 +

0 Entergy-TEST 6789 4 McPhersonal Electrical "™ 6789 4
Whitney ™ 2345 o

View selected (0) Pay (0) p

Payment summary

Payee From account Amount* Deliver by*

atmos ( Primary Checking 9($ ) (8/4/2020 ﬁ) I Remove
..... 2545 —

Last paid: N/A B Invoic, ment

Amount paid: N/A

< Back ‘ Pay all ’ -6

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.

Business Bill Pay: Single Payment
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Business Bill Pay

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 & Print

Payee Amount Deliver by date

atmos $1.00 08/31/2020 @ etails

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* 853112020 ]

Invoice/Comment

Stop single payment

Account details Transaction detals

Payee American Express Confirmation # s
Payment method Check Estarrival 1052012020
From account Primary Checking Delivery Standard
Amount $999.00

Process date 1072612020

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.

Business Bill Pay: Edit or Stop a Single Payment
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Business Bill Pay

Create a Recurring Payment

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

Recurring payment

<+ Add payee ~

Individual

Details

Name

American Express

® Add comment

All Categories v
Ve
American Express U 8467 AT&T e 8467
CellularOne e 8467 Chase 8467
o’_ Lease 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

Pay from* Amount*

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.

Business Bill Pay: Create a Recurring Payment




123

Series options / preferences

4 If the payment falls on a holiday or weekend? N

Pay before Pay after
. J

( Frequency edit N
Frequency*

Monthly v

e' Last business day v

Select first process*

&
\o J
4 Would you like this series to end?* )
4 ) No
6’ © ) Onthis date &
@ ) After a set # of payments )

Cancel Review @‘o

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

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

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

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

7. Click the Submit button when you are finished.

Business Bill Pay: Create a Recurring Payment
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Business Bill Pay

Edit or Stop a Recurring Payment

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

Scheduled payments

Q Search filter

Payee Amount Deliver by date

atmos $1.00 10/30/2020

Check
Confirmation #:3

@ Details

& Print

Edit recurring payment

Payee From account Amount

John Doe Primary Checking $1.00

Process date

11/30/2020

What 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

Additional items

Confirmation #
Est. arrival
Comment
Series start

Series end

Frequency

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.

Business Bill Pay: Edit or Stop a Recurring Payment
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Stop recurring payment

Payee From account Amount

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.

Process date

11/30/2020

Back ‘ bmit ’

D

b. Decide if you would like to stop the series immediately or stop the

series after the next payment processes.

c. Click the Submit button.

Business Bill Pay: Edit or Stop a Recurring Payment
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Business Bill Pay

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

Confirmation #:40

MasterCard $999.00 11/02/2020 @ Details v Approve & Edit O stop
Check

Cozzrmallon #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.

Business Bill Pay: Payment Approval
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Business Bill Pay

Calendar

Quickly view all of your scheduled payments.

Calendar
(Al Transactions Payroll Deposits Bill Payments )
€ October 2020 >
Monday Tuesday Wednesday Thursday Friday
e ™
+ Processed X
© Monday October 05, 2020
7 8
Payee Amount
Cellular One $65.00
Lease $1,200.00
12 13 14 15
ses0
\ Total $1,330.00 )

19 20 21 22 23

26 27 28 29 30

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. Click each button to filter transactions.

B. Click the All details button to view additional details about the current
month’s transactions.

C. Click each transaction to view additional details.

Business Bill Pay: Calendar
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Business Bill Pay

Company Profile

Easily change information associated with your account at Alliance Bank by
modifying your company profile.

Company profile
Change company information

Company name:
Address:*
123 MAIN ST —0

City:* State:" 2IP Code:*

ANYWHERE Louisiana v 70123-0000

Phone number:* Fax number:

Dual signatures required

e_—( Require dual signatures )

(=)

Use the “Options” drop-down to select “Company Profile.”
1. Change the information that Alliance Bank has on file for your company.
2. Decide if dual requirements are required by checking the box.

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

Business Bill Pay: Company Profile
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Business Bill Pay
Delete or Edit Bill Pay Accounts

Add or edit your Pay A Bill accounts through the Manage Bill Pay Accounts
function.

Manage bill pay accounts

e—‘ © Add new account ’
Default Nickname Account number Account type Status B A
®  Primary = ™ 7841 Checking Approved (£ Edit) @ Deletd)

Primary
Checking

Default Account

x)

/Add new account

Nickname *

Nickname

G— Account number *

Account number

Confirm account number *

Confirm account number

Account type *
v

J

o (EEEED) ©

Use the “Options” drop-down to select “Manage Bill Pay Accounts.”

Please select

A. Click the “Delete” link to remove the account from Bill Pay.

B. Click the “Edit” link to make changes to the account nickname.

C. Add a new account by clicking the Add new account button.
1. Enter the account information.

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

Business Bill Pay: Delete or Edit Bill Pay Accounts
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Business Bill Pay

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

2017116039763  N/A & Edi 1

9349a8

Primary User

Edit Payment Permissions.

Username ARA MCPHERSON

Usertype Custom

Schedule bill payments

smedme [OPTISTREVE Schedule to specific bill payees

Establish payment caps

that payees.

e_

Designate pay from accounts

Primary Checking =

Payment history
N J

Admin user list Cancel M

Use the “Options” drop-down to select “Manage users.”

1. Click the “Permissions” link.

Select one of the categories across the top.

Enable or disable permissions.

Click the Save button when you are finished.

v A W N

(Optional) Original permissions can be restored at any time by clicking
the Restore Permissions button. This applies to all elements of user
permissions for this particular user.

Business Bill Pay: Modify User Permissions
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Business Bill Pay

Personal Profile

It is important to keep the contact information about your company up to date
with Alliance Bank. You can easily change these elements and personalize your
Pay A Bill experience by following the steps below. The challenge phrases can also
be altered here.

(U Payments»  Payees»  Calendar  Options»

Welcome: Murphy Test 3 Last login: 4:30 PM CT 7/28/2020

&Profilev  ® Chat Now (0) ® Logout

C oJ View Contact Info )@
C © Default Page )@

(Contact Info 7 (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:

NA

7 e

Conac hone 2 3
A

eNotification Text Information

Short Text Address:

NA

. J

Click the “Company Profile” link on the Home page.
1. To update contact info:
a. Click the “View Contact Info” link.

b. Click the Edit button. Make your changes and click the Submit button
when you are finished.

2. Tochange your default page:
a. Click the “Default Page"” link.

b. Choose what page you prefer Bill Pay to open with such as Home,
Calendar, Single Payment or Shortcut. Click the Submit button when
you are finished.

Business Bill Pay: Personal Profile
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Business Bill Pay

e-Notifications

Alliance 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 Pay A Bill account.

~

/e-Notifications

Email address on file Short text address on file
N/A

——

Event Notifications
With Event Notifications, you can i time a particular event occurs through your bill pay account.

A transaction needs approval

Send notification to

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

\ J

Use the “Options” drop-down to select “e-Notifications,” then click the Event
button.

1. Use drop-downs to create your custom event notifications. Click the Submit
button when you are finished.

Business Bill Pay: e-Notifications
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Logout

When you use the Logout feature, you can receive a customized email summary
of Pay A Bill activities each time you exit Pay A Bill.

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 o 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.

Business Bill Pay: e-Notifications



134

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.

Business Bill Pay: e-Notifications
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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 reminde ’I

Pay to Category Reminder date Frequency Send to
Add reminder X
What type of payee? *

9_ Bills v

Pick a payee *

Select Payee v

Send notification to *

Select Option v

Reminder frequency *

Select Frequency v

- J/

Use the “Options” drop-down to select “e-Notifications,” then click the Reminders
button.

1. Click the Add reminder button.

2. Using the drop-downs, create a custom reminder. Click the Submit button
when you are finished.

Business Bill Pay: e-Notifications
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Business Bill Pay

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

a—[ Payments Processed Payment Changes Payments Stopped Payees Added ]

Payments Processed

All Users € Scheduling User Approving User
Date Range
Current Month v _e
Start Date End Date
Start date & End date )

Create report

N

Use the “Options” drop-down to select “Reports.”
1. Choose a report type listed across the top.

2. Customize your report using the calendars and drop-downs. Click the Create
report button when you are finished.

Business Bill Pay: Reports
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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.

CURRENT EXCEPTIONS HISTORICAL DECISIONS

Showing All Items > Showing All Items from 6/22/2022 to 6/22/2022 >

Updated: Jun 22,2022 11:46:22 AM c Updated: Jun 22,2022 11:46:22 AM c

NO POSITIVE PAY EXCEPTIONS NO POSITIVE PAY DECISIONS

POSITIVE PAY CHECKS ISSUED + 7 FILTERS

Current Date > Create and manage filters to notify you and others of pending ACH items, blocked items matching
a ruleset, or make decisions on pending ACH items.
Updated: Jun 22, 2022 11:46:21 AM c
Operating (*7617)
NO CHECKS ISSUED
1 Filter >

Payroll (*2980)

1 Fiter

Positive Pay: Introduction
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Positive Pay
Manually Add 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.

[’%l Note: Default cutoff for Positive Pay additions and decisions is
10 AM CST.

ISSUED CHECK

POSITIVE PAY CHECKS ISSUED

Current date > What would you like to do?

Updated: Feb 07, 2019 3:21:22 PM

NNO CHECKS ISSUED
NEW CHECK ISSUE

Select this option to add a new Check
Issued.

UPLOAD A FILE
ﬁ Select this option to upload a Fixed Length

or a Comma Delimited file.

:””\l_l MANAGE TEMPLATES

| @ i Select this option to create a new File

fononns ' Upload template or manage existing
templates.

Click the Positive Pay tab.
1. Click the EJ icon under CHECKS ISSUED.
2. Click the New Check Issue button.

Positive Pay: Manually Add a Check



W ® N

139

NEW ISSUED CHECK

P SERIAL NUMBER requmj
Vil)-| ACCOUNT qj
Y- PAYEE )
9| AmOuUNT qj
-\ WRITE DATE reqm?
- void O)
: )

Enter the serial number.
Use the drop-down to select an account.

(Optional) Enter the payee. When Payee information is provided, any check
cashed at Alliance Bank will provide tellers with the issued Payee name.

Enter the amount.

Enter the write date.

(Optional) Check the box to mark the check as void.
Click the Create Check button.

Positive Pay: Manually Add a Check
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Positive Pay

Check Upload Templates

Create a template for uploading checks.

Fixed Length Template

POSITIVE PAY CHECKS ISSUED

Current date >

Updated: Feb 07, 2019 3:21:22 PM

NO CHECKS ISSUED

What would you like to do?

MANAGE TEMPLATES

What would you like to do?

NEW CHECK ISSUE

Select this option to add a new Check
Issued.

NEW FIXED LENGTH TEMPLATE
Select this option to create a new template
for Fixed Length file uploads.

D UPLOAD A FILE ‘%

ﬁ Select this option to upload a Fixed Length % 2] }
ora Comma Delimited file. | | oo g

7%, MANAGE TEMPLATES

i @ 5 Select this option to create a new File i(-“}?

s ' Upload template or manage existing HE

templates.

NEW DELIMITER SEPARATED
TEMPLATE

Select this option to create a new template
for Delimiter Separated file uploads

EDIT UPLOAD TEMPLATE
Select this option to modify or delete
existing file upload templates

Click the Positive Pay tab.

1. Click the fj icon under CHECKS ISSUED.
2.
3.

Click the Manage Templates button.
Click the New Fixed Length Template button.

Positive Pay: Check Upload Templates
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SUCCESS

v

TEMPLATE SUCCESSFULLY SAVED

< UPLOAD TEMPLATE DETAILS X

Save Settings as a New Template:

required

TEMPLATE NAME

Select the fields contained in the Undetermined file and place them
in the order they exist from left to right. If you would like to ignore a
field, insert a Filler notation.

s

Account Number Required

CLOSE WINDOW

N )
required

FIELD LENGTH

Amount Required
required

FIELD LENGTH

Serial Number Required
required

FIELD LENGTH

Write Date Required

required

FIELD LENGTH

J N\

-
@'( + Insert New Field )

Number of Header Rows to Skip:

HEADER ROWS )

Amount Excludes Decimals O)

(03¢ )

Enter a template name.

»

5. Arrange the fields in the order they appear in your file from left to right.
Arrange the fields by clicking on the ::: button and dragging the field to the
correct location.

6. (Optional) Click the “+ Insert New Field” link to insert a new field. If you would
like to ignore a field, insert a “Filler” notation.

7. Enter afield length for each field.

8. (Optional) Enter the number of header rows to skip.

9. (Optional) Check the box to exclude decimals in the amounts.
10. Click the Save button.

11. Click the Close Window button.
Positive Pay: Check Upload Templates
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Delimiter Separated Template

POSITIVE PAY CHECKS ISSUED

Current date >

Updated: Feb 07, 2019 3:21:22 PM C

NO CHECKS ISSUED

MANAGE TEMPLATES

What would you like to do? What would you like to do?

NEW CHECK ISSUE
Select this option to add a new Check

NEW FIXED LENGTH TEMPLATE
Select this option to create a new template

Issued. for Fixed Length file uploads.
UPLOAD A FILE }'"“{}-\: NEW DELIMITER SEPARATED
ﬁ Select this option to upload a Fixed Length 3 = 3 TEMPLATE
or a Comma Delimited file. Moo ’ Select this option to create a new template

for Delimiter Separated file uploads

Y. MANAGE TEMPLATES | |
& i Select this option to create a new File »| EDIT UPLOAD TEMPLATE
...... Upload template or manage existing i Select this option to modify or delete
templates. existing file upload templates

Click the Positive Pay tab.

1. Click the fJ icon under CHECKS ISSUED.

2. (Click the Manage Templates button.

3. C(lick the New Delimiter Separated Template button.

Positive Pay: Check Upload Templates
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UPLOAD TEMPLATE DETAILS X SUCCESS

Save Settings as a New Template:

TEMPLATE NAME

required

v

Select the fields contained in the Undetermined file and place them
in the order they exist from left to right. If you would like to ignore a
field, insert a Filler notation.

Account Number Required
Amount Required
Serial Number Recuired

Write Date Required

TEMPLATE SUCCESSFULLY SAVED

CLOSE WINDOW

O

+ Insert New Field

Number of Header Rows to Skip:

HEADER ROWS )

Amount Excludes Decimals O)

7.
8.
o.

10.

Enter a template name.

Arrange the fields in the order they appear in your file from left to right.

Arrange the fields by clicking on the ::i button and dragging the field to the
correct location.

(Optional) Click the “+ Insert New Field” link to insert a new field. If you would
like to ignore a field, insert a “Filler” notation.

(Optional) Enter the number of header rows to skip.
(Optional) Check the box to exclude decimals in the amounts.
Click the Save button.

Click the Close Window button.

Positive Pay: Check Upload Templates
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Positive Pay

Edit Upload Templates

Easily edit or delete a template.

POSITIVE PAY CHECKS ISSUED

Current date >

Updated: Feb 07, 2019 3:21:22 PM

NO CHECKS ISSUED

What would you like to do?

NEW CHECK ISSUE

Issued.

UPLOAD A FILE

or a Comma Delimited file.

Select this option to add a new Check

Select this option to upload a Fixed Length

MANAGE TEMPLATES

templates.

Select this option to create a new File
Upload template or manage existing

MANAGE TEMPLATES

What would you like to do?

NEW FIXED LENGTH TEMPLATE

Select this option to create a new template
for Fixed Length file uploads.

NEW DELIMITER SEPARATED
TEMPLATE

Select this option to create a new template
for Delimiter Separated file uploads

EDIT UPLOAD TEMPLATE
Select this option to modify or delete
existing file upload templates

Click the Positive Pay tab.

1. Click the gg icon under CHECKS ISSUED.
2. C(lick the Manage Templates button.

3. Click the Edit Upload Template button.

Positive Pay: Edit Upload Templates
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EDIT UPLOAD TEMPLATES

Fixed Length

4 Test Fixed Length Template )

< UPLOAD TEMPLATE DETAILS X

Save Settings as a New Template:

TEMPLATE NAME
Test Fixed Length Template

Select the fields contained in the Undetermined file and place them
in the order they exist from left to right. If you would like to ignore a
field, insert a Filler notation.

Account Number Required
FIELD LENGTH

Amount Required
FIELD LENGTH
6

Serial Number Required

Write Date Required

FIELD LENGTH
6

+ Insert New Field

Number of Header Rows to Skip:

HEADER ROWS
1

Amount Excludes Decimals@ O

DELETE THIS TEMPLATE

145

DELETE A TEM E
Are you sure you want to delete the Test Fixed Length Template
template?

b [

4. Select the template you would like to edit or delete.

5. To edit a template, make the necessary changes and click the Save button.

6. To delete a template:

a. Click the Delete This Template button.

b. Click the Delete button.

Positive Pay: Edit Upload Templates
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Positive Pay
Manually Add Checks Via Upload

Add checks by uploading a fixed length or a comma delimited file.

POSITIVE PAY CHECKS ISSUED

Current date >

Updated: Feb 07, 2019 3:21:22 PM C

NO CHECKS ISSUED

< UPLOAD FILE X

What would you like to do?

NEW CHECK ISSUE

Select this option to add a new Check
Issued.

You can upload a Fixed Length file or a Comma Delimited file.

To begin please select a file to upload.

UPLOAD A FILE
ﬁ Select this option to upload a Fixed Length

or a Comma Delimited file. ( SELECT A FILE

Need help determining which type of file you have? Please consult your
software's documentation.

MANAGE TEMPLATES
Select this option to create a new File
Upload template or manage existing

templates. (

Click the Positive Pay tab.
1. Click the g icon under CHECKS ISSUED.

2. Click the Upload A File button.
3. Click the Select A File button and select the file you wish to upload.
4. Click the Next button.

Positive Pay: Manually Add Checks Via Upload
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< UPLOAD DETAILS X

Choose a layout template to apply (optional):

61 LAYOUT TEMPLATE

Heads up! Applying a template will remove any layout that you may have
created below.

Select the fields contained in the Undetermined file and place them
in the order they exist from left to right. If you would like to ignore a
field, insert a Filler notation.

Account Number Required
Amount Required
Serial Number Required

Write Date Required

0—( + Insert New Field
Number of Header Rows to Skip:

( HEADER ROWS )

Gmount Excludes Decimals O)

READ FILE >

(Optional) Use the drop-down to select a layout template. Applying a
template will remove any layout that you may have created below. Go to
page 140 for more information about creating layout template.

Arrange the fields in the order they appear in your file from left to right.
Arrange the fields by clicking on the iii button and dragging the field to the
correct location.

(Optional) Click the “+ Insert New Field” link to insert a new field. If you would
like to ignore a field, insert a “Filler” notation.

(Optional) Enter the number of header rows to skip.
(Optional) Check the box to exclude decimals in the amounts.

Click the Read File button.

Positive Pay: Manually Add Checks Via Upload
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Positive Pay
Managing Exceptions

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 Types:
* Duplicate Paid Item: The item was previously paid.

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

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

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

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

4 N
E?—_l Note: Default cutoff for Positive Pay additions and decisions is
10 AM CST.
- J
4 1

Note: It is recommended that Positive Pay customers set up the

[§——| “Positive Pay Exception” alert. This will alert them anytime there is an
exception that needs attention. Go to page 163 for more information
about creating an alert.

POSITIVE PAY EXCEPTIONS Positive Pay Exceptions

100
s . N

Approve Fix Return

All Accounts >

Updated: Feb 07,2019 3:21:22 PM (@
ACCOUNT

Mike's Acct *1954
PAID NOT ISSUED

100 $65.00 > AMOUNT
Mike's Acct *1954 08/14/2017 $65.00

DATE

08/14/2017
EXCEPTION REASON
Paid Not Issued

Click the Positive Pay tab.
1. Click an exception.
2. Select the appropriate decision.

Positive Pay: Managing Exceptions
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Positive Pay

Historical Decisions

Any previous decisions will be listed in on the main Positive Pay page and can be
displayed by a date range.

HISTORICAL DECISIONS

'I Showing All Items from 8/23/2021 to 8/23/2021 >

SEARCH POSITIVE PAY DECISIONS

Q

Search through your Current Decisions activity.

SEARCH

DATE RANGE
Current date

TYPES
All ltems

SEARCH

Click the Positive Pay tab.
1. Click the “Date Range” link to search historical decisions.

2. (Optional) Enter Search criteria. Examples include check number or payee
name.

3. Use the drop-down to select a Date Range. The Date Range option requires a
Start Date and End Date.

4. Use the drop-down to enter transaction Type.

Click the Search button.

Positive Pay: Historical Decisions
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Positive Pay

Filters

Create and manage filters to notify you and others of pending ACH items, blocked

items matching a ruleset or make decisions on pending ACH items.

Add Email Address to Receive Notifications

FILTERS

Create and manage filters to notify you and others of pending ACH items, blocked items matching a ruleset, or make decisions on pending ACH items.

Checking (*0705)
No Filters
No associated email addresses

Checking (*0800)
0_ No Filters

No associated email addresses

Checking (*4485)
No Filters
\Na associated email addresses

~

>

CHECKING

Account *705

ASSOCIATED EMAIL ADDRESSES

Any notifications will be sent to these email addresses:

NO EMAIL ADDRESSES

e_( + Add Email Address )
ADD EMAIL ADDRESS X

Any notifications from Checking will be sent to this
email address.

required
9‘ EMAIL ADDRESS

Ensure that emails sent to this address aren't marked as junk.

. J

Click the Positive Pay tab.
1. Within the Filters section, select an account.
2. Click the “+Add Email Address” link.

3. Enter the email address and click the Save Email Address button.

Positive Pay: Filters
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Add an Allowed Company

Identify companies that are allowed to send ACH transactions to this account for
processing.

Create and manage filters to notify you and others of pending ACH items, blocked items matching a ruleset, or make decisions on pending ACH items.

Checking (*0705)
No Filters
No associated email addresses

MANAGE ALLOW LIST

ALLOW LIST COMPANIES

Identify companies that are allowed to send ACH transactions to this account for processing.

ADD ALLOW LIST COMPANY

All future ACH transactions sent to Checking (*705)
from this company will be processed.

Enter a name to easily identify this company

COMPANY NAME

)

Enter the company's ID number

required

COMPANY ID

)

Once a company ID has been created it cannot be changed later.

)

Click the Positive Pay tab.

1.

wosWN

Within the Filters section, select an account.
Click the E3 icon under Manage Allow Lists.
Enter a company name.

Enter a company ID.

Click the Save Item button.

Positive Pay: Filters
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Manage Allowed Companies

Create and manage filters to notify you and others of pending ACH items, blocked items matching a ruleset, or make decisions on pending ACH items.

Checking (*0705)
No Filters 2
No associated email addresses

MANAGE ALLOW LIST

ALLOW LIST COMPANIES

Identify companies that are allowed to send ACH transactions to this account for processing.

ABC Company 2
ID #123456789 >

EDIT ALLOW LIST COMPANY X

All future ACH transactions sent to Checking (*705)
from this company will be processed.

Enter a name to easily identify this company

COMPANY NAME
ABC Company

COMPANY ID
123456789

Once a company ID has been cre; it cannot be changed later.

out to

DELETE ALLOW LIST COMPANY undone.

SAVE ITEM

Click the Positive Pay tab.

1. Within the Filters section, select an account.
2. Select a company.
3. To edit, make the necessary changes and click the Save Item button.
4. To delete an allowed company:
a. Click the Delete Allow List Company button.
b. Click the Yes button.

Positive Pay: Filters
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Block an ACH Item

Identify incoming ACH items to stop from automatically processing for manual
review.

Create and manage filters to notify you and others of pending ACH items, blocked items matching a ruleset, or make decisions on pending ACH items.

Checking (*0705)
No Filters
No associated email addresses

MANAGE BLOCK LIST

Identify incoming ACH items to stop from automatically processing for manual review.

ADD BLOCK LIST ITEM X

Block List items will be stopped from automatically
processing for Checking (*705) to allow manual
review. To get started first select a Block List type.

Select a Block List item type

ITEM TYPE "
SEC Code

Select SEC code to create a rule for

required
>

SEC CODE

e_ Select transaction type(s) to apply rule to

TRANSACTION TYPE
Debits Only

Notify Via Email O
Send notification email when an item matches this rule

Click the Positive Pay tab.

Within the Filters section, select an account.
Click the g icon under Manage Block List.

Use the drop-down to select a block list item type.

1.

2.

3.

4. Enter the necessary information.

5. (Optional) Check the box to send an email when an item matches this rule.
6.

Click the Save Item button.

Positive Pay: Filters
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Manage Blocked Items

Create and manage filters to notify you and others of pending ACH items, blocked items matching a ruleset, or make decisions on pending ACH items.

Checking (*0705)
No Filters
No associated email addresses

MANAGE BLOCK LIST

Identify incoming ACH items to stop from automatically processing for manual review.

BLOCK BY SEC CODE

Code: PPD a5 2
Applies to: Debits Send Email: No

EDIT BLOCK LIST ITEM X

Block List items will be stopped from automatically
processing for Checking (*705) to allow manual
review. To get started first select a Block List type.

Select a Block List item type

ITEM TYPE
SEC Code

Select SEC code to create a rule for

SEC CODE
PPD

Select transaction type(s) to apply rule to

TRANSACTION TYPE
Debits Only

Notify Via Email O

Send notification email when an atches this rule

You are a ist item. This action cannot
be undone. Would you like to continue?

DELETE BLOCK LIST ITEM

= @
SAVE ITEM

Click the Positive Pay tab.

1. Within the Filters section, select an account.
2. Select a company.
3. To edit, make the necessary changes and click the Save Item button.
4. To delete a blocked company:
a. Click the Delete Block List Item button.

b. Click the Yes button.
Positive Pay: Filters
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Manage Watch List

Identify incoming ACH items to be notified of via email. These items will process
normally and will appear in the Transaction Review listing. There the items can be
allowed to process or be returned by the financial institution.

Create and manage filters to notify you and others of pending ACH items, blocked items matching a ruleset, or make decisions on pending ACH items.

Checking (*0705)
No Filters
No associated email addresses

MANAGE WATCH LIST

Identify incoming ACH items to be notified of via email. These items will process normally and will appear in
the Transaction Review listing. There the items can be allowed to process or be returned by the financial

institution.
ADD WATCH LIST ITEM X

Watch List items will be identified to send notifications
via email for Checking (*705). These transactions will
process normally.

Select a Watch List item type
ITEM TYPE 3
Company ID

Enter a name to easily identify this company

COMPANY NAME

Enter the company's ID number

required
COMPANY ID

Select transaction type(s) to apply rule to

TRANSACTION TYPE
Debits Only

(53¢ )

Click the Positive Pay tab.

1. Within the Filters section, select an account.

Click the [ icon, under Manage Watch List.

Use the drop-down to select a block list item type.

Enter the necessary information.

u A W N

Click the Save Item button.

Positive Pay: Filters
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Manage Watch List

Create and manage filters to notify you and others of pending ACH items, blocked items matching a ruleset, or make decisions on pending ACH items.

Checking (*0705)
No Filters
No associated email addresses

MANAGE WATCH LIST

Identify incoming ACH items to be notified of via email. These items will process normally and will appear in
the Transaction Review listing. There the items can be allowed to process or be returned by the financial
institution.

'ATCH BY SEC CODE

Code: PBR 4= D
Applies to: Credits

EDIT WATCH LIST ITEM X

Watch List items will be identified to send notifications
via email for Checking (*705). These transactions will
process normally.

Select a Watch List item type

ITEM TYPE

e_ SEC Code

Select SEC code to create a rule for

SEC CODE
PBR

Select transaction type(s) to apply rule to

TRANSACTION TYPE
Credits Only

LIST ITEM
You are about to delete this Watch List item. This action cannot
be undone. Would you like to continue?

DELETE WATCH LIST ITEM

4b - ves m

SAVE ITEM

Click the Positive Pay tab.
1. Within the Filters section, select an account.
2. Select a watch item, under Manage Watch List.
3. To edit, make the necessary changes and click the Save Item button.
4. To delete a blocked company:
a. Click the Delete Watch List Item button.

b. Click the Yes button.
Positive Pay: Filters
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Reports

Creating a New Report

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.

REPORTS

SELECT A REPORT TYPE X

ACH REPORTS

ACH Batches
Select to view historical and scheduled ACH batches

)

ACH Transactions
Select to view historical ACH transactions

ACTIVITY REPORTS

Account Activity
Select to view account activity

TAX REPORTS

Tax Payments
Select to view historical and scheduled tax payments

Click the Reports tab.
Click the [ icon.

Enter a report name.

I R

download.

Fill out the necessary fields.

(IP Address Equals v

IP ADDRESS ‘

Country

COUNTRY b

City Equals v _9

CITY ‘

Region

REGION 2

Confirmation Number Equals v

CONFIRMATION NUMBER ‘
N A

GEW REPORT NAME

Give this Report a name to distinguish it for future use.

C

RUN REPORT >

. Select the report you would like to run.

Click the Save New Report button to save the report.

Click the Run Report button to run the report. A PDF of your report will then

Reports: Creating a New Report
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Reports

Running an Existing Report

REPORTS

Updated: Jul 29, 2021 8:26:35 AM

Test Account Report Activity
Range: Last Month Account Activity °
Saved: 7/28/2021 4:09 PM

Click the Reports tab.

1. Clickthe  icon next to the report you would like to run and select “Run
Report.” A PDF of your report will then download.

Reports: Running an Existing Report
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Reports
Editing a Report

You can edit any existing report.

REPORTS

Updated: Jul 29, 2021 8:26:35 AM

Activity

Test Account Report
Account Activity 1

Range: Last Month
Saved: 7/28/2021 4:09 PM

VIEW/EDIT REPORT X

ACTIVITY /

Test Account Report
Saved: 7/28/2021 4:09 PM / Range: Last Month

( Report Name

REPORT NAME
Test Account Report

Account
ACCOUNT _'9
>

Checking *0705

Date

DATE R
Last Month

(I SAVE CHANGES D—g

| DELETE THIS REPORT |

RUN REPORT -

Click the Reports tab.

1. Clickthe  icon next to the report you would like to edit and select “Edit
Report” to make changes to an existing report.

2. Make the necessary changes.

Click the Save Changes 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, you can delete the unnecessary report.

REPORTS

Updated: Jul 29, 2021 8:26:35 AM

Activity

Test Account Report
Account Activity

Range: Last Month
Saved: 7/28/2021 4:09 PM

DELETE REPORT
You are about to delete this report. This action cannot be
undone. Would you like to continue?

2

Click the Reports tab.
1. Clickthe } icon next to the report you would like to delete and select “Delete
Report” to remove an existing report.

2. Click the Yes button to permanently remove the report.

Reports: Deleting a Report
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Alerts

Alerts Overview

Stay on top of the transactions flowing to and from your accounts. When you
create an alert through Digital Banking, you specify the conditions that trigger
that alert, so you stay on top of what's important to you.

MY ALERTS
12 Enabled
Updated: Jul 01, 2021 11:33:06 AM @
ﬂ Custom Alerts \
Debit Transaction -
ON
Low Balance OFF | »

Email

8 Security Alerts

Login Alert -
Card Travel Notification
N _

\
PREVIOUS ALERTS
Updated: Jul 01, 2021 11:33:07 AM G
Login Alert Jul 01, 2021
] 4:02 PM
K Load More Vv )

Click the Manage Alerts tab.
A. Click the [ icon to create an alert.

B. View your alerts and turn them on and off.

C. View previous alerts.

Alerts: Alerts Overview
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Custom Alerts

MY ALERTS PREVIOUS ALERTS
12 Enabled

< NEW CUSTOM ALERT X

What type of alert would you like to create?

Choose an account to place an alert on:
/" creckng ™\
*0705

#A\ CuUsTOM
Q Create customizable alerts Checking P

< “0800

Checking

#4485 >
@ BUSINESS BANKING savings R
/1" Create business banking alerts 6767
Loan 5
#050020
Loan
N_ 0500500 >
< NEW CUSTOM ALERT X
ACCOUNT
Checking *0705
ALERT TYPE h
Low Available Balance
Tequid
BALANCE BELOW

When do you want to receive this alert?

requin

ALERT TIME

2

What do you want to call this alert?

requind

NAME

N

{ How do you want to receive this alert?

@ Email

O Text (sMs)

EMAIL ADDRESS

@ 9
r N

o | J

O )
A

Click the Manage Alerts tab.

Click the g icon.

Click the Custom button.

Select an account.

Use the drop-down to select an alert type.

Enter the required fields. Fields will vary based on the alert type selected.

Use the drop-down to select an alert time.

Enter a name for the alert.

Select a notification method.

W NSO VA WN =

Click the Create button.
Alerts: Alerts Overview
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Business Banking Alerts

12 Enabled
< NEW BUSINESS BANKING ALERT X
What type of alert would you like to create?
Choose an account to place an alert on:
(" checking 5 N
ot
7\ CusTOM e
Q Create customizable alerts Checking 5
= *0800
Checking 3
*a485
BUSINESS BANKING Loan R
@ s Create business banking al s
o \g alerts
Savings 5
*6767
Loan "
*0500-20
< NEW BUSINESS BANKING ALERT X

ACCOUNT
Checking *0705

ALERT TYPE
ACH Batch Processed

-QMOUNT GREATER THAN

\J

N

What do you want to call this alert?

require

NAME

N4

|/ How do you want to receive this alert?

© Email

O Text (sms)

© © 606
A

EMAIL ADDRESS
N\ erica@mcompany.com

Enabled

o 0 \ J

O« )
Click the Manage Alerts tab.
1. Click the [gg icon.

2. Click the Custom button.

3. Select an account or click the Create Company Based Alert button to create
a company based alert.

Use the drop-down to select an alert type.

Enter the required fields. Fields will vary based on the alert type selected.
Enter a name for the alert.

Select a notification method.

0o N o u A

Click the Create button.

Alerts: Alerts Overview
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Security Alerts

We want you to feel confident while using Digital banking. To help you feel safe
and in control, Security Alerts are implemented in your accounts to notify you
immediately when security scenarios occur.

MY ALERTS 1 mGE PREVIOUS ALERTS
12 Enabled

What type of alert would you like to create?

ALERT TYPE
Qogin 3
= Gin between:
7\ CUSTOM Tequired
Z & Create customizable alerts START TIME
required
END TIME >
@ BUSINESS BANKING
[\ Createbusiness banking alerts What do you want to call this alert?
Tequn
(NAME 5
@ SECURITY W do you want o receive this alert?
I Usealerts to watch for changes to your Email
b account ) Text (sMs) 6
EMAIL ADDRESS
Enabled (]

Click the Manage Alerts tab.

N oun A WwWN =S

Click the [ icon.
Click the Security button.

Select an alert type.

Enter the required fields. Fields will vary based on the alert type selected.

Enter a name for the alert.
Select a notification method.

Click the Create button.

Alerts: Alerts Overview



165

Turning Alerts On and Off

MY ALERTS

11 Enabled

Updated: Jul 01, 2021 11:33:06 AM c

& Custom Alerts

Debit Transaction >

Email

Low Balance 1
> a

Email

CONFIRM ALERT ON
Turn this alert on?

1b TURN ON CANCEL

MY ALERTS
11 Enabled

Updated: Jul 01, 2021 11:33:06 AM c

& Custom Alerts

Debit Transaction 2a
Email

Low Balance
Email

CONFIRM ALERT OFF

Turn this alert off?

2b | TURNOFF | RANCR

Click the Manage Alerts tab.

1. Toturnanalerton:
a. Click the Off button next to the alert.
b. Click the Turn On button.

2. Toturn an alert off:
a. Click the On button next to the alert.

b. Click the Turn Off button.

Alerts: Alerts Overview
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Alerts
Editing or Deleting Alerts

Quickly and easily edit or delete existing alerts.

MY ALERTS

11 Enabled

Updated: Jul 01,2021 11:33:06 AM @

& Custom Alerts

1 Debit Transaction >

Email

Low Balance 5

Email

EDIT CUSTOM ALERT

NAME
Debit Transaction

ACCOUNT
Checking *0705

TYPE
Debit

AMOUNT GREATER THAN
@_ $200.00

WHEN DO YOU WANT TO RECEIVE THIS ALERT?

ALERT TIME
8:00 AM

EMAIL ADDRESS
Enabled []

Qhow Details

CONFIRM DELETION
want to delete this alert?

Are you sure
| DELETE THIS ALERT
@—1( SAVE )

Click the Manage Alerts tab.

3 [

1. Click an alert.
2. Toeditan alert:
a. Make the necessary changes.
b. Click the Save button.
3. Todelete an alert:
a. Click the Delete This Alert button.
b. Click the Delete button.

Alerts: Editing or Deleting Alerts
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Alerts

Previous Alerts

View alerts previously sent to you.

MY ALERTS

12 Enabled

& Custom Alerts

Debit Transaction
Email

Low Balance
Email

8 Security Alerts

Login Alert
Email

Card Travel Notification
Email

Updated: Jul 01,2021 11:33:06 AM @

OFF | »

(PREVIOUS ALERTS )
Updated: Jul 01, 2021 11:33:07 AM G
Login Alert Jul 01,2021
] 4:02 PM
k Load More ¥ J

Click the Manage Alerts tab.

1. Click an alert to view more details.

Alerts: Previous Alerts
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